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Introduction

Mac OS X, now in the Lion release (version 10.7 for those of you who
aren’t crazy about big cats), is the software that runs all Macintosh com-
puters from the top-of-the-line Power Mac to the extremely popular
MacBook laptops. This software provides the desktop from which all your
activities start, enables you to configure and personalize your Mac, and
controls all the applications and the many processes that are required to
make your Mac do all the great things it can do. Along with the operating
system itself, Mac OS X Lion includes many applications that you can use
to surf the Web, email, chat (text, audio, and video), keep track of your
time and contacts, and much more. Learning how to use Mac OS X Lion
enables you to get the most fun and productivity from your Mac; this book
helps you tame this lion (sorry, I had to make a bad pun with this at some
point so I figured I’d get it out of the way early).

About This Book

Similar to the other books in the Sams Teach Yourself in 10 Minutes series,
the purpose of this book is to enable you to learn how to use Mac OS X
Lion quickly and easily; hopefully, you’ll even enjoy yourself along the
way! This book is composed of a series of lessons. Each lesson covers a
specific aspect of using Mac OS X Lion. For example, Lesson 4, “Touring
Lion’s Applications,” teaches you how to work with applications, and
Lesson 8, “Working with Mice, Trackpads, and Keyboards,” shows you
how to use all sorts of input devices.

The lessons generally build on each other starting with the more funda-
mental topics covered in the earlier lessons and moving toward more
advanced topics in the later lessons. In general, if you work from the front
of the book toward the back, your Mac OS X Lion education will progress
smoothly (of course, if a specific topic is of interest to you, you can jump
ahead to get there first).
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The lessons include both information and explanations along with step-by-
step tasks. You’ll get more out of the lessons if you perform the steps as
you read the lessons. Figures are included to show you what key steps
look like on your computer’s screen.

Who This Book Is For

This book is for anyone who wants to get the most out of Mac OS X Lion;
Mac OS X Lion is widely recognized as the most intuitive and easy-to-use
operating system, but even so, you’ll learn much faster with this guide to
help you. If you’ve never used Mac OS X Lion, this book can get you
started and help you move toward becoming a Mac OS X Lion guru. If
you’ve dabbled with Mac OS X Lion, this book helps you go beyond basic
tasks to be able to use all of Mac OS X Lion’s amazing functionality. If
you’ve spent a fair amount of time using Mac OS X Lion, this book pro-
vides lessons to round out your Mac OS X Lion expertise.

What Do | Need to Use This Book?

The only technical requirement to be able to use this book is a computer
with Mac OS X Lion installed on it. Much of Mac OS X Lion’s function-
ality requires an Internet connection, so you’ll have a much better experi-
ence if you can connect your computer to the Net (you’ll learn how to do
this, t0o).

In addition to the basic technical requirements, you need a sense of adven-
ture and curiosity to explore all this book offers you. Mac OS X Lion is fun
to use and, with this guide to help you, it should be fun to learn as well.

Conventions Used in This Book

Whenever you need to click a particular button or link or make a menu
selection, you see the name of that item in bold, such as “Click the Save
button to save your document.” You’ll also find three special elements
(Notes, Tips, and Cautions) throughout the book.
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NOTE: A note provides information that adds to the knowledge you
gain through each lesson’s text and figures.

TIP: Tips offer alternative ways to do something, such as keyboard
shortcuts, or point out additional features.

CAUTION: You won’t find many of these in this book, but when you
do come across one, you should carefully read it to avoid problems
or situations that could cause you grief, time, or money.
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LESSON 1

Getting Started with
Mac OS X Lion

In this lesson, you learn how to get started using a Mac running Mac OS
X Lion.

Touring the Lion Desktop

The Macintosh Operating System, Lion (10.7) version, or Mac OS X Lion
for short, is one of the most powerful and easy-to-use computer operating
systems. After you’ve spent some time on its desktop, which is what you
see on your Mac’s screen, you’ll soon feel right at home here.

The desktop displays content through windows that, just like windows in
the real world, enable you to see things. What you see depends on the con-
text in which you are working. When you are running an application, you
see the content you are creating or editing in that application, such as text
and graphics in a word processing document, or content that you are using,
such as a webpage, music, or video.

When you are on the desktop, you see a variety of objects, which are
shown in Figure 1.1 and described in the following sections. You learn
how to use what is on your desktop throughout the rest of this book. In
this lesson, focus on getting an overview of what you see and understand-
ing the key concepts so you become comfortable with the contents of your
desktop. Becoming comfortable with what you see on the desktop is the
first step in learning how to use a Mac running Mac OS X Lion.

Starting Up and Logging In

Of course, to get started with your Mac, you turn it on. It’s likely you’ve
already done this. The first time you start your Mac, Mac OS X Lion’s
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FIGURE 1.1 The Mac OS X Lion desktop is where you work with docu-
ments, view webpages, and much more.

Assistant walks you through the basic configuration of your Mac. The
Assistant appears only the first time you power a Mac up.

To start your Mac, you press the Power key, which is a round button with a
circle and vertical line running through it. The location of this button
depends on the specific kind of Mac computer you are using. For example,
if you are working with a MacBook or MacBook Pro, this button is located
on the upper-right corner of the keyboard. When you press this button, the
Mac powers on and loads the software it needs to run, which is Mac OS X
Lion. This software controls everything that happens on your Mac.

Mac OS X is a multiuser system, meaning that to use it, you need to have
a user account. Like other user accounts, a Mac OS X user account has an
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Starting Up and Logging In

account name and a password. You provide these credentials to log in to
Mac OS X so you can access your specific resources on the computer.

When you work through the assistant the first time you start your Mac,
you create a user account including the account name and password.
However, by default, the assistant sets automatic login, which means the
account information is entered for you automatically each time you start
your computer, so you don’t have to enter it yourself. In Lesson 9,
“Configuring and Managing User Accounts,” you learn how to turn off
automatic login and work with user accounts.

When automatic login is disabled and you start up your Mac, you must log
in to a user account. Depending on your Mac’s configuration, you see
either a list of user accounts or empty username and password fields. You
use one or the other of these screens to log in to your Mac so you can start
using it.

If you see a screen similar to Figure 1.2, perform the following steps to
log in:

1. Point to the user account you want to use. (If you don’t under-
stand pointing and clicking, skip these steps for now and read
this entire lesson; then come back to these steps.)

2. Click the icon for the user account you want to use. You are
prompted to enter the associated password.

3. Type the password for the user account you clicked in step 2.

4. Press the Return key. If you provided the correct password for
the user account you selected, you move onto your desktop and
your Mac is ready to use. If you didn’t provide the correct pass-
word, the screen “shivers” and you need to enter it again.

If you see the screen shown in Figure 1.3, perform the following steps
instead:

1. Click in the top box. (If you don’t understand pointing and click-
ing, skip these steps for now and read this entire lesson; then
come back to these steps.)

2. Type the username for the account you want to use.
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FIGURE 1.2 On this version of the Login window, you see an icon
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FIGURE 1.3 On this version of the Login window, you enter a use
and password to log in.
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3. Press the Tab key. You move into the Password field.
4. Type the password for the username you typed in step 2.

5. Press the Return key. If you provided a valid username and pass-
word, you move onto your desktop and your Mac is ready to use.
If you didn’t provide the correct information, the screen “shivers”
and you need to enter it again.

Pointing, Clicking, Dragging, and
Scrolling

Mac OS X Lion uses a graphical interface; this means that you interact
with graphical objects on the screen, such as icons, windows, and so on.
Before you interact with something, you must tell Mac OS X with which
object you want to interact. You do this by pointing to the object with
which you want to work. The pointer that appears on the screen tells Mac
OS X where your focus is, and it is how you tell the software what you
want to take action on. You do this by moving the pointer; when you are
working on the desktop, the pointer is an arrow. In other situations, it can
become other icons, but after you’ve used the arrow pointer, you can use
any of them.

To move the pointer around the screen, you can use a mouse or trackpad
(there are other options, but these are the two that are used by the vast
majority of Mac users).

When you move a mouse on your physical desktop, the pointer moves
with it. To move up the screen, push the mouse away from you; to move it
down the screen, pull the mouse toward you. Moving the mouse to the left
or right moves the pointer to the left or right.
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To point with a trackpad, move a finger toward the “top” of the trackpad
(toward the screen) to move the pointer up the screen; moving your finger
toward you moves the pointer down the screen. Moving your finger to the
left or right causes the pointer to move to the left or right.

NOTE: Pointing Speeds

In Lesson 5, “Personalizing Lion,” you learn how to control how far
the pointer moves in relation to moving the mouse or your fingers
on a trackpad. As you get more comfortable, you’ll probably want
the pointer to move faster so you can get around the desktop more
quickly.

Pointing to an object doesn’t tell the Mac OS when you are ready to take
action; this is where clicking comes in. When you click on an object, you
tell the OS that you’ve reached the object in which you are interested; this
is also called selecting an object. How you click depends on the specific
mouse or trackpad you are using. If you are using a Magic Mouse, you
click by pressing down on the top of the mouse once until it “clicks.”
Other types of mice might have a button you click instead. If you are
using a trackpad, you press it once or tap it once to click. When you click
on (select) an object, it usually becomes highlighted in some way, such as
turning dark gray, which is your visual confirmation that you have
selected it.

A double-click opens an object. As you probably can guess, you double-
click by pressing the top of the mouse twice in relatively rapid fashion; on
a trackpad, you press or tap twice. After the second click, your Mac opens
the object on which you clicked. This could be an application, in which
case it starts running; a folder, in which case it opens and you see its con-
tents; a document, which then opens in a window; a menu, which opens to
show you the commands you can perform; and so on.

Yet another kind of click is the secondary click. This typically opens a
contextual menu from which you can choose commands to perform on the
object you pointed to before you performed the secondary click. Although
you can use your Mac just fine without ever performing a secondary click,
using this will make using a Mac much faster because it reduces the
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number of mouse motions and key presses. How you can perform a sec-
ondary click depends on how the device you are using is configured (you
learn how to configure a mouse and trackpad in Lesson 5), but you can
always perform a second click by holding the Control key down and click-
ing the mouse or trackpad button. A menu appears and you can choose a
command; what is on this menu depends on the object on which you per-
formed the secondary click.

NOTE: Left- and Right-Clicks

Some mice have buttons you click. The left button is usually a sin-
gle-click, while the right button is a secondary click. Because of
this, you will often hear the term right-click used instead of the
more formal term secondary click.

Another important Mac skill is dragging. This is how you move or copy
objects. To drag something, you single-click on it so it becomes high-
lighted but don’t release your click. If you are using a mouse, keep press-
ing down on the top of the mouse; if you are using a trackpad, don’t lift
your finger. The object on which you clicked remains selected and is
“attached” to the pointer; as you move the pointer, so moves the object.
When you have reached your destination, release the mouse or lift your
finger and the object is “dropped” in its new location. This action is often
referred to as drag and drop.

NOTE: Trackpad Dragging

With a trackpad, you can drag using a gesture, which is touching
three fingers to the trackpad when you are pointing to the object
you want to move. As you move your fingers, the object moves on
the screen. To release it, lift your fingers off the trackpad. You learn
how to set this preference in Lesson 5.

As you work in windows (which you’ll get to in the next section), you
need to scroll to see all the contents in a window. Scrolling happens in all
four directions (up, down, left, and right). There are several ways to scroll.
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One is to drag the scrollbars in the direction you want to scroll. Another is
to move two fingers on a trackpad or on the top of a Magic Mouse to
move the content being displayed around so you can see all of it.

Understanding Windows

Anything you view on your Mac is looked at through a window. There are
many types of windows, including windows for applications, documents,
folders, and so on. Fortunately, even though there are many types of win-
dows, they have certain elements that are consistent no matter what type of
window you are working with. (The details of using windows are provided
in Lesson 2, “Working on the Lion Desktop”). Figure 1.4 shows the ele-
ments of a Finder window, and Figure 1.5 shows an application window.

ene 2 sirwilliamwallace
[a|p] =\ m e || Hv| |2 Q
FAVORITES
= All My Files e
AirDrop L—s] |_J
- Desktop Desktop Documents
f‘ﬁ sirwilliamw...
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| iDisk Z
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FIGURE 1.4 You use Finder windows constantly as you use your Mac
because they are usually the starting point for tasks.
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FIGURE 1.5 This example of a window shows a webpage; notice it has
some of the same elements as the Finder window in Figure 1.4.

The following is an overview of elements that are common to almost all
windows:

» Close button. The red button in the upper-left corner of a window
is the Close button. The window you were viewing closes; if you
were working with a document that has unsaved changes, you are
prompted to save your changes before the window closes. In other
situations, the window just disappears from the desktop.

» Minimize button. Just to the right of the Close button is the yel-
low Minimize button. When you click this, the window remains
open but “shrinks” and moves onto the Dock. You can return to
the window by clicking its icon.

» Zoom button. The green Zoom button either causes windows to
open to the size needed to view all the contents of the window or
causes the window to be as large as possible. Clicking it again
returns the window to its previous size.

www.it-ebooks.info


http://www.it-ebooks.info/

14

LESSON 1: Getting Started with Mac OS X Lion

Title. The text in the center of the top of the window is the name
of whatever you are viewing. For example, when you are viewing
a webpage, this is the name of the page. When you are viewing a
document, it is the document’s filename. When you are viewing a
Finder window, this is the name of the folder whose content you
are viewing.

Toolbar. Most windows have a toolbar at the top. This toolbar
contains icons on which you can click to perform actions related
to the content of the window.

Resize handles. Although the resize handles are not a visible
feature, you can drag the corners or any side of a window to
resize it. To do this, point to the corner or side of the window you
want to resize. When the arrow pointer becomes a diagonal line
with an arrow on each end, you can resize the window. Drag the
handle until the window is the shape and size you want it to be.
When you release the drag, the window retains its new size.

Scrollbars. When a window has more content than can be dis-
played, you can scroll around within it. As you scroll, scrollbars
might appear to indicate your relative position in the window if
you have set the preference for them to be visible (see Figure
1.6); you can also drag on these bars to move around inside a
window. Scrollbars appear along the right edge of the window for
vertical scrolling or along the bottom side of a window for hori-
zontal scrolling. A Mac OS X setting determines how and when
scrollbars appear; by default, they appear automatically based on
the type of input device you are using (such as a mouse or track-
pad). For example, when you drag two fingers on a trackpad to
scroll, the scrollbar appears while you are dragging. When you
lift your fingers, it disappears again.
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FIGURE 1.6 Scrollbars indicate your relative position within a window.

Understanding Applications,
Files, and Folders

Much of what you do on your Mac involves applications, files, and folders.

An application is a collection of computer code that translates commands
you select and input you make into information, actions, and everything
else that happens on your Mac. You use a lot of applications as you work
with your Mac. In Lesson 3, “Installing, Using, and Managing
Applications,” you learn how to install and manage applications. Mac OS
X Lion includes a number of applications by default; you learn about these
in Lesson 4, “Touring Lion’s Applications.” The application that runs your
desktop is the Finder, so you use the Finder quite a lot.

A file is a container for data. Files can contain many kinds of data. For
example, some files are documents, such as text documents you create
with a word processor. Files can also be images, songs, movies, and other
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kinds of content. Files also make up Mac OS X Lion; you typically do not
interact with system files directly. Files have names that include filename
extensions, such as .jpg and .doc (which can be hidden), and they are rep-
resented by icons in Finder windows and email attachments. Icons show a
preview of what the file contains in their thumbnail images.

Like folders in the physical world, folders on a Mac are a means to orga-
nize things, such as files and other folders. Mac OS X Lion includes many
folders by default. You can create, name, delete, and organize folders in
any way you see fit (mostly any way—there are some folders you cannot
or should not change). You open a folder in a Finder window to view its
contents.

Working with Disks, Discs,
Volumes, and Other Devices

Ultimately, your Mac manages data—lots and lots of data. It can use a num-
ber of types of devices to store and organize the data with which you work.

A disk drive, also known as a hard drive, is one type of physical device
that Macs use to store data. A hard drive contains a magnetic disk
accessed through a read/write head to read or store information. All Macs
have at least one internal hard drive that contains the software it needs to
work with Mac OS X Lion, applications you install, and documents you
create. You can connect external disk drives to Macs through USB,
FireWire, FireWire 800, or Thunderbolt ports to expand the available stor-
age room. Drives come in various storage capacities, such as 750GB, 1TB,
2TB, and so on and operate at various speeds. Drives are represented on a
Mac with icons that look different to represent different kinds of drives
(internal versus external, for example).

Optical discs, namely CDs and DVDs, serve many purposes. Examples
include listening to audio CDs, watching DVD movies and TV shows, and
installing applications stored on a CD or DVD. You can also put your own
data on CD or DVD, such as burning audio CDs with iTunes, creating
DVDs with iDVD, and backing up your data on DVD. To use a disc, sim-
ply insert it into your Mac’s DVD slot.
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A volume is an area of a disk created using software rather than a physical
space. A drive can be partitioned into multiple volumes, where each vol-
ume acts like a separate disk. A volume performs the same task as a disk,
which is to store data. In fact, when you work with a volume, you might
not be able to tell the difference. You can also access volumes being
shared with you over a network. Some files (called disk images) appear as
volumes that you use as if they were a volume on a disk. Volumes are used
to organize data in different ways and to represent various resources you
work with.

There are other kinds of devices on which you can store data, too, such as
flash drives, digital cards, and so on. Mostly, these behave just like a hard
drive, although they have much less storage capacity.

Using Menus

Menus contain commands that you can choose to perform various actions.
All applications have their own menus, but most applications provide at
least standard options, including File, Edit, View, and so on. Applications
also have a menu that is named with the application’s name. For example,
the Finder menu appears when you are working on your desktop using the
Finder application.

The Apple menu, located on the left end of the menu bar, is a special
menu because it almost always appears regardless of what you are doing.
It contains system-level commands that you might need at any time, which
is why it is always available.

Using menus is straightforward. Point to the menu you want to use and
click. The menu opens and you see the commands it contains. Some com-
mands have sub-commands indicated by a right-facing triangle. When you
point to such commands, additional commands appear. To make a selec-
tion on a menu, point to it so it becomes highlighted as shown in Figure
1.7 and click the mouse or trackpad button. The command to which you
pointed is executed.
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FIGURE 1.7 You work with menus extensively to perform different tasks in
the applications you use.

Sleeping

When you aren’t actively using your Mac, you can put it to sleep, which is
a low-power mode. When a Mac sleeps, most of the processes stop, the
display goes dark, and so on. To put a Mac to sleep, open the Apple menu
and select Sleep, or if you use a mobile Mac, just close its lid. The Mac
goes into sleep mode.

To wake it up, move the mouse, touch the trackpad, press a key, or open
the lid (mobile Macs).

Logging Out

You can log out of your Mac when you are done using it. When you log
out, all the open windows and applications on your desktop close and all
processes stop. You end up at the Login window that you can use to log
back in to the account you were using or in to a different account.

To log out, open the Apple menu and select Log Out AccountName, where
AccountName is the name of the account you are using. Or you can press
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Shift+cmd+Q. In the resulting dialog box, uncheck the Reopen windows
when logging back in check box if you don’t want the windows you are
currently using to open again when you log back in (in other words, you
pick up exactly where you left off). Click the Log Out button to complete
the logout process.

Shutting Down

To turn your Mac off, you shut it down. When you shut down a Mac, all
its processes stop. You only need to shut down your Mac when you won’t
be using it for a while; otherwise, log out or put it to sleep to enable you to
get back to work much faster with one of those options because you won’t
have to power up your Mac again.

To shut down your Mac, open the Apple menu and select Shut Down. In
the resulting dialog box, uncheck the Reopen windows when logging
back in check box if you don’t want the windows you are currently using
to open again when you start the Mac again. Click the Shut Down button
to complete the shutdown process.

Summary

In this lesson, you learned the fundamentals of using a Mac running Mac
OS X Lion. In the next lesson, you learn how to work on the desktop using
some of Lion’s most useful features.
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LESSON 2

Working on the Lion
Desktop

In this lesson, you learn how to use the Lion desktop so you can work
efficiently with your Mac.

Navigating the Desktop

The desktop is where all your Mac activities start; the Finder is the Mac
application that provides the desktop and controls what you can do there.
Figure 2.1 shows a typical desktop. The major elements with which you
work are described in the following list:

» Apple menu. In the upper-left corner of the desktop is the Apple
menu. As you learned in Lesson 1, “Getting Started with Mac OS
X Lion,” this menu is always on the far left end of the menu bar
and contains system-level commands, such as those you use to
shut down your Mac.

» Menu bar. At the top of the desktop is the menu bar. The first
section of this (starting from the left side) is the menu bar for the
application you are using. When you are working on the desktop,
this is the Finder menu. When you are working with other appli-
cations, this menu is the name of the application. You learned
how to use menus in Lesson 1.

» Configurable menus. Toward the middle and right side of the
menu bar are configurable menus; these are configurable because
you can determine whether they appear. For example, you can
show or hide the Wi-Fi menu; when shown, you can use this
menu to manage your Wi-Fi network connection.
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FIGURE 2.1 The desktop is the starting point for all your Mac activities.

» Spotlight. At the far right end of the menu bar is the Spotlight
search tool, which has the magnifying glass icon. You learn about
this later in this lesson.

» Dock. By default, the Dock is located on the bottom of the win-
dow (as you learn in Lesson 5, “Personalizing Lion,” you can
change its location). You learn about the Dock later in this lesson.

» Finder window. Finder windows show you the contents stored
on your Mac; these include applications, folders, documents, and
other files. You use Finder windows to move to, view, and take
action on files and folders.
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To perform a task, such as opening a document, you follow a similar pat-
tern, which is the following:

1. Open a Finder window (if there isn’t one open already).
2. Select the starting point.

3. Navigate to the end point.
4.

Take action.

Sometimes, there are fewer steps. For example, if what you want to use is
on the Dock, these steps collapse into one, which is to click the icon for
what you want to open. And sometimes you start with a search instead of
choosing a starting point, but the general flow of performing tasks is similar.

As you navigate, you move into and around in folders to get to the specific
item with which you want to work. How you do this depends on the
Finder window view you are using; you read more on these later in this
lesson.

Working with Finder Windows

Because all the tasks you do start with the desktop and Finder application,
it’s important to understand how to work with Finder windows. Finder
windows work a bit differently than other kinds of windows, such as those
for applications and documents.

Using the Sidebar

Located on the left side of Finder windows, the Sidebar lets you easily get
to specific locations. It comes with a number of default locations, but you
can add items to or remove them from the Sidebar so that it contains the
items you use most frequently.

The Sidebar is organized in sections as described in Table 2.1.
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TABLE 2.1 Sidebar Sections

Section Description

FAVORITES  This section contains locations on your Mac that you visit
most frequently. FAVORITES includes a number of folders
and other locations by default, but you can change the
contents of this section to customize it. The contents of
this section remain as you configure it.

SHARED This section contains items you are accessing on a net-
work, such as a shared hard disk or Time Capsule. The
contents of this section change as you use different
shared items.

DEVICES This section contains hard disks, disk images, your iDisk,
and so on that are mounted on your Mac. Like the
SHARED section, the contents of this section change as
the items with which you are working change.

To use an item on the Sidebar, click it. What happens when you click
depends on the kind of icon you clicked. Examples of outcomes are pro-
vided in Table 2.2.

Each type of item of the Sidebar has a distinctive icon, making distin-
guishing what each icon represents easy.

You can show or hide the contents of each section. Point to the section’s
title and click Hide. The section is collapsed so you only see its title. Click
Show to expand a section.

You can change the contents of the Sidebar using the following steps:

1. Select Finder, Preferences. The Finder Preferences window
appears.

2. Click the Sidebar tab.

3. Check the check box for each item that you want to appear on
the Sidebar.

4. Uncheck the check box for any items that you don’t want to
appear on the Sidebar.

5. Close the Finder Preferences window.
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TABLE 2.2 Sidebar Icons

Icon

Action

All My Files

AirDrop

Devices

Shared folder
or drive

Folder

Document

Application

Search

This icon causes all the files you’'ve worked with to be
shown in the Finder window. You can use the view and
browse tools to access any file you want to work with.

When you click this icon, any Mac (running Mac 0S X
10.7 or higher) that your Mac can communicate with
using Wi-Fi appears with the icon of its current user.
You can send files to other users by dropping them on
the related icon; people can share files with you in the
same way.

When you click a device, the contents of that device
are displayed in the Finder window. For example, when
you click a hard drive’s icon, you see its contents.

When you select a shared network resource, you either
see the tools you can use to log in to that resource or
you see the contents of the resource if your Mac is
configured to log in to it automatically.

When you click a folder, you see its contents in the
Finder window.

Clicking a document’s icon opens the associated appli-
cation and you can see and work with the document’s
contents.

If the icon is for an application, the application
launches.

If you click a search icon, the search runs and you see
the results of the search in the Finder window.

You can also change the contents of the FAVORITES section by doing the

following:

1. Open a Finder window.

2. To remove an item, perform a secondary click (one way is to
hold the control key down while you click) on it and select
Remove from Sidebar. The icon disappears. Of course, when
you remove something from the Sidebar, it’s not removed from
the computer. The item remains in its current location on your
Mac, but it is no longer accessible from the Sidebar.
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3. To add something to the Sidebar, drag it from a Finder window
or desktop onto the FAVORITES section. As you move the item
onto the Sidebar, a blue line appears on the Sidebar at the loca-
tion to which you’ve moved the item.

4. When you’re over the location in which you want to place the
item, release the button. The item’s icon is added to the Sidebar,
and you can use it just like the default items.

5. To change the order of items, drag them up or down the list. As
you move an item, other items slide apart to show you where the
item you are moving will be.

Using the Toolbar

The toolbar appears at the top of Finder windows and contains buttons and
pop-up menus that you can use to access commands quickly and easily. It
includes a number of default buttons and pop-up menus, but you can con-
figure the toolbar so that it contains the tools you use most frequently. The
default icons on the toolbar are described in Table 2.3 (from left to right).

TABLE 2.3 Toolbar Icons

Icon Action

Back/Forward These buttons move you along the chain of Finder win-
buttons dows that you’ve moved through, just like Back and
Forward buttons in a web browser.

View buttons Use these to change the window view (more on this
later in this lesson).

Action pop-up This menu contains a number of useful contextual

menu commands. These commands are the same as those
that appear when you perform a secondary click on an
item.

Arrange menu  This menu enables you to arrange the contents of the
window. For example, you can group items by name,
date last opened, size, and so on. Select None to
remove the arrange settings.

Search bar Use this to search for items with which you want to
work.
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TIP: Customizing the Toolbar

You can change the icons on the toolbar. Select View, Customize
Toolbar. Remove icons by dragging them off the toolbar, or add
items by dragging them onto the toolbar. Use the Show menu to
change the toolbar’'s appearance. Click Done to save your changes.

Working with Finder Window Views

Finder windows offer different views of their contents. Each view works a
bit differently and has advantages. To change views, open the view menu
and select the view you want to use or click a view’s icon on the toolbar
(the view buttons are in the order as they are described from left to right
on the toolbar). The views are as follows:

» Icon. In this view, contents appear as icons (refer to Figure 2.1)
on which you double-click to open the related item (folder or
file). The Icon view is the most pleasing to look at but offers the
least information and functionality.

TIP: Customizing Views

Each view has options you can customize to suit your preferences.
For example, you can change the size of icons shown in the Icon
view. To customize a view, select View, Show View Options. Use
the resulting dialog box to set the options for the view. If you click
the Use as Defaults button, your customized view is used when you
open new windows in that view.
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» List. When in List view, contents of a window are shown in a
list. You can sort items by clicking the column heading by which
you want to sort the list; click it again to reverse the order. You
can also expand or collapse the contents of folders by clicking
the triangle that appears next to the folder’s icon. Using the View
Options, you can determine which columns of information
appear. You can also drag columns to the left or right to change
the order in which they appear. The List view is extremely useful
because of the information it provides (see Figure 2.2).
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FIGURE 2.2 The List view provides lots of information about the items you
are viewing.

» Columns. The Columns view, as shown in Figure 2.3, is the best
one for quickly navigating to any location on your Mac. In this
view, contents appear in columns, so when you select a folder, its
contents appear in a column to the right of the folder. Folder
icons have a right-facing triangle on the right edge of the column.
When you select a file, you see information about it, including a
preview, if the file’s contents can be shown in a preview. The
path you are browsing is indicated by the shaded bar. You can
change the width of columns by dragging their right edges to the
left or right.
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FIGURE 2.3 The Columns view provides the most efficient navigation.

» Cover Flow. The Cover Flow, as shown in Figure 2.4, sort of com-
bines the Icon and List views. At the top of the window are thumb-
nails of the folders and files in the folder you are viewing. You can
flip through these by dragging across them, clicking on the left or
right side, or using the scrollbar that appears just below the thumb-
nails. The bottom section of the view is in List view, and this sec-
tion works much like a window in that view. The thumbnail
directly facing you is in focus and is highlighted on the list.
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FIGURE 2.4 The Cover Flow view shows a stack of files and folders you
can flip through.
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Whichever view you choose, you can open an item to view its contents if
it is a folder or to work with it in its associated application. Experiment
with the various views to find the ones most useful to you.

Searching with Finder Windows

You’ll end up with lots of files and folders on your Mac. Navigating
directly to something of interest to you is not always easy. Fortunately, you
can use Finder windows to search for items of interest to you. Here’s how:

1.

In the Search bar, located on the right edge of the Finder window
toolbar, type what you want to search for. As you type, the
Finder presents a menu of items that meet your search; these are
organized by type of search, such as Filenames, Kinds, and so
on. The results of the search are shown in the Finder window.

. If the menu shows you what you want, you can jump directly to

an item by clicking it on the list; if not, keep typing until you’ve
entered all that you want to search for. As you type, the Finder
continues to narrow the results shown in the window to match
what you’ve typed.

. You can change the location you are searching by clicking the

buttons on the left side of the Search toolbar that appears when
you perform a search. Options include This Mac, the folder cur-
rently selected, Shared, and so on.

. To make what you are searching for more specific, click the Add

button (+) located just under the Search bar. A new row appears
in the Search toolbar.

. Use the menus, text boxes, and date boxes to make your search

more specific. For example, select Kind on the first menu and
Document on the second menu to search for document files.
The options that appear change based on what you select on the
first menu.

. Repeat steps 4 and 5 to add more search criteria. As you continue

to refine your search, the content of the window is further
reduced to show only those items that match your search.

www.it-ebooks.info


http://www.it-ebooks.info/

Using the Dock 31

TIP: Saving Searches

You can save a search by clicking the Save button just under the
Search bar. Name the search and select the location in which you
want to save it (the default is the Saved Searches folder). If you
want the search to be placed on the Sidebar, check the Add To
Sidebar check box. Click Save to save the search. You can perform
the search again by clicking its icon on the Sidebar or moving to it
in a Finder window and double-clicking on it.

NOTE: Defaults

The information on the Dock, Launchpad, Dashboard, and Mission
Control in the following sections is based on default configurations.
You can customize each of these elements to suit your prefer-
ences. For example, you can change the location of the Dock on
the screen. Customizing these elements is explained in Lesson 5.
Learn to use them as described in this lesson, and once you get
comfortable, tailor them to work according to your own preferences.

Using the Dock

The Dock, as shown in Figure 2.5, provides one-click access to applica-
tions, folders, documents, and the Trash.

The Dock is an important part of your desktop. It is organized in two gen-
eral sections. The area to the left of the application/document separation
line (the white, dashed line that looks like a highway dividing line that is a
few icons to the left of the Trash icon) contains application icons. On the
right side of this line are icons for documents, folders, and minimized
Finder or application windows and the Trash/Eject icon.

When folders appear on the Dock, by default they become stacks. When
you click a stack, it pops up into a fan or appears as a grid (depending on
how many items are in the folder) so that you can work with items it con-
tains; an example is shown in Figure 2.6.
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FIGURE 2.5 The Dock enables you to access applications, folders, and
files with a single click.

Open in Finder

VMware-Fusion-3.1.2- 3321017righl,dmg

FIGURE 2.6 When you click a folder icon on the Dock, it expands on the
desktop.
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This has many purposes, including the following:

» Shows open applications (some applications are installed on the
Dock and you always see their icons there). Application icons
also provide information about what is happening with those
applications. For example, when you receive email, the Mail
application’s icon changes to indicate the number of messages
you have received since you last read messages.

» Enables you to open applications, folders, minimized windows,
and documents quickly by clicking the related icon.

» Enables you to quickly switch among open applications and win-
dows by clicking the icon for the item you want to bring to the
front.

» Gets your attention. When an application needs your attention, its
icon bounces on the Dock until you move into that application
and handle whatever the issue is.

» Enables you to control an application and switch to any windows
open in an application. When you perform a secondary click on
the icon of an application, a pop-up menu appears. When the
application is running, this menu lists commands as well as all
the open windows related to that application. When the applica-
tion isn’t running, you see a different set of commands, such as
the Open command you can use to open the application.

» Enables you to customize its appearance and function. You can
store the icon for any item (applications, folders, and documents)
on the Dock. You can control how the Dock looks, including its
size; whether it is always visible; where it is located; and which
applications, folder, and documents appear on it.

Two icons on the Dock are unique and are always on the Dock: the Finder
and the Trash. When you click the Finder icon (anchored on the left end of
a horizontal Dock or at the top of a vertical one), a Finder window opens
if none is currently open. If at least one Finder window is open, clicking
the Finder icon brings the Finder window you used most recently to the
front.
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The Trash icon stores the folders and files you delete. When the Trash
contains files or folders, its icon includes crumpled paper so that you know
the Trash is full. When you select an ejectable item, such as a DVD, the
Trash icon changes to the Eject symbol. You can drag a disc or other
ejectable item onto that icon to eject the disc, disk, or volume.

Unless an application is permanently installed on the Dock (in which
case the icon remains in the same position), the icon for each application
you open appears on the right (or bottom) edge of the application area of
the Dock.

Unlike open applications, open documents don’t automatically appear on
the Dock. Document icons appear on the Dock only when you add them to
the Dock manually or when you have minimized a document’s window.

When you minimize a window, by default, the window becomes a thumb-
nail that moves onto the Dock. Minimized windows are marked with the
related application’s icon in the lower-right corner of the Dock icon so you
can easily tell from which application the windows come.

When you quit an open application, its icon disappears from the Dock
(unless you have added that application to the Dock so that it always
appears there). Minimized windows disappear from the Dock when you
maximize them or when you close the application from which a document
window comes.

Using the Launchpad

The Launchpad provides one-click access to your applications. Click the
Launchpad icon on the Dock (it is located just to the right of the Finder
icon). The Launchpad fills the desktop and icons appear on the current
page, as shown in Figure 2.7. To move to a different page, drag to the left
or to the right or click on a page’s dot at the bottom of the screen. As you
drag, the page “flips” to the next page or to the previous page; if you click
a dot, you jump to its page.
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FIGURE 2.7 The Launchpad provides quick access to any application.
To open an application, click its icon. The Launchpad closes and you
move into the application on which you clicked.

To access applications stored in a folder, click the folder. It expands so you
can see the icons it contains. Click the icon you want to use.

TIP: Launchpad Gestures

If you use a trackpad, you can set a preference so you can open or
close the Launchpad by pinching or unpinching on the trackpad
with your thumb and three fingers. You can flip pages by dragging
two fingers across the trackpad.
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Using the Dashboard

The Dashboard contains widgets, which are small, single-purpose applica-
tions. The Dashboard is always running, so its widgets are always avail-
able to you. You can open the Dashboard in the following ways:

» Press Fn+F12 (default if you are using an Apple keyboard).
» Click the Dashboard’s icon on the Dock (it looks like a gauge).
» Double-click the Dashboard’s icon in the Applications folder.
» Open Mission Control and move all the way to the left.
When you open the Dashboard, the widgets that are configured to open

when it is activated appear. You can then use those widgets or see their
information.

When you finish using widgets, close the Dashboard again by pressing
Fn+F12 (Apple keyboards) or by clicking the right-facing arrow in the
lower-right corner of the window.

Using Mission Control

Mission Control is a tool that enables you to see and access anything on
your desktop. When you open Mission Control, thumbnails are displayed
at the top of the screen for the following items, as shown in Figure 2.8:

» Dashboard.

» Your desktops, named as Desktop X, where X is a sequential
number; spaces are collections of applications and windows that
you can create.

» Applications open in Full screen mode.
In the center part of the screen, all the windows open in the applications

are shown on the current desktop. Windows are organized by application
and the application’s icon and name appear with its group.

www.it-ebooks.info


http://www.it-ebooks.info/

Using the Dock 37

- >

Dashboard Desktop 1 Dezktop 2

FIGURE 2.8 Mission Control shows you everything that’s happening on your
Mac.

TIP: Mission Control Gestures

If you use a trackpad, you can open Mission Control by dragging
three or four fingers (depending on your preference, which you learn
how to set in Lesson 5, “Personalizing Lion”) up the trackpad; drag
them down to close it. You can change spaces by dragging to the
left or right.

To open Mission Control, open the Launchpad and then click the Mission
Control icon, or, if you use a mobile Mac or Apple Wireless keyboard,
press F3. To change what you are viewing, click its thumbnail. If you click
a desktop, its windows appear in the center of the screen, and you can
click on one to move into it. If you click the Dashboard, it opens. If you
click an application in Full Screen mode, you move into it.
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To move into a specific window, open the desktop in which it resides by
clicking it and then click on the window into which you want to move.

Mission Control helps you manage screen clutter from open windows. It
has three modes:

» Hide all open windows. This mode is useful when your desktop
is so cluttered that you are having a hard time finding anything.
Press the keyboard shortcut (the default is Fn+F11 if you are
using an Apple keyboard). All the windows are moved off the
screen, leaving an uncluttered desktop on which you can work.
At the sides of the screen are the edges of the windows that have
been moved off to the side. Press the keyboard shortcut or click
anywhere in the shaded borders of the desktop to cause the win-
dows to slide back onto the visible part of the desktop where you
can use them again.

» Open Mission Control to reduce all open windows to thumb-
nails. This technique (which you learned about earlier) is useful
when you have a lot of open windows and want to move into a
specific one. You can reduce all your windows to thumbnails and
then move into the window you want to use by clicking it. Press
the keyboard shortcut (Fn+F9 by default), and all the windows in
the current desktop appear. If you have more than one desktop
defined (you learn how in Lesson 5), click the desktop on which
the window you want to use appears and then click on the win-
dow you want to use.

» Reduce an application’s windows to thumbnails. This mode is
similar to the previous one, except that instead of showing all the
open windows as thumbnails, it shows only the windows in the
current application as thumbnails. Use this mode when you are
working with multiple windows within the same application and
want to jump to a specific one. Press the keyboard shortcut
(Fn+F10 by default) to shrink all open windows for the current
application so that they all fit on the desktop. The windows that
are currently open appear as thumbnails toward the top of the
screen. If you have closed windows (such as documents you are
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no longer using), they appear as smaller thumbnails toward the
bottom of the screen. When you point to a window, it is high-
lighted in blue to show it will become active when you click. To
move into a window, click it. The window becomes active (if you
click the window for a closed document, it opens) and moves to
the front so that you can use it, and the rest of the open applica-
tion windows move into the background.

Searching with Spotlight

Spotlight enables you to search your Mac a bit more completely than using
the Search bar in Finder windows. The results are more organized, too. Do

the following to use Spotlight:

1. Click the Magnifying glass icon in the upper-right corner of the
window. The Spotlight tool opens.

2. Type what you want to search for. This can be literally anything,
including text, dates, and so on. As you type, Spotlight shows the
results of the search, organized in sections based on the types of
results you’ve found. Results can include documents, emails,
webpages, contacts, and so on.

3. Keep typing until you find the results for which you are looking.
4. Click a result to open it.

5. To move back to your results, press cmd+spacebar.

TIP: Web Search

You can move from searching your Mac to searching the Web by
selecting one of the options shown in the Web Searches section.
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Summary

In this lesson you learned how to manage the Lion desktop. In the next
lesson, you learn how to install, use, and manage applications.
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In this lesson, you learn how to install, use, and manage applications.

Using the App Store to Install
and Update Applications

The App Store is an application whose purpose is to help you find, down-
load, and install applications on your Mac. The great thing about the App
Store is that it combines all these functions into one application so adding
new applications to your Mac is a snap. It also helps you keep those appli-
cations current with the most recent release so you can be sure you are
always using the latest and greatest version of your favorite applications.

The App Store enables you to browse for applications in a number of
ways, and you can search for specific applications in which you are inter-
ested. You can view information about applications, such as screenshots,
and when you want to get an application, you can do so with just a few
clicks. The App Store application manages the process of downloading
and installing the applications you buy so you don’t have to do anything
else to get the applications ready to use.

To download applications from the App Store, you need an Apple ID. If
you’ve previously obtained an iTunes Store account or have ever made a
purchase from the Apple Online Store, you already have an Apple ID and
can use the same account to purchase applications. (If you don’t have an
Apple ID, you can use the App Store to get one of those, too.)
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Configuring the App Store Application

To get started, open the App Store application and configure it to use your
existing Apple ID or to create one for you. Here’s how:

1. Click the App Store icon on the Dock. The App Store applica-
tion opens (see Figure 3.1).
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FIGURE 3.1 The App Store application makes finding, downloading, and
installing applications a snap.

2. In the Quick Links section, click Account. The Sign In sheet
appears.

TIP: Sign In Instead

If you already have an Apple ID and don’t want to view your account
information, click Sign In, enter your Apple ID and password, and
click Sign In instead of using these steps.

3. If you already have an Apple ID, enter it and your password in
their respective fields, and then click View Account; skip to
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step 9. If you don’t already have an Apple ID, continue to the
next step.

4. Click Create Apple ID. You see the Welcome to the App Store
screen, which is the first screen in an assistant that guides you
through the creation of your Apple ID.

5. Click Continue.
6. Read and agree to the license conditions.

7. Provide the details for your Apple ID, such as email address,
password, and so on; just follow the assistant’s steps until you’ve
provided all the required information. This includes a credit or
debit card so you can pay for applications that have a license fee.
When you finish, you have an Apple ID and password.

8. Go back to step 3.

9. Review your account information, and click Done. You are
signed in to your account and are ready to shop in the App Store.

TIP: Changing Account Info

If you ever need to change your account information, view your
account and click the Edit link for the information you want to
change.

Finding, Downloading, and Installing
Applications from the Mac App Store

The App Store provides three ways to browse for applications in which you
are interested; the following tabs are available for your browsing pleasure:

» Featured. The Featured tab is sort of the home page for the App
Store. It includes applications that are “new and noteworthy” and
“hot,” and there are several top 10 lists of apps there. You can
also use the quick links area to get to categories of apps.

» Top Charts. As you probably suspect, this page contains appli-
cations grouped by various lists, such as Top Free, Top Paid, and
SO on.
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» Categories. This one organizes applications by their categories,
such as Productivity, Entertainment, Finance, and so on.

Using these tools is simple. Just click the tab at the top of the window that
you want to use to browse. Then, click on links (graphics, text, and so on)
to drill down within areas to get to individual applications of interest to
you. After you're there, you can evaluate an application and download it
(details are in the following paragraphs).

You can also search in the App Store for specific applications to down-
load. Suppose you want to manage your finances on your Mac and have
heard that iBank is a great personal finance tool (which it is by the way).
To find, evaluate, and download iBank, perform the following steps:

1. Type iBank in the Search tool located in the upper-right corner
of the App Store window and press Return. The application
searches for applications associated with your search term and
presents them on a list (in a specific search like this, you’ll prob-
ably only find one or two, but if you perform a more general
search, you’ll get more results).

2. Click the application you want to evaluate. Its detail page opens,
as shown in Figure 3.2.
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FIGURE 3.2 An application’s detail page enables you to read about it, view
screenshots, and so on.
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3. Scroll around the screen and read the information, which
includes a description of the application, screenshots of the appli-
cation, customer ratings, and so on.

4. To download and install an application, click its Buy button if it
has a license fee (the button shows the cost) or its Free button if
it is a free application. (If it’s a free application, you can skip the
next two steps.)

5. If the application has a license fee, enter your Apple ID password
and click Sign In.

6. Click Buy. (Check the check box if you don’t want to see this
prompt when you buy applications.)

The Launchpad opens and you see the application being downloaded to
your Mac (see Figure 3.3). After download is complete, the application is
installed for you and is ready to use.
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FIGURE 3.3 On the Launchpad, you see the application being downloaded
and installed.

NOTE: Making Progress

The progress of the download process is indicated on the applica-
tion’s icon and in the Launchpad icon on the Dock.

Updating Applications with the App Store
Application

One of the best things about the App Store application is that it monitors
the versions of the applications you have installed and lets you know when
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updates are available. When they are, you can use the App Store applica-
tion to download and install them.

When updates are available, you see the number of updates available in a
red circle on the App Store icon on the Dock. When you are ready to
install the updates, open the App Store application and click the Updates
tab (which also shows the number of available updates), as shown in
Figure 3.4.
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FIGURE 3.4 Use the Updates tab to download and install updates for the
applications you’'ve downloaded from the App Store.

To update all the applications, click Update All, or you can update indi-
vidual applications by clicking each one’s Update button. The download
and installation process starts and a progress bar displays next to the appli-
cation. When the process is complete, the Update button is replaced by the
Installed graphic and the next time you run the application, you’ll use the
current version.

Installing Applications from the Mac App
Store on Other Macs

The App Store application enables you to install applications you purchase
on more than one Mac. Most applications don’t include any protection fea-
tures; the developers are relying on Mac users to be reasonable about their
use of applications on multiple computers. In most cases, you can reason-
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ably pay for one license for all the Macs you have in your home, for exam-
ple, but if you use an application for business purposes, you really should
purchase a copy for each Mac that is using it at the same time.

To install an application you’ve downloaded from the App Store on other
Macs, perform the following steps:

1. Launch the App Store on the Mac on which you want to install
the application.

2. Sign in to the App Store using the account under which the appli-
cation was downloaded. If another account is already signed in,
click Account and, in the resulting sheet, click Sign Out. Then
sign in under the account associated with the application.

3. Click the Purchased tab. Here all the applications that have been
downloaded under this account are shown. Applications that
haven’t been installed on the current computer have an Install
button, while those that have been installed have the Installed
graphic instead, as shown in Figure 3.5.
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FIGURE 3.5 The Purchased tab lists all the applications that have been
downloaded under the account signed in.

4. To install an application, click its Install button. The application
is downloaded and the progress of the download is shown next to
the application. When the process is complete, the application is
ready to use.
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Installing and Updating
Applications from the Desktop

Unfortunately, not all Mac applications are available in the App Store. In
those cases, you can obtain applications on a DVD or CD or download
them from the Web. However you obtain them, there are two basic ways to
install applications outside of the App Store app: using an installer appli-
cation or via drag and drop.

Installing Applications with an Installer

Some applications include an installer application that you run to install
the application. Using one of these is straightforward; simply launch the
installer program and follow the onscreen instructions to complete the
installation (see Figure 3.6 for an example).
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FIGURE 3.6 Using an installer application is mostly a matter of following
onscreen instructions.
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Installing Applications with Drag and Drop

Some applications are installed simply by dragging them onto the
Applications folder and dropping them there. Many applications you
download from the Web use this technique.

Download the application from the Web. The resulting file is typically a
self-mounting disk image, which appears as a volume in the Devices sec-
tion of the Sidebar. When the image has been downloaded and installed, a
folder opens showing you what to do, as shown in Figure 3.7.
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FIGURE 3.7 Firefox is an example of an application that you install by drop-
ping its icon onto your Applications folder.

Open a new Finder window and either move into your Applications folder
or select Go, Applications. Drag the application icon onto the
Applications folder. It is installed; the progress of the process is shown on
the screen. When it is done, the application is ready for use.

NOTE: Disk Images

If a disk image downloads but doesn’t open automatically, double-
click it.
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Launching, Quitting, and
Managing Applications

If you have used the Mac App Store application, you already have the
basics of using applications down. In this section, you get more informa-
tion to help you use applications even more effectively.

Launching Applications

The first step to using an application is to start it, more commonly called
launching or opening it. There are many ways to do this, including the
following:

» Click its icon on the Dock.

» Click its icon on the Sidebar.

» Open the Launchpad and click its icon.

» Open the Applications folder and double-click its icon.

» Open a document with which the application is associated.

» Configure it to be opened automatically when you log in to your
user account.

» Click a link tied to the application, such as a URL to open a Web
browser or a link to a song to open iTunes.

You’ll probably use several of these methods as you work with your Mac.
Generally, you want the applications you use most to be available on the
Dock because it is almost always available to you. If you always or almost
always have an application open (such as an email application), configure
your user account so that it opens whenever you log in to your account;
that way, you seldom have to launch it manually. (See Lesson 9,
“Configuring and Managing User Accounts,” to learn how to do this.)

Managing Open Applications
You’ll likely be running multiple applications at the same time, and Mac
OS X is designed to do this. However, having lots of applications open
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means many windows will be open on your desktop; managing all these
applications and windows can be a challenge.

An important concept to understand about running multiple applications is
that one application is frontmost or active at any one time. The other appli-
cations continue to run in the background, but you aren’t actively using
them. The open applications and the windows open in those applications
are “stacked” on top of each other, and you can usually see multiple win-
dows at the same time. The active application and window are the ones
“on top” of the stack (frontmost).

There are a couple of ways to tell which application is active. First, notice
the menu bar at the top of the screen. It always shows the active applica-
tion’s menu; the first choice to the right of the Apple menu is the name of
the active application. Second, look for the window with the three buttons
(close, minimize, and zoom) in color; this indicates the active window.
Windows in the background have these buttons, but the buttons contain no
color. For example, in Figure 3.8, the window titled All My Files is active
and the window called Documents is open but is in the background. Notice
that the item next to the Apple menu is Finder, showing that the Finder is
the active application.
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FIGURE 3.8 Understanding how windows and applications are stacked in
the desktop helps you manage your applications more effectively.
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You can move into any window by clicking in it. When you do, it moves to
the front and the application providing it becomes active so you can use it.

Also realize that an application can be active (at the top of the stack) but
have no open windows. In this case, you only see the application’s menu at
the top of the screen, even though it doesn’t have any windows associated
with it. If other windows are open, you might see them “underneath” the
active application.

Almost all applications allow you to have multiple windows open at the
same time, too. For example, you might be working on multiple docu-
ments simultaneously or need to copy and paste parts of one document
into another. Like applications on the desktop, open windows within an
application are stacked on top of each other, with the window on top being
the active one. An application’s Window menu enables you to see the
names of its open windows; choose a window on this menu to bring it to
the front.

With multiple applications running and many windows open, it can be diffi-
cult to know exactly which is “on top,” and you might not be able to see the
window you want to move into in order to click in it to bring it to the front.
Fortunately, Mac OS X Lion includes a number of features to help you

manage multiple applications and lots of windows, including the following:

» Mission Control. Mission Control enables you to quickly move
into any open application and into any window within those open
applications. Mission Control is explained in Lesson 2, “Working
on the Lion Desktop.”

» Desktops. Desktops are collections of applications that you cre-
ate based on how you use applications. You can switch between
applications easily by changing desktops through Mission
Control. Doing so is also explained in Lesson 2.

» Window management. Mission Control also helps you manage
the windows on your desktop by moving all the windows off to
the side so you can see a clean desktop or showing you all the
open windows within an application so you can easily move into
one of them. As you might guess, this feature of Mission Control
is covered in Lesson 2 as well.
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» Application Switcher. The Application Switcher enables you to
jump into any open application using the keyboard. To use the
Application Switcher, press cmd+Tab. The Application Switcher
appears as shown in Figure 3.9. Icons for each running applica-
tion are shown; the application that you will move to when you
move out of the Switcher is highlighted in a white box and its
name is shown under the icon. To move to a different application,
press Tab or Shift+Tab while holding down the cmd key. When
the application you want to move into is highlighted with the box,
release the keys. That application becomes the active application,
and you move into the window you worked in most recently.
(You can also click an application’s icon to move into it.)

Safari

FIGURE 3.9 Use the Application Switcher to quickly jump into any open
application.

Another useful tool to manage applications is the contextual menu that
appears when you perform a secondary click (one way to do this is to hold
down the control key and click) on an application’s icon on the Dock. If
the application is running, a menu displays that enables you to move into
any window with the application or to access its commands. For example,
Figure 3.10 shows the contextual menu for Mail.

TIP: Open Applications

The icons for open applications always appear on the Dock. If they
are installed on the Dock, they appear where they are installed. If
not, they appear to the left of the dashed dividing line. In either
case, you can jump back into an application and make it active by
clicking its icon on the Dock.
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@ Inbox (19 messages, 6 unread)
B New Message

Get New Mail .
Compose New Messade
Compose New Note

Options

Show All Windows
Show
Quit

FIGURE 3.10 Open an application’s contextual menu on the Dock to control
it or jump into any of its windows.

Quitting Applications

When you’re done with an application, you can quit it. The benefit of quit-
ting an application is that it no longer uses any resources (processor or
active memory) and it removes some of the clutter from the desktop
because when you quit an application, all its windows close. The downside
of quitting an application is the time it takes to restart the application, so
you should only quit an application when you won’t be using it again for a
while. (You’ll probably leave some applications, such as email, running all
the time.)

TIP: Hiding Applications

If you want to keep an application open but move it out of the way,
use the Hide application command on the application menu, where
application is the name of the application. When you hide an appli-
cation, it (and all the windows open in it) disappears from the desk-
top but continues to run in the background. You can move back
into the application using the Application Switcher or by clicking its
icon on the Dock. The shortcut for the Hide command is cmd+H. If
you press Option+cmd+H, all applications except for the active one
are hidden.

There are two ways to quit an application. When an application is working
normally, use the Quit command on the application menu, where
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application is the name of the application, or press cmd+Q. The applica-
tion stops running; if you have open documents with unsaved changes, you
are prompted to save the changes before the application quits. When the
application stops, all its windows close and its icon disappears from the
Dock unless it is installed there.

When an application isn’t working correctly and is hung (meaning it
appears to be active but does not respond to any commands), you can force
it to quit. (A hung application is usually accompanied by a spinning, col-
ored wheel.) You should only do this after waiting a few minutes to make
sure the application is actually hung and that there just isn’t some process
slowing things down. When you are sure the application is hung, you can
force it to quit.

CAUTION: Force Quits

When you force an application to quit, you lose unsaved changes in
all its open documents. So, don’t force quit unless you are sure
the application is completely hung.

There are a couple of common ways to force an application to quit:

» Open the application’s contextual menu on the Dock and select
Force Quit (this command appears only when the application is
hung, which is indicated by the text “Not Responding”).

» Open the Apple menu and select Force Quit or press
Option+cmd+Power key. In the resulting dialog box, select the
application that is not responding (it will be highlighted in red)
and click Force Quit. Click Force Quit at the prompt.

When you force an application to quit, move into the other open applica-
tions and save your documents. Then, restart your Mac.

Working with Documents

Many applications exist to create documents, such as text documents in a
word processor, spreadsheets, graphics, and so on. In this section, you
learn some of the ways to work with documents.
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Opening Documents

There are a number of ways to open a document, including the following:
» Double-click its icon on the desktop.

» Open the application associated with the document; select File,
Open; move to and select the document; and click Open.

» Open the File menu and select Open Recent; on the resulting
menu, select the document. (This only works if you’ve opened
the document recently, which is defined differently in various
applications.)

» Open the Apple menu, select Recent Items, and select the docu-
ment you want to open. (A document appears as long as you’ve
opened in within the set number of items, which is 10 by
default.)

TIP: Recent Items

You can set the number of recent items on the Apple menu using
the General pane of the System Preferences application. Select the
number of recent documents you want to show on the Documents
menu.

When you open a document, the application with which the document is
associated opens and you can start working with it.

TIP: New Documents

To create a new document, open the application in which you want
to create it, and select File, New. A new, empty document window
appears. Save the document using the information in the following
section.

Saving Documents

As you work with documents, you’ll probably want to save your work.
Use the Save command on the File menu to do this. How this works
depends on whether an application has been updated to support Lion’s
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document version feature, which is explained in the next section, and if
you’ve saved the document previously.

The first time you save a document, you actually use the Save As com-
mand. When you use applications that haven’t been fully updated for Lion,
Save As appears as a separate command on the File menu while updated
applications have only the Save command on their File menus. If you
haven’t saved the document before, select the Save or Save As command
on the file menu. The Save As sheet appears as shown in Figure 3.11.

Save As: [My New Document.rtf ] -
a8 | = Pl Imi iy "1l Documents Q
FAVORITES
.| Desktop
sirwilliamwallace o nt
“\ Applications & DVD Files
] Microsoft User Data
r Ll sample_document
1 Keynote &3 sty_lion
Ell Pictures &4 tyv_macbook_v2
Miisic & tyv_macbook_v3
. Book Files
File Format: | Rich Text Format
Hide extension New Folder Cancel | Save |

FIGURE 3.11 The first time you save a document, name it and choose the
location in which you will save it.

TIP: Save Locations

The Save As sheet has two modes. One enables you to navigate
anywhere on your Mac; this is the mode shown in Figure 3.11. In
the other mode, you see the Where menu instead of the center
navigation area. The Where menu presents specific locations you
can choose as the save location for the new file. To switch between
the modes, click the triangle just to the right of the Save As box.

Give the document a name in the Save As box. Choose the location in
which you will save it using the center part of the sheet; this works just
like navigating in Finder windows. Then, select options for the document,
such as its format. When you are ready to save the document, click Save.
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The document’s window is renamed with the filename you entered and is
ready for you to work with.

As you work with your document, you should regularly save it by select-
ing File, Save a Version; selecting File, Save; or pressing cmd+S. Whether
the command you use is Save a Version or Save depends on if the applica-
tion supports Lion’s versioning feature. It if does, the command is Save a
Version, which is explained in the next section. If it doesn’t, the command
is Save, in which cases the version you save replaces the previous version.

TIP: Saving Documents

If a document supports Lion’s version feature, a version is saved
automatically every hour or when you make significant changes. If
an application does not support this feature, you should save it
regularly. Some applications provide an automatic save feature; if
an application you use has this feature, you should configure it to
save your document frequently.

Managing Versions of Documents

Mac OS X Lion includes a versioning feature that helps you manage ver-
sions of your documents. When applications support this feature, a version
of your documents is automatically saved every hour or when you make
significant changes. This helps you avoid losing any work you have done,
plus you can go back to any previous version to use it instead.

NOTE: Version Support

To tell whether a document you use supports Lion’s Versioning fea-
ture, open its File menu when you have a document open. If the
Save a Version command displays, the application does support
Lion Versioning. If the command shown is Save, the application
doesn’t support Versioning.

To return a document to an earlier version, perform the following steps:

1. With the document open, select File, Revert to Saved. The appli-
cation’s interface is replaced by the version tool, as shown in
Figure 3.12. On the left is the current version of the document.
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FIGURE 3.12 You can use the Revert to Saved command to restore a docu-
ment to a previous version.

On the right is the other versions that have been saved, starting
with the most recent on top and moving back in time toward the
back of the screen. In the lower-right corner of the screen, the
version timeline shows you how far back in time the document
goes. The date and time of the version being displayed on the
right is indicated under its thumbnail.

To go back to a previous version of a document, click its title bar
or click on an earlier version on the timeline. The version you
selected comes to the front.

Scroll in the older version to compare it to the current version
(which you can scroll in, too).

To restore an earlier version, with the version to which you want
to restore the document on the front of the stack on the right side
of the screen, click Restore. The version of the document you
selected replaces the version that existed when you selected the
Revert to Saved command.
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5. To keep the current version, click Done instead. You return to
the document as it was when you selected the Revert to Saved
command.

Summary

In this lesson you learned how to install, use, and manage applications. In
the next lesson, you learn about some of the great applications that are
included with Mac OS X Lion.
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Touring Lion’s
Applications

In this lesson, you take a tour of some of the most useful applications that
are included with Mac OS X Lion.

Understanding Mac OS Lion’s
Applications

Mac OS X Lion is an operating system, which means it provides the soft-
ware that runs Macintosh computers. However, Lion also includes quite a
number of applications that you can use for many things. The following
sections provide an overview of some of the applications you might find
useful or fun.

Most of Mac OS X’s applications are stored in the Applications folder,
which you can access on the Sidebar by pressing Shift+cmd+A or choos-
ing Go, Applications. Some applications are stored within the Utilities
folder that is stored within the Applications folder; you can jump into it by
choosing Go, Utilities or pressing Shift+cmd+U.

NOTE: Other Application Locations

Applications can also be stored within the Applications folder in a
user’'s Home folder. These applications are available only to the
user in whose folder they are stored or to users who have permis-
sions to access that folder. Some system applications are stored in
various locations within the startup volume, such as in the System
folder, but you don’t interact with those applications directly.
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Like other Mac applications, you can open Lion’s applications in many
ways, including the following:

» Click their icons on the Dock.

» Open the Launchpad and click an application’s icon (if the appli-
cation is in the Utilities folder, click that icon to open the folder
and then click the application’s icon).

» Open the Applications (or Utilities) folder and double-click the
application’s icon.

» Open a document with which an application is associated.

NOTE: Where Are They?

All the applications described in the following sections are located
in the Applications folder unless otherwise noted.

Previewing Documents with
Preview

As you might be able to guess from its name, Preview enables you to view
(or preview if you will) documents. Preview is quite versatile as far as the
type of files you can view with it. It is Lion’s default viewer application
for Portable Document Format (PDF) files (as shown in Figure 4.1) and
many types of images. Some of its useful features include the following:

» PDF editing and annotation tools. Preview enables you to view
PDF documents, but you can also annotate them with notes,
highlights, and so on. This is useful for reviewing PDF docu-
ments because you can add information to the PDF without
affecting the original document.

» Image rotation. You can rotate images in any direction.

» Image cropping. When you are viewing an image, you can drag
over part of it and choose Tools, Crop to crop the image so it
includes only the part you selected.
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FIGURE 4.1 Preview is a useful application for viewing PDFs, images, and

other kinds of documents.

» Slideshow. When you open multiple images or documents, you
can view them in a slideshow by choosing View, Slideshow.

63

NOTE: Saving in Preview

You can save documents within Preview using its Save command
on the File menu. For example, if you annotate a PDF, you might
want to save a version with your notes separately from the original.

Storing Contact Info with the

Address Book

The Address Book is just what it sounds like, which is a tool to help you
store and organize your contact information (see Figure 4.2). But that’s
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All Contacts ﬁ A
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FIGURE 4.2 Address Book is great for keeping your contacts current and
easily available.

just a start for Lion’s Address Book. Some of its key features include the
following:

» Synchronize. With iCloud or MobileMe, you can synchronize
your Address book with other Macs, iPhones, iPod touches,
iPads, and Windows PCs so you have access to your contacts no
matter which device you happen to be using.

» Use vCards. Address Book uses the vCard standard. You can
add contact information by dragging a vCard onto the Address
Book window; you can also drag a contact onto the desktop to
create a vCard from it.

» Print Envelopes and Labels. Address Book enables you to print
on envelopes and many types of labels.

» Share. When you view a contact, you can easily share its infor-
mation by clicking the Share button. An email is created with the
contact’s information attached.

» Subscribe. Address Book users can subscribe to each others’
Address Books to share contact information.
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» Store lots of information. You can add many kinds of informa-
tion to each contact stored in Address Book, including multiples
of the same information, such as email addresses.

NOTE: Google and Yahoo!

You can synchronize your Address Book contacts with Google and
Yahoo!, too.

Enjoying DVD Content with DVD
Player

The DVD Player application enables you to watch DVDs on your desktop.
It includes most of the features you expect in a modern DVD player.

NOTE: No Blu-ray

Unfortunately, at this time, standard Mac DVD drives don’t support
Blu-ray discs.

Communicating with FaceTime

FaceTime is an application created initially for the iPhone, but it’s now
supported on Macs. With it, you can have face-to-face conversations with
other Mac, iPhone, iPod touch, or iPad users. All you need is an Apple ID
and a Mac equipped with a FaceTime-compatible camera (all current
MacBook and iMac models include one).

When you launch the FaceTime window and log in to your account, you see
two panes. In the left pane is a preview of the image you are broadcasting.
In the right pane, you see your contact information from Address Book.

To place a FaceTime call, you simply click the email address or phone
number of the person with whom you want to chat. If the person accepts
the call, her image fills the FaceTime window while your preview shrinks
to a thumbnail (which you can move around the screen).

That’s all there is to it. FaceTime works really well and is a great way to
communicate with people you can’t see in person.
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Managing Your Time with iCal

iCal is Lion’s time-management application, as shown in Figure 4.3.

e oo iCal Eastern Time v "
| catendars | E [(Pay [ week ] Month  VYear | Q- )

— Re; by Due Date =

May 1- 7, 2011 4| Today B | B Fy

Hotel Check-l... |Efinals Hotel Check-...
Payday
MacBook Pro..

6 AM
Dawn

By new wor...

8AM
1st BRFMarkat

Call Mom and...

4PM

FIGURE 4.3 iCal enables you to manage your time and to access published
calendars.

Of course, iCal enables you to create events and to-do items. However, it
does much more, such as the following:

» Tracking multiple calendars. You can create multiple calendars
and manage them all in one place.

» Publishing and subscribing to calendars. One of iCal’s most
useful features is the ability to publish your calendars so other
iCal users can subscribe to them. Of course, you can subscribe to
other iCal users’ calendars, too. Calendars to which you are sub-
scribed appear in the window along with your calendars. You can
use colors to make the calendars easier to distinguish. The great
thing about publishing a calendar is that it is read-only; others
can view your calendars, but they can’t change them.
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» Sharing calendars. This feature enables you to share your calen-
dars with others. Sharing a calendar is similar to subscribing to
one except that people with whom you share a calendar can make
changes to it.

» Synchronizing calendars. Like Address Book, you can use iCal
to synchronize your calendars on multiple devices.

» Managing group events. iCal supports invitations and calendar
status so you can invite other people to your events while seeing
their availability. iCal also tracks who accepts or rejects your
invitations.

NOTE: Public Calendars

Some organizations, such as sports teams, publish a calendar to

which you can subscribe. Check out http://www.apple.com/down-
loads/macosx/calendars/ to see if there any calendars of interest
to you.

Playing Digital Music and Video
with iTunes

iTunes is one of the most widely used applications among Mac users, and
many Windows users too, for good reason. iTunes enables you to store,
organize, and enjoy all sorts of digital content, including music, audio-
books, podcasts, movies, TV shows, and so on (see Figure 4.4). You can
access the iTunes Store to buy or rent all sorts of great content, which is
downloaded to your iTunes Library. Plus, iTunes is a required companion
for iPods, iPod touches, and iPads.

Here’s a quick list of just some of iTunes’ great features:
» iPod, iPod touch, and iPad management

» Smart and standard playlists

v

Podcast subscriptions

v

Genius playlists

v

The iTunes Store
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Let. Me Go
3 Doors Down Music Videos
3 Doors Down

FIGURE 4.4 iTunes is a great application with which you can listen to
music, watch video, and much more.

» Content streaming
» Home sharing

» Audiobooks

» Internet radio

» Ping

NOTE: It Would Take a Book...

iTunes is a great application and it would take a book to tell you all
about it. If you're interested in learning more, see my book Sams
Teach Yourself iTunes 10 in 10 Minutes.

Managing Email with Mail

Email is an essential part of most people’s lives these days. Fortunately,
Lion includes Mail, which is a full-featured email application and is shown
in Figure 4.5.
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FIGURE 4.5 Mail helps you make the most of email.

Mail offers many great email tools. It supports many types of email
accounts and of course enables you to compose, read, and organize email.
It also offers email rules to automatically manage your email along with a
host of other features you might find handy.

Surfing the Web with Safari

It would be hard to argue that the Web is one of the most significant tech-
nologies ever created. Lion’s Safari Web browser equips you to take
advantage of all the Web has to offer (see Figure 4.6). In addition to being
a full-featured Web browser, Safari offers great performance and stability,
along with some outstanding features, such as

» Top Sites. Safari automatically builds a collection of the sites
you visit regularly so you can return to a site just by clicking its
thumbnail. You can also add sites to this page manually.

» Bookmarks. You can quickly create and organize bookmarks to
provide fast access to your favorite sites.

» Tabs. Safari supports tabs so you can have multiple sites open in
one browser window.
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FIGURE 4.6 Safari’s Top Sites page makes returning to your favorite web-
sites fast and easy.

Being Creative with the iLife Suite

Technically speaking, iLife isn’t a default Lion application because it
doesn’t come as part of the operating system; it is installed on most Macs
by default, or you can purchase it from Apple. And iLife isn’t even an
application; it’s a suite of applications, including:

» iPhoto. This is a great application for storing, editing, and orga-
nizing digital photos. But, that’s just the start. You can also share
photos on the Web, create projects (such as photo books and
slideshows), get your photos professionally printed, and much
more. See Figure 4.7 for a quick look at iPhoto.

» iMovie. This is a digital video editing application. You can add
video clips to a project and then make a movie from those clips
by adding transitions, titles, special effects, and audio tracks.
After you’ve created your masterpiece, you can watch and share
it in many ways.

» GarageBand. This application enables you to play and record
music. You can use the many digital instruments it includes, and
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FIGURE 4.7 iPhoto stores, organizes, edits, and shares your photos.
you can connect your Mac to real instruments to record them.
Your music can include multiple tracks mixed to perfection.

» iWeb. This application helps you create your own web pages,
quickly and easily. If you are a MobileMe user, you can publish
your sites with a single click.

» iDVD. Use iDVD to put your content on professional-looking
DVDs, including custom menus with sound and visual effects.

Summary

In this lesson you toured some of the great applications that come with
Mac OS X Lion. In the next lesson, you learn how to personalize Lion.

www.it-ebooks.info


http://www.it-ebooks.info/

This page intentionally left blank

www.it-ebooks.info


http://www.it-ebooks.info/

LESSON 5
Personalizing Lion

In this lesson, you learn how to make your Mac your own by personalizing
Mac OS X Lion.

Setting Finder Preferences

Just like other applications, the Finder has a set of preferences that you can
configure to change the way it works and looks. To access Finder
Preferences, open the Finder menu and select Preferences or press cmd+,.
The Finder Preferences dialog box has four tabs; the options provided on
these tabs are shown in Table 5.1.

TABLE 5.1 Finder Preferences

Tab Elements Description

General  Show check Use these check boxes to determine whether
(see boxes icons for the associated items are shown on
Figure your desktop. For example, if you check the
5.1) Hard Disks check box, icons for each hard disk

your Mac can access are shown on the desk-
top; you can open a disk by double-clicking its

icon.
New Finder Use the pop-up menu to determine the initial
windows location shown in new Finder windows. For
show example, if you select All My Files, whenever

you open a new Finder window, you see a win-
dow containing all your files. You can select
other locations, such as the Desktop or
Document folders, or select Other and select
any folder.

Always open Check this check box to cause a new window to
folders in a open every time you open a folder, such as by
new window clicking its icon.
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TABLE 5.1 Finder Preferences

Tab Elements

Description

Spring-
loaded fold-
ers and
windows

Labels Label colors
and text
fields

Sidebar  Check boxes

Advanced Show all
filename
extensions

Show warn-
ing before
changing an
extension

Show warn-
ing before
emptying
the Trash

When this check box is checked and you hover
over a folder, it springs open so you can work
with it, such as to place a file in it. Use the
slider to set the amount of delay time between
when you hover over a folder and when it
springs open.

On this tab, you can define labels that include a
color and text. You can apply your labels to files
and folders to help keep them organized and to
help you identify them. Change the text for each
color to be the labels you want to use. To apply
labels, select files or folders, perform a sec-
ondary click, and select the label you want to
apply.

Check the check boxes to show the associated
items on the Sidebar; uncheck an item’s check
box to remove it from the Sidebar (the item
itself is not affected). For example, to show
your iDisk on the Sidebar, check the iDisk
check box.

Check this check box to show the extensions
appended to filenames (the period and the
code that indicates the type of file it is). If this
is unchecked, the filename extensions are hid-
den. You can override this setting on individual
files and folders.

With this check box checked, when you change
a filename extension, you see a warning
prompt. This can be useful so you don’t unin-
tentionally change an extension, which can
render a file useless.

This check box causes a warning prompt to
appear when you empty the Trash.
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TABLE 5.1 Finder Preferences
Tab Elements Description

Empty Trash With this check box checked, when you empty

Securely the trash, the files you are deleting are overwrit-
ten, making them harder to recover. The down-
side of this is that it takes longer to empty the
trash, but it is a more secure way to get rid of
files.

When per-  Use this pop-up menu to select the default

forming a search location. For example, to search your

search entire Mac, select Search This Mac, or to
search the current folder, select Search the
Current Folder. You can override it during
searches.

8o Finder Preferences

[E N
General | Labels Sidebar Advanced

Show these items on the desktop:
™ Hard disks
E‘I External disks
™ CDs, DVDs, and iPods
E‘I Connected servers

New Finder windows show:
=L All My Files

| | Always open folders in a new window

|2$ Spring-loaded folders and windows

Delay: m—————r

Short Medium Long
Press the space bar to open immediately.

FIGURE 5.1 Use the General tab of the Finder Preferences dialog box to
set icon view and folder action preferences.
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Working with the System
Preferences Application

The System Preferences application enables you to configure many aspects
of Mac OS X Lion. The application is organized into panes, based on the
specific areas you can configure, as shown in Figure 5.2. To configure an
area’s preferences, click the icon for that area and use the resulting con-
trols to configure that area. For example, to set the sound preferences for
your Mac, click the Sound icon and use the tools on the resulting Sound
pane to configure sound-related aspects of Mac OS X Lion.

& Sysiem Preferences Edt View Window Helo B O 0 0 | W = « & B TuebS8AM sionillamwallice Q|

] System Preferences

- Shew All (]

Personal

= - =
© @ M E @ ¢ @ ©
Genaral Deskicg & Dock MEssion Language Securicy Spotiight universal

Séreen Saver Conrol &Text B Privasy Aceess
Hardware
= = &

O3 &0VDs  Dissiavs Energy Keyeoars Mouse Tratkpad  Frim&Scan  Sowmd

Internet & Wireless

LA
(®) H @ =
EsrBOBO0e ha| ONET s xOG” &

FIGURE 5.2 The System Preferences application enables you to configure
many aspects of how Mac OS X Lion works and looks.

NOTE: Other Preferences

The default Mac OS X Lion preferences are organized in categories
by default, such as Personal, Hardware, and so on. Some software
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and hardware also has preferences you set through the System
Preferences application. These panes appear in the Other category
(in Figure 5.2, you shows see the preference icon for Adobe’s Flash
Player software in the Other category).

The following sections provide information on some of the more com-

monly used preference panes. You’ll find detailed information about others

in the related lessons; for example, the Print & Scan pane is explained in
Lesson 7, “Installing and Using Printers.” When you have learned to use

the panes explained in this and the other lessons, you’ll also be able to use

the other panes because the general steps are similar.

NOTE: Authentication

Some panes require that you be authenticated under an adminis-
trator account before you can make changes. If the pane has the
lock icon in the lower-left corner, you must be authenticated to use
it. If the lock is closed, click it, enter an administrator username (if
necessary), enter the password for the administrator user account,
and click Unlock. The lock icon “opens,” indicating you are authen-
ticated and are able to change the pane’s settings.

Setting a Desktop Picture

The desktop picture is what you see “behind” folders and windows that are

open on the desktop. Mac OS X Lion includes a number of images you

can use as your desktop picture, but it’s even more fun when you use your
own images. To configure desktop pictures, perform the following steps:

1. Open the Desktop & Screen Saver pane.

2. Click the Desktop tab, as shown in Figure 5.3 (the selected
image is shown as the desktop picture in the background).

3. Select the source of images containing the image you want to
apply to your desktop. For example, to use one of Mac OS X’s

default images, select Desktop Pictures; to use your own photos,

click iPhoto. Thumbnails of the images in the source you
selected appear in the right part of the window.
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#&  Sysiem Preferences  Sdit View  Window  Helg

o B8 4 4 GRichaged E] Tue 7.01 AM  Brad Miser QL

Duxkiop & Scresn Saver
Shew All

Andromseda Galaxy
+ Agple

1 Deshop Pictures

[l Nature

L Piants

A

[l Black & White
i Absiract

L Parterns

& Solig Calors.

l.‘iu.nl;l picturg: | Fwary 3

Tumluc:m menu bar

FIGURE 5.3 Setting a desktop picture makes your Mac more interesting to
look at.

TIP: Expand or Collapse

To expand or collapse any of the sources shown, click the triangle
next to the item’s name. When this triangle points to the right, the
item is collapsed and its contents are hidden. When the triangle
points down, the item is expanded and you see its contents.

4. Click the image you want to use as your desktop picture. It is
applied to the desktop. A thumbnail of the currently applied pic-
ture is shown in the Image well at the top of the pane.

5. To have the picture change automatically, check the Change pic-
ture check box and on the pop-up menu, select how often you
want the image to change.
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6. If you performed step 5, check Random Order if you want the
images to appear in random order instead of the order they are in
the selected source.

7. To make the menu bar somewhat transparent so you see the
desktop picture behind it, check the Translucent menu bar
check box.

TIP: Multiple Displays

If you use multiple displays with your Mac, you can set a different
desktop picture on each.

Configuring the Dock

In Lesson 2, “Working on the Lion Desktop,” you learned how to use the
Dock. The Dock pane, as shown in Figure 5.4, enables you to configure
where the Dock is located and some aspects of how it works. The options
are explained in Table 5.2.

@0 Dock
|« | | Show All |

o

Size; ——( ————————
Small Large
EIMagniﬁca[ion‘ ]
Min Max
Position on screen: ®
Left Bottom Right

Minimize windows using: | Genie effect

Minimize windows into application icon
»21 Animate opening applications
Automatically hide and show the Dock
}Eshuw indicator lights for open applications 7,

FIGURE 5.4 You can configure the Dock to make it even more useful.
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TABLE 5.2 Dock Preferences

Control

What It Does

Size slider

Magnification

Position on
screen
Minimize win-
dows using

Minimize win-
dows into appli-
cation icon

Animate opening
applications

Automatically
hide and show
the Dock

Show indicator
lights for open
applications

Sets the default Dock size, which is the size it is
when only applications whose icons are installed
there are open and no windows are minimized. The
Dock’s size changes automatically as you open appli-
cations and minimize windows; the slider controls the
Dock’s “starting” size.

This check box and slider cause icons on the Dock to
enlarge when you point to them, making them easier
to identify. Check the check box and use the slider to
set the amount of magnification.

These radio buttons determine where the Dock is
located.

The settings on this menu determine how windows
move onto the Dock when you minimize them. The
options are Genie effect and Scale effect.

With this check box checked, when you minimize win-
dows, their icons move onto the Dock icon of the
application providing the window instead of onto a
separate icon on the Dock.

This check box causes application icons to bounce on
the Dock while the application opens.

With this check box enabled, the Dock slides off the
screen when you aren’t pointing to it; when you point
to its location, it opens so you can use it. When you
move away from it again, it is hidden. This enables
you to use the desktop space occupied by the Dock
for window space.

This setting causes a blue sphere to appear below an
application’s icon when it is open. This can be useful
to help you know which applications are running when
you can’t see any of an application’s windows.

Configuring the Display
Your Mac’s display is capable of showing you visual information at differ-

ent resolutions; a resolution is a number of pixels (short for picture ele-
ments) horizontally by a number of pixels vertically. For example, a
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resolution of 1024X768 is commonly used as the smallest resolution that
most applications support. The larger the resolution, the more working
space you have on the screen, but the smaller each pixel appears, which
means the overall image appears smaller.

The specific resolutions your Mac supports depend on the type of hard-
ware it has and the display it uses. To determine which resolution is best
for you, follow these steps:

1. Open some windows on your desktop, such as a text document
and webpage.

2. Open the Displays pane of the System Preferences application.

3. Click the Display tab. The Resolutions box shows all the resolu-
tions that your Mac and its display support, starting with the
highest resolution at the top of the list.

4. Click the resolution you want to try, such as 1152X720. The
desktop and the open windows are resized to the resolution you
selected.

CAUTION: Resolution Warning

If you select a resolution and see a warning prompt, it's a good
idea to heed that warning and select a different resolution.
Choosing a resolution that Lion warns you is not a good choice can
lead to significant problems trying to restore a working resolution.

5. Set the brightness of the display using the Brightness slider.

6. If available (not all Macs support it), check the Automatically
adjust brightness check box to have your Mac automatically set
the brightness based on the ambient light conditions.

7. Move into the open windows and review what you see.

8. If you are comfortable seeing the content of the windows, per-
form step 4 again but select a higher resolution; if the size of
what you see is too small to view comfortably, perform step 4
and select a lower resolution.
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9. Repeat steps 4-7 until you’ve selected the highest resolution at
which you can comfortably view what is displayed on the screen.

NOTE: Multiple Displays

All Macs support the use of multiple displays. This enables you to
either use the multiple screens as one large desktop or show the
same image on each display, which is what you typically do when
you are using a projector. When multiple displays are connected to
your Mac, a Displays pane appears on each so you can configure
the resolution and other properties of that display.

Configuring Energy Use

Your Mac doesn’t use a lot of power, but still, it’s a good idea to minimize
its energy use. More importantly, you should configure how a mobile Mac
uses energy when you are operating on battery power so you have the
longest working time possible between recharges. To set your Mac’s
energy use, configure the Energy Saver pane (an example is shown in
Figure 5.5).

8 C Energy Saver

[« > |[ showan | (Q )

Batte Power Adapter |

Computer sleep: .

1 min 15 min 1hr 3 hrs  Never

Display sleep:

1 min 15 min lhr 3 hrs  Never

ET Put the hard disk(s) to sleep when possible

gslight\y dim the display when using this power source

IgAulumati(aHy reduce brightness before display goes to sleep
Restart automatically if the computer freezes

Current battery charge: 95% Estimated time remaining: 7:48 Restore Defaults
E‘ Show battery status in menu bar Schedule...
n
I Click the lock to prevent further changes. ?

FIGURE 5.5 Use the Energy Saver pane to configure when your Mac and its
display sleep to save energy.
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When you are using a mobile Mac, the Energy Saver pane has two tabs,
which are Battery and Power Adapter. The controls on these tabs are
almost the same; click the Battery tab to configure your Mac’s energy use
while running on battery power and the Power Adapter tab to adjust the
settings when your Mac is plugged into electrical power. Use Table 5.3 as
a guide to configure these controls.

TABLE 5.3 Energy Saver Preferences

Control

What It Does

Computer sleep
slider

Display sleep slider

Put the hard disk(s)
to sleep when
possible

Slightly dim the dis-
play when using
this power source
(Battery tab only)

Wake for network
access (Power
Adapter only)

Automatically
reduce brightness
before display
goes to sleep

Determines the amount of idle time (when you
aren’t actively using your Mac) that passes before
your Mac goes to sleep. In Sleep mode, your Mac
uses very little power. You want to set a good bal-
ance between saving energy and interrupting your
work by putting the Mac to sleep frequently. To
wake a sleeping Mac, you can move the mouse,
touch the trackpad, press a key, or open its lid
(mobile Macs).

Determines the amount of idle time that passes
before your display goes to sleep. Typically, you
should set this to a relatively low amount of time,
especially if you are configuring a mobile Mac’s
Battery settings because the display is a major
user of power. To activate the display, move the
mouse, touch a key, or touch the trackpad.

This check box causes the hard drives to spin
down so they aren’t using much power when you
aren’t actively using them.

This check box causes your Mac’s display to be
slightly dimmer than its Brightness setting when
you are running a mobile Mac on battery power.

This check box causes your Mac to wake up when
information flows from the network to it, such as
another computer accessing its files.

When this is checked, your display dims right
before it goes to sleep. This provides you with a
visual warning that the display is about to go dark.
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TABLE 5.3 Energy Saver Preferences

Control What It Does
Restart automati-  If Mac OS X locks up and isn’t working, this setting
cally if the com- causes the computer to automatically restart.

puter freezes

Show battery This check box places the Battery menu on the

status in menu bar menu bar; this menu shows the status of the bat-
tery’s charge or the status of the charging process.
Open the menu to see its commands, which
include how information is displayed on the menu.

Sometimes when you change settings such that your Mac uses more power
than the defaults, you see a warning prompt. Click OK to clear the
prompt.

To return the settings to what Apple considers optimum, click the Restore
Defaults button.

TIP: Schedule

If you click the Schedule button, you set a time at which your Mac
automatically starts if it is powered off or wakes it if is in Sleep
mode. You can also set a time at which it automatically sleeps,
restarts, or shuts down. For example, if you never use your Mac
between the hours of 11 p.m. and 4 a.m., you can have it shut
down at 11 p.m. and start up at 4 a.m. By default, your Mac
restores all the windows that were open when it shuts down so you
return to the same condition the next time you use your Mac.

Configuring Sounds

Sound is an important part of using a Mac; use the Sound pane to config-
ure your Mac’s audio settings. As shown in Figure 5.6, the pane has three
tabs and controls at the bottom, which are explained in the following
paragraphs.
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80 Sound

| 4> || Showall | Q

Output | Input |

Select an alert sound:

| Built-in
Blow Built-in
{ Bottle Built-in
%Frog Built-in

Play sound effects through: | Selected sound output device

Alert volume: 5 ) *.‘!))

}g Play user interface sound effects

}g Play feedback when volume is changed

Use audio port for: | Sound Input =
Qutput volume: ﬂ T ﬂ))) Mute

E] Show volume in menu bar

FIGURE 5.6 Use the Sound Effects tab to determine which sounds your

Mac uses to get your attention.

Along the bottom of the pane are the general audio controls:

» Use audio port for. If your Mac has a combined Audio In/Audio
Out port, this menu appears. Use it to determine whether the port

is used for outgoing or incoming sound.

» Output volume. This slider sets the overall (also known as the

system) volume level.

» Mute. Check this check box to mute all your Mac’s sounds.

» Show volume in menu bar. When checked, the volume menu,
which is the speaker icon, appears on the menu bar. You can use
the slider to set the system volume level (it does the same thing

as the Output volume slider).

85

NOTE: System and Relative Volumes

The system volume determines a baseline volume level for all
sounds emanating from your Mac. Many applications, such as
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iTunes, also have a volume slider that sets the relative level for
that application. When you change the level of the system volume,
it changes the volume for all applications. When you change an
application’s relative volume, only sound from the application is
changed. Try to set the system volume at a “mid” level and then
use applications’ volume controls to change volumes as you are
using those applications.

On the Sound Effects pane, you configure your Mac’s alert and interface
sounds. (An alert sound is what your Mac plays when it needs to get your
attention, such as when an error has occurred.) Click a sound to hear it; it
also becomes the active alert sound. If you have speakers connected to
your Mac such that it can use its internal speakers and external ones, select
the device on which you want the alerts to play on the Play sound effects
through menu. Use the Alert volume slider to determine how loud the
sound plays. Use the two Play check boxes to determine whether interface
sounds (such as a sound when you empty the trash) are played or whether
you hear feedback when you change your Mac’s volume.

Use the Output tab to configure sound coming out of your Mac. If you
have more than one output source, such as external speakers, click the
speakers you want to use. Controls for the selected speakers appear in the
middle of the pane; for example, when you are using the internal speakers
on a mobile Mac, you can use the Balance slider to set the balance level
between the two speakers.

On the Input tab, you can configure how sound goes into your Mac. Select
the sound input device you want to use, such as Internal microphone.
Then, set the level at which sound is captured using the Input volume
slider and gauge. Check the Use ambient noise reduction check box to
have your Mac try to filter out extraneous background noise.

TIP: Volume Buttons

Mobile Macs and Apple Wireless Keyboards have function buttons
that are programmed to control volume. Press F10 to mute your
Mac. Press F11 to lower the volume or F12 to increase it. These all
change the system volume level.
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Setting the Time and Date

It is very important that the time and date be set correctly because all the
files with which you work are tagged with this information as are email
messages you send and receive. You configure your Mac’s clock with the
Date & Time pane. It has three tabs: Date & Time, Time Zone, and Clock.

On the Date & Time tab, you can manually set the date and time, but it is
better if you let your Mac set these automatically by connecting to a time
server. To configure this, check the Set date and time automatically check
box and then use the menu to select a time server based on your location
(such as Apple Americas/U.S. if that happens to be where you are).

On the Time Zone tab, you set where you are located so your Mac can
adjust the time according to your current zone. Like time and date, it is
more convenient if your have the Mac determine your time zone automati-
cally; check the Set time zone automatically using current location
check box and your Mac attempts to locate you using a Wi-Fi network.
Your current location is indicated with a red dot and your time zone is
shown in the light band, as demonstrated in Figure 5.7. To manually con-
figure your time zone, uncheck the check box and click on the map. Then
select the closest city on the Closest City menu.

(- M Date & Time
|« | | ShowAll |

| Date & Time ime Zone el

To select a time zone, click the map near your location and choose a city from the Closest City menu.
You can also have the time zone change automatically, if possible, based on your current location.

\21 Set time zone automatically using current location

Time Zone: Eastern Daylight Time

Closest City: Brownsburg, IN - United States

n
" Click the lock to prevent further changes. ?

FIGURE 5.7 This Mac is currently located in Brownsburg, Indiana (pushpin)
and the Eastern Daylight Time time zone (band).
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Use the controls on the Clock tab to configure if and how the time and
date are displayed on the menu bar. Check the Show date and time in
menu bar check box to have this information appear. Then, use the related
radio button and check boxes to configure it. For example, check the
Display time with seconds check box if you want seconds to be shown.
To have your Mac announce the time, check the Announce the time check
box and select how often it is announced on the menu. Use the Customize
Voice button to select the voice the Mac uses.

Organizing the Launchpad

In Lesson 2, you learned how to use the Launchpad. Here, you learn how
to organize the Launchpad by placing its icons where you want them to be
and creating folders and placing applications within those folders.

To change the location of icons on the Launchpad, open it and drag the
icon you want to move. You can change its location on the current page or
drag it off the screen to the left or right to move it to another page (you
have to linger at the edge of the screen until the page changes). As you
move one icon between other icons, the icons shift to make room for the
icon you are moving. When the icon is over its final location, release it.

To create a new folder, drag one icon on top of another. Launchpad creates
a new folder and tries to name the folder according to the type of applica-
tions you placed together. The folder opens and you see the icons currently
stored there. To change the folder’s name, select it. When it is highlighted,
type its new name, as shown in Figure 5.8.

You can place icons within existing folders by dragging their icons on top
of the folder in which you want to place them. You can reorganize icons
within folders by dragging them around when the folder is open. To
remove an icon from a folder, drag its icon outside of the folder window
until the folder closes. To delete a folder, drag all of its icons outside of
the folder; when only one icon is left, the folder disappears.
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WiFi Analyzer WeatherEye

FIGURE 5.8 You can place icons within folders on the Launchpad and
change their default names.

Configuring Mission Control

Is Lesson 2, you learned how to use Mission Control to manage the win-
dows on your desktop by switching between desktops, jumping into win-
dows, and so on. In this section, you learn how to configure Mission
Control. You do this in two ways. First, configure the Mission Control
preferences. Second, configure the desktops you want to use.

Setting Mission Control Preferences

Open the Mission Control pane, as shown in Figure 5.9. Table 5.4
describes the controls you see.

@encr Mission Control

L+ o | [ sownt |

Mission Control gives you an overview of all your open windows, thumbnails of your full-
screen applications, and Dashboard, all arranged in an unified view.

Eshow Dashboard as a space
@Aummati(ally rearrange spaces based on most recent use

@When switching to an application, switch to a space with open windows for the application

Keyboard and Mouse Shortcuts

With a single keystroke, view all open windows, windows of the current application, or hide windows to locate
an item on the desktop that might be covered up.

Mission Control: | F9 N - ¥
Application windows: | F10 $ [- +
Show Desktop: | F11 s |- ¥

Show Dashboard: | F12 = )

(for additional choices press Shift, Control, Option, or Command)

| Hot Corners... | ()

FIGURE 5.9 Use the Mission Control pane to set up Mission Control,
Exposé, and the Dashboard.
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TABLE 5.4 Mission Control Preferences

Control What It Does
Show Dashboard Check the Show Dashboard as a space check box if
as a space you want the Dashboard to be accessible via its

Automatically
rearrange spaces
based on most
recent use

When switching
to an application,
switch to a space
with open win-
dows for the
application

Keyboard and
Mouse Shortcuts

Hot Corners

thumbnail when you activate Mission Control.

When this is checked, Mac OS X rearranges your
spaces as you move into spaces, close desktops,
add new ones, and so on.

With this check box checked, when you change appli-
cations, such as by using the Application Switcher,
you automatically move into the desktop in which
that application has windows open.

The menus on the left set key combinations (the
defaults are F9, F10, F11, and F12) you use to acti-
vate Mission Control, show all the windows open in
an application, move all the windows off to the sides
of the desktop, and show the Dashboard. Use the
menus on the right to set mouse clicks for these
actions. On the menu for the action you want to con-
figure, choose the keyboard shortcut or mouse click
you want to use. You can hold down the modifier
keys (such as Shift or Command) to include those as
part of the keyboard shortcut.

Click the Hot Corners button and use the menus on
the resulting sheet to set an action to occur when
you point to that corner of the screen. For example,
if you want the Launchpad to open when you move
the pointer to the upper-right corner of the screen,
select Launchpad on the menu in that location.
When you'’re done setting hot corners, click OK.
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NOTE: Spaces

The term space is a general reference to the thumbnails you see in
Mission Control. A desktop is a specific kind of space, that being a
collection of application windows. The Dashboard is a space as is
any application open in Full Screen mode.

TIP: Function Keys for Exposé

On Mobile Macs and Apple Wireless Keyboards, you hold down the
fn key and press the related default keyboard shortcut to activate
Mission Control functions (if you don’t hold down this key, you per-
form the preprogrammed function, such as changing volume,
instead).

Setting Up Desktops

As you saw in Lesson 2, Mission Control enables you to use desktops,

which are collections of applications that you group together. The value of

using desktops is that, via Mission Control, you can easily jump between
applications, each of which can have multiple windows open. And as you

saw, Mission Control also enables you to access the Dashboard along with

applications that are open in Full Screen mode.

You first create a desktop and then add the applications you want to
include in that space. Here’s how:

1. Open Mission Control. The Dashboard (if included), current
desktops, and applications in full screen mode are shown at the
top of the screen (see Figure 5.10). The applications and win-
dows open in the current desktop are shown in the center of the
screen.
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Dashboard Desktop iFhoto

S amd Mearmerthy e an 0

et o s
0 ¢
e

FIGURE 5.10 Click the Add button (+) to create a new desktop.

2. Point to the upper-right corner of the screen until the Add Space
button (+) appears; when it does, click it. A new space titled
Desktop X, where X is a sequential number, appears.

3. Click in the new desktop as shown in Figure 5.11. It becomes
active and is ready for you to configure.

4. To add an application to the space, perform a secondary click on
its Dock icon, and on the resulting menu select Options and one
of the following choices:

» All Desktops. This adds the application to all desktops so
it is available no matter what desktop you are using.

» This Desktop. This adds the application to the current
desktop.
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Dashboard Desktop iFhoto Desktop 2
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FIGURE 5.11 Click a new desktop to move into and configure it.

» None. This removes the application from all desktops so it
behaves independently of the desktop you are using.

NOTE: Already Assigned?

If an application is already assigned to a desktop, you see Desktop
X, where X is the number of the desktop to which it is assigned.
You can reassign the application using the other commands or
leave it where it is.

TIP: No Dock Icon?

If the icon for the application you want to add to a desktop isn’t on
the Dock, launch the application. When it opens, its icon appears
on the Dock.
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5. Repeat steps 1—4 until you’ve configured all the desktops you
want to use.

6. To remove a space you no longer need, open Mission Control,
point to the space, and click the Remove Space button (x). The
space is deleted; any applications in that space are set to All
Desktops.

TIP: Desktop Pictures and Spaces

Each desktop can have its own desktop picture. Move into a desk-
top and set its desktop picture. Change to the next desktop and
repeat. Using a different picture for each desktop makes it easier
to tell which one you are in and makes your desktop even more fun.

Configuring the Dashboard

In Lesson 2, you learned how to use the Dashboard and the widgets it
contains. In this section, you learn how to configure the Dashboard to
make it as useful as it can be. Open the Dashboard, and do any or all of
the following:

» Change widget locations. To change the location of a widget on
the Dashboard, simply drag it to where you want it to appear.

» Configure widgets. Most widgets allow some configuration. For
example, if the widget is location based, you can set the location
you want to use. To configure a widget, hover over it and look
for the i button; when it appears, click it. The widget moves into
configuration mode. Use the configuration tools. When you’re
finished, click Done to save your changes. The widget operates
according to the configuration you set.

» Add widgets. To add a widget that is installed on your Mac to
your Dashboard, open the Dashboard and click the Add button
(+) in the lower-left corner of the Dashboard. The available wid-
gets appear on the toolbar at the bottom of the screen. You can
browse the widgets by clicking the arrow buttons on each end. To
add a widget to your Dashboard, drag the widget from the tool-
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bar onto your Dashboard. You can place it anywhere on your
Dashboard. Then, configure the widget you added.

» Remove widgets. To remove widgets from the Dashboard, open
the widget toolbar by clicking the Add button (+). To remove a
widget, click its remove button (x) located in the upper-left cor-
ner of the widget you want to remove. You can add the widgets
again if you want to.

» Install new widgets. You can download and install new widgets
from the Internet. To do this, open the widget toolbar and click
the Manage Widgets button. In the Manage Widgets window,
click More Widgets. Your Web browser opens and you move to
the Dashboard widgets page. Browse for widgets in which you
are interested. To download a widget, click its Download button.
Click Install at the prompt. The widget is downloaded and
installed on your Dashboard.

TIP: One Widget Many Widgets

You can add multiple instances of the same widget to your
Dashboard. For example, you might want to show the weather in
multiple locations; add a widget and configure it for one location;
add it again, set a different location, and so on.

Summary

In this lesson you learned how to personalize Mac OS X Lion. In the next
lesson, you learn how to connect to the Internet and local networks.
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Connecting Your Mac
to the Internet and a
Local Network

In this lesson, you learn how to connect your Mac to the Internet and a
local network. You also learn how to use services on a local network,
including file sharing.

Connecting Your Mac to the
Internet

To get the most from your Mac running Mac OS X Lion, it needs to be
connected to the Internet so you can email, browse the Web, download
files, and so on. There are two basic ways to connect, and you’ll probably
use both of them at various times.

You should create a local network (also known as a local area network, or
LAN) to not only connect your Mac to the Internet, but also to enable you
to connect multiple computers and other devices to the Net and to be able
to use Mac OS X’s great network features, such as file sharing, among
those computers.

You also might need to connect to “someone else’s” network, such as Wi-
Fi networks in public places, including airports, coffee shops, hotels,
schools, and so on. Connecting to these is easy because all Macs include
Wi-Fi networking capabilities. All you have to do is select and connect to
a network; sometimes it’s free but other times you have to pay a fee and
obtain an account.
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Installing and Configuring a Local
Network with Internet Connection

There are many ways to create a local network that employ various kinds
of hardware and software. However, one of the best and easiest ways to
build a local network for Macs and other devices is based on an Apple
Airport Extreme Base Station or Time Capsule. This hardware has lots of
capabilities that provide everything you need for a small, local network.
And, the software you need to create and manage these devices is built in
to Mac OS X Lion. Therefore, this approach is the focus of this lesson. The
local network described in this lesson includes the following components:

» DSL or Cable Modem. Your network requires a connection to
the Internet, which in most cases comes through either digital
subscriber line (DSL) or cable. Both options include a modem
that delivers the connection to your location. The modem is con-
nected to either a phone line or cable and connects to the base
station with an Ethernet cable. The modem provides the connec-
tion to the Internet that enables you to access your Internet
account.

NOTE: Internet Account Assumed

This lesson assumes you already have an Internet connection pro-
vided by an Internet service provider (ISP) over a DSL or cable con-
nection. It also assumes the required modem is installed and
configured. If this isn’t the case for you, you need to get this done
before this lesson will be of much help to you. The best way to
start is to contact your cable provider and obtain Internet service
(which includes installation of a cable modem or the provision of a
self-install kit). Another great option is to find a DSL ISP; check
with your local telephone company or other Internet service
providers to get information about your options. When you get an
account, you will have a DSL modem installed or receive a self-
install kit. Be sure to explore all your options to make sure you get
the fastest account possible at the best price.

» Apple Extreme Base Station or Time Capsule. These devices
connect to the DSL or cable modem and do two primary things.
The first is to provide a wired and wireless network to which you
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connect to gain access to the Internet and communicate with the
other devices on the networks. The second is to manage the traf-
fic flow across the networks and protect your networks from
attacks coming from the Internet. Both Apple Extreme Base
Station and Time Capsule offer high-speed wireless performance
and multiple Ethernet ports to which you can connect devices to
add them to your network. You can use Mac OS X’s AirPort
Utility to configure and manage both types. The only difference
between them is that the Time Capsule, as shown in Figure 6.1,
also includes a hard drive to which you can back up data—a very
handy feature indeed. Because the purpose of this lesson is creat-
ing a network, from here on, both devices are referred to as a
base station because they function identically for that purpose.

ana Apple - Time Capsule - Automatic backup for Mac and an 802.11n WI-Fl base station
- + Bt | fwsnve Apple.COM Timacantule & Mo« ]

[ime Capsule

A leap forward for backup.

FIGURE 6.1 An Apple Time Capsule provides a local network and includes
a hard disk you can use to back up your Mac.

» Apple Express Base Stations (optional). These base stations,
shown in Figure 6.2, are useful for many purposes, two of which
are to extend the range of your wireless network should the base
station’s range not be sufficient to cover the desired area and to
be able to stream iTunes music to different locations. Although
adding and configuring these base stations are outside the scope
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FIGURE 6.2 AirPort Express Base Stations enable you to expand the cover-
age of a wireless network and stream iTunes content.

of this lesson, you should be aware of them in case you need to
add one or more to your network.

NOTE: AirPort Express for Travelers

An AirPort Express can be a nice addition to a traveler’s toolkit.
That’s because you can use one to create your own wireless net-
work to which you can easily connect multiple devices, such as a
Mac and an iPhone. All you have to do is connect the Ethernet port
on the base station to an active Ethernet port. With a minor bit of
configuration, similar to configuring a Time Capsule or AirPort
Extreme Base Station, the Express connects to the Internet and
provides a wireless network for your devices.

» Ethernet cables. In most cases, you’ll be connecting some
devices, such as printers or non-mobile computers, to the net-
work via Ethernet. So, you need the appropriate number and
length of cables to make these connections.

» Ethernet hub (optional). An Ethernet hub connects to your base
station; its function is to provide additional Ethernet ports to
which you can connect various devices, should the number of
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ports on the base station not be sufficient or you want to route a
single cable from the base station to a cluster of other devices. In
most cases, a simple hub requires no configuration; you connect
a LAN Ethernet port on the base station to the input port on the
hub and power it up. You can then connect devices to the hub to
add them to the network.

» Printers. Adding printers to a network is a great way to share
them among multiple devices. Printers connect to the network
via Ethernet, wirelessly, or to the USB port on an AirPort
Extreme Base Station or Time Capsule. Once connected, the
printer is accessible to any device communicating on the net-
work. Connecting to and configuring printers is covered in the
next lesson.

» Macintosh computers. Of course, you’ll want to include at least
one Mac on your network, but it’s likely you’ll have more than
one. Macs can connect wirelessly or via Ethernet. Both options
are explained later in this lesson.

» Mobile devices. Wi-Fi—enabled devices, such as iPhones, iPads,
and iPod touches, can also connect to the network to access its
resources.

NOTE: Shameless Self-promotion

If you have an iPhone or iPod touch, check out my books My iPhone
and My iPod touch.

» Windows computers.Windows computers and Macs share the
same networking technologies so you can also connect Windows
PCs to your network to enable them to access the network’s
resources.

Installing and configuring a base station and the associated components
like that shown in Figure 6.3 is outside the scope of this lesson, but here’s
a quick overview of the steps:

1. Install and configure the modem. This is often done by the ISP,
but some ISPs send you a self-install kit.
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MacBook Pro

Cable modem

AirPort ™.
Base
Station

Ethernet

LaserJet
printer

&
p =
iMac Mac Pro

Windows PC

— Wired Ethernet connection
"""""" Wireless connection

FIGURE 6.3 A local network like this one isn’t difficult to set up and is very
useful.

CAUTION: No ISP Software, Please

If your ISP installs and configures your modem for you, don’t allow
the installer to install any software on your Mac. It's not needed to
connect to the Internet because your Mac already has all it needs
to connect to the Internet. The software installed by ISPs minimally
wastes disk space with files you don’t need, but often includes
tools to help the ISP generate revenue, such as driving you to the
ISP’s home page.

2. Install and configure the base station. You connect the base
station’s wide area network (WAN) port to the modem’s output
port via an Ethernet cable. Then use the AirPort Utility applica-
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tion, located in the Utilities folder within the Applications folder,
to configure the base station. This includes connecting it to the
Internet, creating a wireless network, and so on. Using the
AirPort Utility is fairly straightforward, especially for new base
stations because the software’s assistant guides you through the
process.

. Connect an Ethernet hub. If you will be using an Ethernet hub,
connect its input port to one of the available Ethernet ports on the
base station. Then, power up the hub.

. Connect Ethernet devices. Using an Ethernet cable, connect
devices (such as Macs, Windows PCs, printers, and so on) to the
wired part of the network, via a port on the base station or on the
hub. Connecting and configuring a Mac via Ethernet is covered
later in this lesson.

NOTE: Connecting Devices

Connecting devices to a network, via Ethernet or wirelessly, con-
sists of two tasks. The first is to make the connection over which
the device will communicate with the network; this will be either via
an Ethernet cable or wirelessly. The second is to configure the
device to communicate over the network. Sometimes these two
tasks happen simultaneously, such as when you connect a Mac to
a Wi-Fi network. In other situations, these are two distinct steps,
such as when you connect your Mac to an Ethernet network.

. Connect wireless devices. Connect wireless devices to the wire-

less network being provided by the base station. Connecting
Macs to wireless networks is covered later in this lesson.

TIP: One at a Time

When you are connecting devices to a network, it’'s a good idea to
connect and configure each device and make sure it is working as
expected before moving to the next device. Sometimes, connecting
multiple devices at the same time can be confusing and occasion-
ally cause a problem. Keep things as simple as possible to make
building a network go more smoothly.
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Connecting Your Mac to a Local Network

After the modem, base station, and Ethernet hub (if applicable) are up and
running, you can connect your Mac to the network via Ethernet or Wi-Fi.
Both tasks are straightforward.

Connecting Your Mac to a Network Using Ethernet

To connect your Mac to an Ethernet network, perform the following steps:

1. Connect an Ethernet cable to your Mac and to the base station
or hub.

2. Open the System Preferences application.
3. Click Network.

4. Authenticate yourself by clicking the Lock icon, entering your
Administrator password, and clicking Unlock.

5. Select the Ethernet connection. The Ethernet tools appear in the
right pane of the window. The Ethernet connection’s status
should be Connected. If not, there is a problem with the network.
You need to ensure the device to which the Mac is connecting is
powered up and functioning correctly.

6. On the Configure IPv4 menu, choose Using DHCP.

7. Click Apply. Your Mac communicates with the base station, and
the base station assigns an IP address to it as shown in Figure
6.4. This indicates the Mac is connected to the network and,
assuming the base station has a working Internet connection, is
connected to the Internet.

NOTE: Most Common Configuration

This lesson describes the most common type of network configura-
tion for a home or small business. There are many other possibili-
ties, such as using a predetermined Internet Protocol (IP) address
instead of using Dynamic Host Configuration Protocol (DHCP).
Regardless of how your base station is configured for its Internet
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connection, which is determined by the specific account you have,
in almost all cases, your devices connect via DHCR This is good
because the base station manages each device’s IP address for
you automatically.

80 Network
| 4> ]| Showal | Q
Location: | Automatic
- Ethernet >
“ Connected Status: Connected
e = Ethernet is currently active and has the IP
o Wi-Fi = address 10.0.1.15.
@ Dluetooth PAN e Configure IPv4: | Using DHCP

IP Address: 10.0.1.15
Subnet Mask: 255.255.255.0
Router: 10.0.1.1

DNS Server: 1

Search Domains:

I 2
T Advanced... ?

n
] '\ Click the lock to prevent further changes. Assist me... Revert

FIGURE 6.4 This Mac is connected to the Internet via Ethernet.

CAUTION: Internet Attacks

You should ensure your base station is providing Network Address
Translation (NAT) services. This means it shields the addresses of
devices connected to the network from exposure to the Internet;
the only address exposed is for the base station. NAT is an effec-
tive means of protecting your Mac from attacks coming from the
Internet. If you ever connect your Mac directly to the modem, make
sure its firewall is operating before you do so; you should also run
the firewall even if your Mac is connected only to the base station.
See Lesson 10, “Securing and Protecting Your Mac,” for more infor-
mation about protecting your Mac.
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Connecting Your Mac to a Network Using Wi-Fi

To connect your Mac to the network wirelessly, perform the following

steps:
1.
2.

Open the Network pane of the System Preferences application.

If necessary, authenticate yourself by clicking the Lock icon,
entering your Administrator password, and clicking Unlock.

. Click Wi-Fi in the list of available network options in the left part

of the pane. The Wi-Fi tools appear in the right part of the pane.

. If Wi-Fi is currently off, turn it on by clicking the Turn Wi-Fi

On button. Wi-Fi services start, and your Mac begins scanning
for available networks (you see radiating waves at the top of the
Wi-Fi menu if it is enabled). If you’ve previously connected to an
available network, you join that network automatically and its
name appears on the Network Name pop-up menu.

. On the Network Name menu, choose the Wi-Fi network your

base station is providing.

. If prompted, enter the network password, check the Remember

this network check box, and click Join. If you entered the pass-
word correctly, your Mac joins the network and can access its
resources, including its Internet connection. You see the
Connected status message and the Mac’s IP address as shown in
Figure 6.5.

. If you want to be prompted to join new networks, check the Ask

to join new networks check box. With this enabled, when you
move your Mac into an area with networks you’ve not connected
to previously, you’re prompted to connect to those networks.

. Check the Show Wi-Fi status in menu bar check box to put the

Wi-Fi menu on your menu bar. You can use this menu to quickly
select and control your Wi-Fi connection.
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FIGURE 6.5 This Mac has a Wi-Fi connection to the network.
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To manage your wireless network connections, open the Wi-Fi menu (see

Figure 6.6).

R = |

Wi On

Turn Wi-Fi Off

Join Other Network...
Create Network...

holtman a=

Open Network Preferences...

FIGURE 6.6 The Wi-Fi menu makes managing your wireless connections

easy.

The Wi-Fi menu contains the following:

» Signal strength of the current network. When you are con-
nected to a wireless network, it is marked with a check mark and
the number of dark waves at the top of the menu indicates the

strength of the signal.
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Wi-Fi status. The first two items relate to Wi-Fi status. If it is
turned on, you see Wi-Fi: On at the top of the menu with the
command Turn Wi-Fi Off underneath it. If your Mac is searching
for a network to which to connect, the status is Scanning. If Wi-
Fi is not enabled, the status is Wi-Fi: Off and the command is
Turn Wi-Fi On.

Available networks. The second section of the menu shows you
all the networks within range of your Mac. If you are currently
connected to a network, it is marked with a check mark. If a net-
work is marked with the Lock icon, that network is secure and
you need a password to join it.

Join Other Network. You use this command to join a closed
network, which is one that doesn’t broadcast its identity and for
which you must know the network name and password.

Create Network. This command enables you to set up a wireless
network between computers. Choose the command and use the
resulting dialog box to create a wireless network. Other comput-
ers can use the network that you create to share files, play net-
work games, and access other services you want to provide.

Open Network Preferences. This command opens the Network
pane of the System Preferences application.

Connecting to Public Wi-Fi Networks

Connecting to Public Wi-Fi networks is actually quite similar to using Wi-
Fi to connect to your LAN. Here’s how to do it:

1.
2.

Open the Wi-Fi menu.

Wait a moment or two for your Mac to scan the area for available
networks. You see the networks available to you.

. Select the network you want to join.

. If prompted, enter the network’s password and click Join. For

most public networks, you don’t need a password to join the net-
work, but you do need to sign in to be able to access its
resources, including an Internet connection.
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5. Open Safari by clicking its icon on the Dock. The Safari web
browser opens and moves to your home page or to the provider’s
login page. If you move to your home page, skip the rest of these
steps. In most cases, you need to at least agree to terms and con-
ditions before you can access the Internet. In others, you need to
watch an ad to be able to access the Internet. Or, you might have
to obtain a temporary account to be able to do so.

6. Follow the onscreen prompts to be able to access the Internet.
For example, if you have to watch an ad to obtain access, do so.
If you have to have an account, you need to sign in to an existing
account or sign up for a temporary account, which involves a fee
(typically depending on how long you want to access the
account).

TIP: Skip the Ads

In many cases, a link that is something like, “If the video doesn’t
play, click here” appears along with the ad. You can usually skip
the ad just by clicking this link even if the ad does play correctly.

Working on a Local Network

Connecting to the Internet is just one of the useful things you can do with
a local network. You might find some of the following capabilities almost
as useful as Internet access:

» File sharing with AirDrop
» Sharing content in applications

» Sharing screens

Sharing Files with AirDrop

AirDrop makes copying files to other people’s Macs (running Mac OS X
Lion or later) simple. That’s because you don’t need to do any configura-
tion—your Mac automatically identifies any other Lion users with which
your Mac can communicate via Wi-Fi; the Macs don’t need to be on the

same network, but they do have to have Wi-Fi turned on. You can copy a
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file to another person just by dragging it onto his icon. Likewise, someone
can copy a file to your Mac by dragging it onto your icon.

To send a file to someone else, do the following:

1. Open a Finder window and click AirDrop on the Sidebar. Your
Mac locates any other Macs with which it can communicate via
Wi-Fi running Mac OS X Lion (or later) and that have an
AirDrop window open and presents an icon for each.

2. Open another Finder window and move to the file you want to
share.

3. Drag the file from the second window and drop it onto the per-
son’s icon with whom you want to share the file, as shown in
Figure 6.7.
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FIGURE 6.7 Sharing a file with AirDrop is as simple as dragging a file onto
someone’s icon.

4. In the resulting prompt, click Send. The file is sent to that per-
son. If he accepts the file, it is copied to his computer. If not, you
see a message telling you the file was rejected; click OK to clear
the message.
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TIP: Send Multiple Files at Once

You can drag multiple files onto an AirDrop icon to send them at
the same time. As the copy continues, a status ring fills around the
icon to show you its progress.

When someone AirDrops a file to you, you see a prompt on your screen as
shown in Figure 6.8. Click one of the following options:

» Save. The file is saved in your Downloads folder in your Home
folder.

» Save and Open. The file is saved in your Downloads folder and
opens in the associated application.

» Decline. The file isn’t copied, and the sender receives a message
stating you’ve declined the file.

?AirDmp
| (=] [©o)[s#:] (Q

Q\ bradm

£ vfa “William Wallace's MacBook" wants to send you
— 2 items.
] Book Proje...

[ Documents Save and Open Decline | [ Save |

|":\ TV Shows

(=] Movies
#\ Dictionary >s
[==] Desktop o

William Wallace's

A T
¥ Applications MacBook

% Grab
o Chess

% DVD Player
22 utilities
o4 HandBrake

iE) Pictures
o Disk Utility

R 1item

FIGURE 6.8 This prompt indicates someone wants to share a file with you.

TIP: Anytime AirDrop

To be visible to others via AirDrop, you must have it selected. If you
regularly use AirDrop to share files, open AirDrop in a dedicated
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Finder window and minimize that window on the Dock. That way,
your AirDrop is always available to others and you won’t be taking
up valuable desktop space with its window. If someone sends you
a file, the AirDrop window and prompt jump onto your desktop
automatically.

Sharing Content in Applications

Many applications enable you to share content with other people on your
network. iTunes enables you to allow other iTunes users to access the con-
tent in your iTunes Library on their computers; likewise, using iPhoto, you
can allow others to view your photos and even import them into their own
iPhoto libraries. How this works varies from application to application, but
a quick example using iTunes gives you the idea.

To share your content, configure the application using its Preferences:

1. Open Preferences and click the Sharing tab as shown in Figure 6.9.

Sharing

Lo BEew B @

General Playback Sharing  Store Parental Devices Advanced

Eshare my library on my local network

() Share entire library
Share selected playlists:

Music |
Movies

TV Shows L
Podcasts
iTunes U

Books

\21 Require password: !--------?

Home Sharing computers and devices update play counts

& Cancel | [SSSOKSS

FIGURE 6.9 You can share your iTunes music and video with other people
on your network.

2. Check the Share my library on my local network check box.

3. Click Share entire library or click Share selected playlists and
check the check box for each playlist you want to share.
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. To require people to enter a password before accessing your con-

tent, check the Require password check box and enter the pass-
word in the box.

Click OK. Your content becomes available on the network.

To access your content, the person selects the shared resources in the same
application on his computer.

Sharing Screens

Sharing screens enables you to control a Mac on your network as if you
are sitting in front of it.

To allow screen sharing, configure it on the Mac whose screen you want to
share by performing the following steps:

1.
2.

Open the Sharing pane of the System Preferences application.

Click the Screen Sharing service on the service list. The con-
trols for screen sharing appear.

. Click Computer Settings. The Computer Settings sheet appears.

. Click the Anyone may request permission to control screen

check box.

. Click OK. The sheet closes.
. Click the All users radio button.

. Click the On check box for Screen Sharing. Screen sharing ser-

vices start, and the Mac is available to users on your local net-
work. The Screen Sharing status becomes On, as shown in
Figure 6.10.
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(- M) Sharing

(1> [Showai | a

Computer Name: Brad Miser's MacBook Pro

Computers on your local network can access your computer at: Edit
Brad-Misers-MacBook-Pro-3.local

[Ton service | ® Screen Sharing: On
| DVD or CD Sharing Other users can access your computer's screen at vne://10.0.1.16/ or by
[ Screen Sharing looking for “Brad Miser's MacBook Pro * in the Finder sidebar.
™ File Sharing Computer Settings...
Printer Sharing

Scanner Sharing -
Allow access for: (=) All users

Web Sharing

Remote Login _ Only these users:
Remote Management A Brad Miser
Remate Apple Events 24 Administrators
Xgrid Sharing

Internet Sharing
Bluetooth Sharing

n
] l\ Click the lock to prevent further changes.

FIGURE 6.10 This Mac is configured to allow others to request to share its
screen.

To share the Mac’s screen, do the following:

1. Open a Finder window.

2. On the Sidebar, select the Mac whose screen you want to share.
3. Click Share Screen as shown in Figure 6.11.
4

. Click Ask to share the display. If the person using the Mac
accepts your request, the Screen Sharing application opens. The
other Mac’s desktop appears within the Screen Sharing window
on your Mac as shown in Figure 6.12.

The Screen Sharing window, which has the name of the Mac whose screen
you are sharing as its title, contains the desktop of the Mac whose screen
you are sharing, including open Finder windows, applications, and docu-
ments. When your cursor is inside the Screen Sharing application window,
any action you take is done on the Mac whose screen you are sharing.
When you move outside the window, the cursor for your Mac separates
from the shared Mac’s cursor and the shared Mac’s cursor freezes (unless,
of course, the user at that Mac is doing something, in which case you see
the results of her actions).
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808 B Brad Miser's MacBook Pro
lal>] TS e | [ e~ | Q
FAVORITES

=l All My Files -

a;‘_) AirDrop

Desktop Brad Miser's MacBook Pro

5} sirwilliamw... Connected as: Guest

A Applications (_ ConnectAs...

[ Documents (_ Share Screen...

LTS [ Test Account’s Public Folder L

I3 Music (i Robert the Bruce's Public Folde

%# Book Files [ Brad Miser's Public Folder "
SHARED

1 Brad's Mac...

= Time Caps...
DEVICES

| iDisk )

@ Network + I Brad Miser's MacBook Pro

E4 3 items.

FIGURE 6.11 Select a Mac and click Share Screen to access that Mac over
the network.

#  Screen Sharing Connection  Edit View  Window  Helg O B 3 T 4 EReos B Tue9:27 AM  Brad Miser Q0
L EEN: N — 21 Wil Wallacwls MacBiaake s e e L
W Salari File Edt WView History Bookmarks Window Help £ 0D =4 (@R [ Tee %27 AM William Wallace O

Parkdes
@ v+ e . #2675 € (O Cosg
tns [T B omsierte Login  Aswe  Yatos! Google Mise | TeuTalw  Wikisedid  Mrws 6617 Pusers

Emas Bigrun | Proeust Ragerraten | Sevs L sownr

Uitra Micro Series | Park Flyers | 8ind-N-Fly | Community | Support

F4U Corsair PNP T00naT Progin fiter
Fly o Trua American Classic’ with realistic 3= swcciirs)
fne ed dotalls ) manla For; $179.99

where Lo buy |
*At pattisipatiog reisdars
Specificationn

Wngupar 448 (n (1118me)

L ]
Fipheg Waight, 30 0 (381 g1

S Pt Tl ]

FIGURE 6.12 In the Screen Sharing application window, you see the desk-
top of the Mac being shared.
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Summary

In this lesson you learned how to connect your Mac to the Internet and a
local network; you also learned how to take advantage of local network
services. In the next lesson, you learn how to install and use printers.
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Installing and Using
Printers

In this lesson, you learn how to configure and use printers.

Understanding Printing Options

Printing is an important capability for almost any Mac user. Fortunately,
Mac OS X Lion supports many kinds of printers, and the tools you use to
install and work with printers are both powerful and easy to use.

Understanding Printer Types

Most Mac users use either inkjet or laser printers.

Inkjet printers produce excellent quality text and good-to-excellent quality
graphics. For personal printers or those shared by only a few people,
inkjets are hard to beat. Quality inkjet printers are inexpensive. Support for
many Hewlett-Packard, Lexmark, Epson, and other inkjet printers is built
in to Mac OS X.

Laser printers produce superb quality for both text and graphics. They are
also very fast and are the best choice for network printing. Black-only
laser printers are inexpensive, but color laser printers can be a bit pricey.
Though more expensive than inkjet printers, laser printers are also quite
affordable, especially if you get a refurbished model.

A factor to consider when selecting a printer is that inkjets use a lot of ink
and cartridges are expensive. If you do a lot of printing, a laser printer can
be a less expensive option in the long run when you consider the cost of
the consumable supplies (ink versus toner). Or, you might consider a laser
printer for black-and-white printing and an inkjet for color printing.
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Understanding Printer Connection Options

There are three ways you can connect a printer to your Mac: directly
through USB or Ethernet, through a wired or wireless network, or through
a direct wireless connection.

To connect a printer directly to your Mac, you simply attach the printer
cable to the appropriate port on your Mac (USB or Ethernet).

How you connect a printer to a network depends on the type of network
you are using. If you are using an Ethernet network, you attach a cable
from the nearest hub to your printer. If your network includes an Apple
base station, you can connect a printer to the base station’s USB or
Ethernet port to share that printer on the network.

Some printers support a direct wireless connection with a Mac, through
Wi-Fi or Bluetooth. How you connect this type of printer depends on the
specific model. The other two connection options are much more common.
If you choose a printer that supports a direct wireless connection, refer to
its documentation for help installing and configuring it.

Understanding Printer Sharing

Mac OS X Lion supports printer sharing. This enables you to share a
printer connected directly to your Mac (or through a network for that mat-
ter) with other Macs with which your Mac can communicate. The advan-
tage of this is that you don’t need any additional network hardware to be
able to access a single printer from multiple Macs. The downside is that
the Mac must be turned on and connected to the printer for the printer to
be shared.

For that reason, it is generally better to connect a printer to a network to
share it among multiple devices, but in this lesson, you learn how to share
a printer in case you need to do so.

Understanding PDF

The Portable Document Format (PDF) was created by Adobe as a means
to share documents among computers without requiring those computers
to have the same applications and fonts. Over time, PDF has become the
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standard for electronic documents, especially for sharing over email, the
Web, and so on.

Mac OS X Lion includes support for PDF documents. You can save a file
as a PDF document from any application. You can also view PDF docu-
ments using the Preview application.

Installing and Configuring a
Printer Connected to a Mac

Connecting a printer directly to a Mac and configuring (or sharing) it is a
straightforward operation. There are two required steps and one optional
step. First, connect the printer to the Mac. Second, configure the printer.
The third, and optional, step is to share the printer with other Macs.

Connect the printer to the Mac’s USB or Ethernet port using the required
cable.

NOTE: USB Printer Connections

It's much more common to use USB to connect a printer to a Mac
than Ethernet, but if a printer supports an Ethernet connection, you
can use that to connect it to a Mac. Because Macs typically have
only one Ethernet port, using it for a printer means you use it to
connect the Mac to a network, which is the more typical use of
Ethernet ports.

Next, configure the printer by performing the following steps:
1. Open the Print & Scan pane of the System Preferences application.
2. Click the Add (+) button.

3. If prompted, choose Add Other Printer or Scanner. The Add
Printer window displays with the Default tab selected.

4. Select the printer you want to configure as shown in Figure 7.1.
The printer’s name is entered and the driver is selected on the
Print Using pop-up menu automatically.
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8e0e Add Printer
e =z 3 a
L L
Default | Fax IP Windows Search
| Printer N | Kind
HP Officejet J4500 series USBE

Name: .HP Officejet 4500 series
Location: 7';N'i[liam Wallace's MacBook

Print Using: | HP Officejet J4500 Series

Add

FIGURE 7.1 Lion identifies printers connected to a USB port; select one to
configure it.

5. If you want to give the printer a different name, edit the name
shown in the Name field. By default, this is the model of printer
you selected.

6. Type the location of the printer in the Location field; in most
cases, you should leave the default information.

7. Click Add. The printer is set up and the Add Printer window
closes.

NOTE: Printer Drivers

Mac OS X Lion, like all operating systems, requires specific printer
driver software to be able to communicate with a printer. In almost
all cases, the system already has the driver software and selects it
automatically on the Print Using pop-up. If this doesn’t happen,
open the Print Using menu and select the driver you want to use. If
you can’t find an appropriate driver, you need to download it from
the manufacturer’'s website and install it on your Mac.
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8. If you want the printer to be your default, choose it on the
Default printer pop-up menu.

9. Choose the default paper size on the Default paper size
pop-up menu.

Test the printer by printing a document (information about printing is
covered later in this lesson). If the print job works correctly, you are done
installing and configuring the printer.

If you want to share the printer with other Macs on your network, perform
the following steps:

1. Click the Sharing Preferences button on the Print & Scan pane.
The Sharing pane opens.

2. Check the Printer Sharing check box to start printer sharing
services.

3. Check the check box next to a printer you want to share.

4. Configure the people who have access to the printer using the
Users list. By default, the group Everyone has the Can Print per-
mission as shown in Figure 7.2. This means everyone on your
network can print to the shared printer. In most cases, this is what
you want. However, if you want to limit access to printing,
choose No Access on the pop-up menu next to everyone. Then
add the people with whom you do want to share the printer and
give them Can Print permission. Anyone that is on the same net-
work and who has permission to print to the printer can use it.

Installing and Configuring a
Network Printer

Although sharing a printer is useful, it is limited because it depends on the
Mac sharing the printer being turned on and connected to the network. It is
usually better to share a printer by first connecting a printer to a network
and then accessing the printer from any Macs, PCs, or other devices that
are also connected to that network.
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80 Sharing
| < || ShowaAll | Q| )

Computer Name: William Wallace's MacBook
Computers on your local network can access your computer at:

William-Wallaces-MacBook.local Edit...

On  Service @ Printer Sharing: On
DVD or CD Sharing Printer Sharing allows others on your network to use printers connected to
Screen Sharing this computer.
E‘ File Sharing Open Print & Scan Preferences...
E‘ Printer Sharing
Scanner Sharing Printers: Users:
Web Sharing [ i HPColor Laser)... £t Everyone Can Print &
Remote Login ™ == HP Officejet J45...
Remote Management = Schoolrcom Pri...
Remote Apple Events
Xgrid Sharing

Internet Sharing
Bluetooth Sharing

In
| Click the lock to pravent further changes. ?

FIGURE 7.2 The Officelet printer is accessible to everyone on the network;
the other two are not being shared.

First, connect the printer to the network. There are a couple of common
ways to do this, which are the following:

» Connect the printer to an AirPort base station or other network
routing device using its USB port or an Ethernet port.

» Connect the printer to an Ethernet port on a hub that is part of the

network.

After the printer is connected to the network and is turned on, you can
configure a Mac to access it by performing the following steps:

1. Open the Print & Scan pane of the System Preferences application.

2. Click the Add (+) button. The printers available on the network
are scanned and presented on the drop-down list in the Nearby
Printers section as shown in Figure 7.3 or they appear in the Add
Printer dialog box as shown in Figure 7.1.
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(- Ns) Print & Scan

HP Photosmart C5100 series

HP Photosmart C510...

= Idle, Default | .
— Open P_rin[ Queue...

Optlon_s & Squlies...

tion: William Wallace's MacBook

d: HP Photosmart C5100 series
tus: idle

Sharing Preferances

il . Printer sharing is turned off.

Add Other Printer or Scanner...
t printer: | HP Photosmart C5100 series

HP Color Laserjet 2600n [\, per size: | US Letter

Bluetooth DUN ?

FIGURE 7.3 Lion automatically locates printers on the network.

3. Select the printer to which you want to connect. The Set Up

sheet for the printer appears. You use this to configure the

printer’s options. The options you see depend on the capabilities

of the printer.

4. Configure the options for the printer.

5. Click OK. You return to the System Preferences application and

see the printer you selected on the list of printers.

6. If you want the printer to be your default, choose it on the
Default printer pop-up menu.

7. Choose the default paper size on the Default paper size
pop-up menu.

Test the printer by printing a document (information about printing
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appears in the next section). If the print job works correctly, you are done

installing and configuring the printer.
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Printing

Printing under Mac OS X Lion is straightforward. There are two basic ele-
ments of the print process. One is to select a printer and configure the print
job. The other is to manage the print job.

Selecting and Configuring a Printer

All applications use the File, Print command or cmd+P to print. This com-
mand brings up the Print dialog box. The first step in printing is to select
the printer you want to use. This defaults to the default printer selected on
the Print & Scan pane, but you can choose any printer with which your
Mac can communicate. After you select a printer, the dialog box config-
ures itself based on the printer you selected; each printer has its own
options so the tools and controls you see in the dialog box change based
on the printer you are working with.

For any printer, the Print dialog box has two modes: one is where the
details are hidden, as shown in Figure 7.4, and the other provides access

Printer: | HP Officejet J4500 series
Presets: | Default Settings
Copies: [l J =

Pages: | All

Documents Stack

lofl

?) | PDF = | | Show Details Cancel | [Reintes]

FIGURE 7.4 If you don’t need to change the printer’s settings, this dialog
box is all you need to print documents.

www.it-ebooks.info


http://www.it-ebooks.info/

Printing 125

to all the configuration tools for the selected printer, as shown in Figure
7.5. To show or hide the details, click Show Details or Hide Details,
respectively.

0 e «| About Stacks (1 page)

Printer: | HP Officejet J4500 series

- Presets: | Default Settings

1

Copies:

Documents Stack Pages: (%) All
= From: 1 to: |1
£= ;
g Paper Size: | US Letter + | B.50 by 11.00 inches

Orientation: ]l 'i_

Preview

™ Auto Rotate
) Scale: 100 %

lof1 Scale to Fit:

Copies per page: | 1

?) [ PDF ~| [ Hide Details Cancel | [Eprint]

FIGURE 7.5 Showing the details enables you to configure all of a printer’s
options.

Use the pop-up menus, radio buttons, and boxes on the Print sheet to con-
figure the print job (the menus vary, depending on the type of printer you
are using). When you are ready to print, click Print.

Managing the Print Process

While documents are printing, you can use the printer’s application to
manage its print jobs, such as to cancel a document that is printing. As
soon as you click the Print button, the print process starts and the printer’s
application opens, as shown in Figure 7.6.
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8ne == HP Officejet J4500 series (1 Job)

©°0 @ &

Delete Hold Job Info Pause Printer Supply Levels Printer Setup

Printing “About Stacks”

? Printing page 1, 0% complete...

Status Name sent Completed
Printing About Stacks 11:48 AM

FIGURE 7.6 When you print, the printer’'s application opens, enabling you to
manage its print jobs.

The printer’s application shows you the status of the current print jobs;
you can use the buttons on its toolbar to delete a job by selecting it from
the list and clicking Cancel. You can also place a job on hold, get more
information about it, or pause it.

For some applications, you can also determine the status of the printer’s
ink or toner cartridges by clicking the Supply Levels button. The Printer
Setup button enables you to make more advanced configurations of the
printer.

When a print job has finished, you can quit the printer’s application or just
leave it open in the background.

Printing to PDF

Creating a PDF version of a document is a great way to share it via email,
over the Web, and so on. That’s because a PDF document is self-con-
tained; for example, it doesn’t depend on the viewing computer having the
same fonts installed on it to retain the document’s formatting. All that is
needed to view a document is an application capable of opening PDF
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documents; every computer platform and mobile device has at least one (in

most cases, many more than one) free application that can display PDF
documents.

Support for PDFs is built in to Mac OS X Lion, so you don’t need any
additional software to create PDF versions of your documents.

To create a PDF of a document, do the following:

1. Open the document for which you want to create a PDF, and
select the Print command.

2. Open the PDF pop-up menu and select Save as PDF. The Save
dialog box appears as shown in Figure 7.7.

3. Type a name for the PDF file you are creating and choose a loca-
tion in which to save it.

08 Save

Save As: .Sams Teach Yourself Mac OS X Lion v

Where: | [ Documents

Title: STY Mac OS X Lion Qutline
Author: Brad Miser

Subject: STY Mac OS X Lion Outline

Keywords: |  Lion Outline |

Security Options...

Cancel [—Save—|

FIGURE 7.7 Use this Save dialog box to create a PDF version of a
document.

NOTE: .pdf

The filename extension for PDFs is .pdf. It is added automatically,
so you just need to make sure you do not change it.

www.it-ebooks.info


http://www.it-ebooks.info/

128

10.

11.

LESSON 7: Installing and Using Printers

. Add title, author, and subject information.

. Create keywords (used during Spotlight and other searches) in

the Keywords field. (For information on Spotlight searches, see
Lesson 2, “Working on the Lion Desktop.”)

. If you want to require passwords for the PDF file to be used,

click Security Options. The PDF Security Options dialog box
appears as shown in Figure 7.8.

. If you want people to have to enter a password to open the PDF

file, check the Require password to open document check box
and type the password in the Password and Verify fields.

. If you want a password to be required for someone to copy con-

tent from the document, check the Require password to copy
text, images and other content check box and type the pass-
word in the Password and Verify fields.

. If you want a password to be required for the document to be

printed, check the Require password to print document check
box and type the password in the Password and Verify fields.

Click OK. The dialog box closes and you return to the Save
dialog box.

Click Save. The PDF file is created.

PDF Security Options

E‘ Require password to open document

E‘ Require password to copy text, images and other content
™ Require password to print document

Password: sesses

Password: |sssssss

Verify: l.......

Cancel | [SBK-|

FIGURE 7.8 You can protect a PDF by creating passwords to protect
various actions.
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NOTE: Viewing PDFs

Mac OS X Lion includes the Preview application, which is its default
PDF reader. An overview of Preview is provided in Lesson 4,
“Touring Lion’s Applications.” You can also download the free Adobe
Reader from www.adobe.com.

Summary

In this lesson you learned how to install, configure, and use printers. In the
next lesson, you learn how to work with mice, trackpads, and keyboards.
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LESSON 8

Working with Mice,
Keyboards, and
Trackpads

In this lesson, you learn how to configure and use mice, keyboards, and
trackpads to control your Mac and to provide input to it.

Understanding Input Devices

Until we arrive at the neural interfaces predicted by science fiction, we
need physical ways to control and provide input to our Macs. In this les-
son, you learn about the three primary input devices with which you are
likely to work: mice, keyboards, and trackpads.

There are many types of these devices available from Apple and other
manufacturers. The options include different physical controls, such as the
number of buttons, and special functions, such as the ability to program
the device to perform specific actions at the push of a key. iMacs include
Apple’s Magic Mouse and Wireless Keyboard, and Mac Pros feature the
Magic Mouse and a wired keyboard with the computer. MacBooks and
MacBook Pros include built-in keyboards and trackpads. The Mac mini
doesn’t come with any input devices.

There are other types of input devices that you might use, including tablets
that enable you to provide input to your Mac via a pen, headsets that
enable you to speak to your Mac, and so on. However, mice, keyboards,
and trackpads are the types of input devices you are most likely to use and
are the focus of this lesson.
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Regardless of the specific device you want to use, there are two general
steps to working with input devices:

1. Connect the device to the Mac. There are two basic ways to do
this. One is to use a USB cable. The other, and more common
way these days, is to use Bluetooth to connect with the device
wirelessly. (Of course, you don’t need to connect a MacBook’s or
MacBook Pro’s keyboard or trackpad because they are built in,
but you might choose to add an external device, such as a mouse,
to your mobile Mac.)

2. Configure the device. You use the relevant panes of the System
Preferences application to configure the device. For example, you
use the Trackpad pane to configure the gestures you want to use
on a trackpad.

NOTE: Old-Fashioned Wireless

Initially, wireless devices used radio frequencies (RF) to communi-
cate. Although this worked fine, and even had some advantages
over Bluetooth, RF required a transmitter that you had to connect
to the Mac, which was a nuisance, especially when you used a
mobile Mac. AiImost all wireless devices use Bluetooth, but if you
encounter one of the RF devices, you can use and configure them
in similar ways. You just need to take the additional step of con-
necting the RF transmitter to your Mac.

Working with Mice

At the risk of being pedantic, a mouse is a device that you move to cause
the pointer to move on the screen and whose buttons you use to take
action; the Apple Magic Mouse’s top surface also enables you to use ges-
tures to control your Mac as if you were using a trackpad. Many types of
mice are available, and they have different features and feel differently in
your hand. They also come in a variety of sizes. All current mice share the
capability to cause the pointer to move on the screen and have at least two
buttons, although most have more than that.
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Like other input devices, current mice connect to your Mac with a USB
cable or wirelessly.

Connecting to a Wired Mouse

This is kind of an obvious section because connecting a wired mouse is a
one-step task (but being a compulsive type, I needed to include it anyway).
Connect the mouse’s cable to a USB port on your Mac, on its display, or
on a USB hub. After the mouse is connected, you’re ready to configure
and use it.

Connecting to a Bluetooth Mouse

Using a Bluetooth mouse is nice for a couple of reasons. One is that a
cable doesn’t hinder your mouse movements. Another is that your mouse
doesn’t tie up a USB port, which is useful for so many things, such as con-
necting hard drives, iPhones, and so on.

A Bluetooth connection is set up between two devices through a process
called pairing, where each device recognizes the other and they are paired
so that they can communicate with each other. A single device can com-
municate with more than one other Bluetooth device at the same time.
Each device with which your Mac communicates over Bluetooth must be
paired separately.

Sometimes pairing requires you to enter a passcode on one or both of the
devices being compared, sometimes you just need to review the passcode
to make sure it is the correct one, and in other cases, no passcode is
involved.

Before you connect a Bluetooth device, make sure Bluetooth is configured
on your Mac by performing the following steps:

1. Open the Bluetooth pane of the System Preferences application.
The center part of the Bluetooth pane shows the devices with
which your Mac is currently communicating or the No Devices
message if you haven’t paired it with any devices yet (see
Figure 8.1).
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8o Bluetooth

[« ][ showal | Q
il Shaw All.,

"William Wallace's MacBook" is the name Bluetooth devices use to connect to this
computer.

M On @'Discoverab\e

Set Up New Device...

@1 Show Bluetooth status in the menu bar Sharing Setup... Advanced. .. i

FIGURE 8.1 This Mac is not paired to any Bluetooth devices—yet.

2. Check the On check box. Bluetooth services start.

3. Check the Discoverable check box. This makes your Mac dis-
coverable by other devices because your Mac transmits signals
that other devices can detect. You can still connect to your con-

figured Bluetooth devices when this box is not selected; your
Mac just won’t be able to be automatically detected by other
devices.

4. Check the Show Bluetooth status in the menu bar check box.
This places the Bluetooth menu on the menu bar, making it easier
to control Bluetooth from the desktop. You are ready to configure

a Bluetooth mouse.

NOTE: Advanced Bluetooth

If you click the Advanced button on the Bluetooth pane, a sheet
opens. On this sheet are additional configuration controls for

Bluetooth. These include how your Mac reacts if it doesn’t find a
keyboard, mouse, or trackpad when it starts up, whether Bluetooth
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devices can wake your computer, and so on. In most cases, the
defaults are fine, but you can also open the sheet to change them
if needed.

To connect a Bluetooth mouse to your Mac, you use the Bluetooth Setup
Assistant. Follow these steps:

1. Power up the mouse, and if it is not auto-discoverable, which
most mice are not, then press its discoverable button. This is usu-
ally a small button located on the bottom of the mouse. When
you push this button, the mouse goes into Discoverable mode,
which causes the device to start broadcasting a Bluetooth signal
your Mac can detect. Apple’s wireless mice become discoverable
when you turn them on (the Magic Mouse has a slider on the bot-
tom side that you use to turn it on); the green light on the bottom
of the mouse flashes when it is discoverable.

2. Open the Bluetooth menu and select Set Up Bluetooth Device
or, if the Bluetooth pane is still open, click Set Up New Device.
The Bluetooth Setup Assistant opens and searches for Bluetooth
devices.

3. Click the mouse to select it.

4. Click Continue. Your Mac attempts to pair with the device.
When the process is complete, the Conclusion screen displays.
The Bluetooth mouse is ready to configure.

5. Click Quit to close the assistant.

NOTE: Know When You Are Connected

You can use the Bluetooth menu’s icon to tell whether you are cur-
rently connected to a device. If you are connected, the icon
changes from a dark Bluetooth symbol to a gray symbol with three
dots across it. As you connect or disconnect devices, a graphic
icon momentarily appears on the desktop, too. For yet another way,
open the Bluetooth pane of the System Preferences application. In
the center part of the pane, the current status (such as Connected)
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of each Bluetooth device with which you've paired your Mac is
shown.

Configuring a Mouse

After you have connected a mouse to your Mac, configure its controls.
With this mouse, you can provide input using your fingers on the top sur-
face; these motions are called gestures. The following steps are for an
Apple Magic Mouse (mice that have other features are configured for
those specific features, but the general process is the same):

1. Open the Mouse pane of the System Preferences application, as
shown in Figure 8.2.

D

0 C Mouse

{ Point & Click =y

o Swipe between pages
Scroll left or right with one finger »

g Swipe between full-screen apps
Swipe left or right with two fingers

<] Mission Control
Double-tap with two fingers

Mouse battery level: @& 100%

FIGURE 8.2 Use the Mouse pane to configure how a mouse works.
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2. Point to the Scroll with finger direction gesture so it becomes
highlighted in a gray box. A video showing the finger motion and
what it does plays in the preview window. These videos help you
understand what each gesture does.

3. If you want the content you are viewing, such as a webpage, to
move in the same direction as your fingers, check the Scroll with
finger direction check box. For example, when you browse a
webpage and move your fingers toward the top of the mouse
(away from the Apple logo), the content of the page moves up
the screen. With this check box unchecked, when you move your
fingers toward the top of the mouse, the content of the page
moves down the screen.

4. Check the Secondary click check box to use a gesture to per-
form a secondary click. Like the other gestures, a video shows
you what the gesture is and what it does.

5. If you enabled the secondary click gestures, use its menu to
choose Click on right side or Click on left side.

6. Check the Smart zoom check box if you want to be able to
zoom by tapping twice with one finger.

7. Use the Tracking slider to determine how fast the cursor moves
relative to the mouse movement. If you move the slider to the
left, the pointer travels a smaller distance across the screen for
the same mouse movement.

NOTE: Mac OS X Lion Scrolling

If you've used a Mac or another computer before, you may find Mac
OS X Lion’s scrolling behavior with the check box in step 2 checked
a bit confusing because it is opposite of how prior versions of the
Mac OS X worked (which is how it works with the box unchecked).
Lion scrolling works like an iPhone, iPod, or iPad in that the content
moves in the same direction as your finger on the screen; i.e., you
pull down the screen to move content down. To me, this isn’'t quite
as natural when using a mouse as it is when you are using your fin-
gers directly on the screen. You might want to try using the mouse
with the check box checked and with it unchecked to see which
works better for you.
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NOTE: Third-party Hardware

Support for Apple hardware, such as mice, keyboards, and track-
pads, is built in to Mac OS X. For devices from other manufactur-
ers, you might need to install supporting software. Typically, these
devices include a software installer on a disc; otherwise, you can
download it from the company’s website. When you install the
device’s software, you might see configuration panes for the device
in the Other section of the System Preferences application. Use the
panes specific to the devices with which you are working to config-
ure those devices instead of Mac OS X’s default panes.

Working with Keyboards

Keyboards are used for two purposes: input and control. You use the input
function to type and the control function to activate commands, navigate,
and so on. Like mice, there are two basic types of keyboards, wired or
wireless. Also like mice, keyboards can have many features beyond just
the basics. You can choose the keyboard that has the features and comfort
level that best suit your preferences.

Connecting to a Wired Keyboard

Connecting a wired keyboard to your Mac is a simple matter of plugging
its USB cable into an available port on your Mac, a display, or a USB hub.
After that’s done, you are ready to configure it.

Connecting to a Bluetooth Keyboard

The steps to connect your Mac to a Bluetooth keyboard are quite similar to
those to connect it to a Bluetooth mouse (or any other Bluetooth device,
for that matter):

1. If you haven’t enabled Bluetooth on your Mac, do so using the
first set of steps in “Connecting to a Bluetooth Mouse” earlier in
this lesson.

2. Turn on the keyboard and place it in Discoverable mode. Some
keyboards have a button that you push. The Apple Wireless
Keyboard goes into Discoverable mode when you turn it on.
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3. Open the Bluetooth menu and select Set Up Bluetooth Device.
The Bluetooth Setup Assistant appears and begins scanning for
devices.

4. Select the keyboard and click Continue, as shown in Figure 8.3.

80 Bluetooth Setup Assistant

‘Welcome to the Bluetooth Setup Assistant.

When your device appears in the list, select it and click Continue. If you
don't see your device in the list, make sure it is powered on and
“discoverable.” For more information, see the documentation that
came with your device.

Devices Type

a4« Searching for Bluetooth devices.

FIGURE 8.3 Choose the keyboard with which you want to connect via
Bluetooth.

5. On the keyboard, type the passkey shown in the Assistant win-
dow and press Return. If you enter the correct passkey, the
Conclusion screen displays, indicating the two devices are paired.
The keyboard is ready to configure.

6. Click Quit.

Configuring a Keyboard

The following steps show an Apple Wireless Keyboard being configured,
but configuring other types of keyboards is similar:

1. Open the Keyboard pane of the System Preferences application.
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2. Click the Keyboard tab.

3. If you are configuring a MacBook or MacBook Pro’s internal

keyboard, a USB keyboard, or an Apple Wireless Keyboard, skip
to step 5 because you move directly to the configuration screen
shown in Figure 8.4.

Keyboard
Show All _'-__;, )

| Keybo Keyboard Shoricuts
Key Repeat Delay Until Repeat
0% Siow Fast Loog shert

Use all F1, F2, etc. keys as standard function keys
When this opton 15 selected. press the Fn key 1o Lse the special
features printed on each key.

Show Keyboard & Character Viewers in menu bar | Input Sources...

Modifier Keys

Keyboard battery level: @} 47% Set Up Blustooth Keyboard. ?

FIGURE 8.4 Use this screen to configure a keyboard.

. Click the Set Up Bluetooth Keyboard button.

. When the keyboard is found, click Continue. You move to the

configuration screen for the keyboard.

. Use the Key Repeat slider to set how fast a key repeats when

you hold down the key.

. Use the Delay Until Repeat slider to set how much time passes

while you are holding down a key until it starts repeating.

. Check the Use all F1, F2, etc. keys as standard function keys

check box if you don’t want the function keys to perform the
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special functions as indicated by their icons and want them to act
as regular function keys instead. For example, with the check box
unchecked, pressing F4 opens the dashboard; with it checked,
pressing F4 activates whatever command is associated with that
key in an application.

TIP: Aiternate Function Keys

You can activate the “other” function of a function key by holding
down the fn key when you press it. For example, if pressing F4
opens the Dashboard, you can press fn+F4 to activate the com-
mand associated with the F4 key in an application.

9. If you want the Keyboard & Character Viewers to be shown via
the Input menu on the menu bar, check the Show check box.

NOTE: Keyboard Shortcuts

Keyboard shortcuts are an important tool in using a Mac more effi-
ciently. For example, instead of opening an application’s menu and
selecting the Quit command, you can just hold down the cmd key
and type Q. Many keyboard shortcuts are ready for you to use; they
appear next to the associated commands on menus. You can
change default keyboard shortcuts and create your own using the
Keyboard Shortcuts tab on the Keyboard pane.

TIP: Keyboard Lighting

MacBook Pro and MacBook Air keyboards have backlit keys. You
can use the Automatically illuminate keyboard in low light check
box to enable this. Then use the slider to determine how long the
lighting remains on.

Working with a Trackpad

A trackpad is nice because it stays in one place and only your fingers have
to move; plus, it enables you to use all kinds of gestures to control your
Mac. If you’ve used an iPhone, iPod, or iPad, you know how convenient
this can be. If you have a MacBook, MacBook Air, or MacBook Pro, a
trackpad is built in. If you have another type of Mac, you can add an exter-
nal trackpad such as Apple’s Magic Trackpad that replicates the features of
the trackpad in mobile Macs.
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NOTE: Connecting to a Magic Trackpad

Before you can configure a Magic Trackpad, you must connect it to
your Mac. Use the same steps as described for a Bluetooth mouse
or keyboard.

To configure a trackpad, use the following steps (which are based on a
MacBook Pro’s internal trackpad):

1.

If you are configuring an external trackpad, power it up and con-
nect it to your Mac.

. Open the Trackpad pane of the System Preferences application.

. If you are configuring a mobile Mac’s internal trackpad or there

is only one Bluetooth trackpad connected to your Mac, skip to
step 4 because you move directly to the configuration screen
shown in Figure 8.5.

. If you have more than one Bluetooth trackpad available, click the

Set Up Bluetooth Trackpad button.

. When the trackpad is found, click Continue. You move to the

configuration screen for the trackpad.

Now configure the gestures you want to use; gestures are
motions of your finger on the trackpad. You can use one-finger,
two-finger, three-finger, and four-finger gestures to scroll,
navigate, and so on.

. Click the Point & Click tab. The gestures for pointing and

clicking are shown.

. Point to a gesture you are interested in using. A video showing

the finger motion and what it does plays in the preview window.
These videos can help you understand what each gesture does.

. To enable a gesture, check its check box. For example, if you

want to be able to perform a secondary click with a gesture,
check the Secondary click check box. When you check a box,
the associated gesture is enabled.
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80 Trackpad

4 > | Showall | (@

Scroll & Zoom | More Gestures |

M Tap to click

Tap with one finger

i

o Secondary click
= Click or tap with two fingers v

o Look up
= Double-tap with three fingers

= Three finger drag
= Move with three fingers

4

Tracking Speed

: g
Slow Fast i3
e e -
Set Up Bluetooth Trackpad... ?

FIGURE 8.5 You can use the Trackpad pane to determine how your
trackpad works, including the gestures you want to use.

9. If the gesture has options, use the pop-up menu to configure
them. For example, when you use the secondary click gesture,
you can select Click or tap with two fingers, Click in bottom
right corner, or Click in bottom left corner to choose the spe-
cific gesture you want to use. When you change an option, the
gesture’s video is updated so it reflects the change you made.

10. Repeat steps 7 through 9 to configure all of the Point & Click
gestures.

11. Use the Tracking Speed slider to determine how fast the cursor
moves relative to your finger movement. If you move the slider
to the left, the pointer travels a smaller distance across the screen
for the same finger movement.
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12. Click the Scroll & Zoom tab.

13. Use steps 7 through 9 to configure the gestures you want to use
for scrolling and zooming.

14. Click the More Gestures tab.

15. Use steps 7 through 9 to configure these gestures, which include
working with Mission Control, the Launchpad, and so on.

NOTE: Mac OS X Lion Scrolling

If you've used a Mac or other computer before, you may find Mac
OS X Lion’s scrolling behavior with the check box in step 6 checked
a bit confusing because it is opposite of how prior versions of the
Mac OS X worked (which is how it works with the box unchecked).
Lion scrolling works like an iPhone, iPod, or iPad in that the content
moves in the same direction as your finger on the screen; i.e., you
pull down the screen to move content down. To me, this isn’t quite
as natural when using a mouse as it is when you are using your fin-
gers directly on the screen. You might want to try using the mouse
with the check box checked and with it unchecked to see which
works better for you.

Summary

In this lesson you learned how to use the primary types of input devices,
which are mice, keyboards, and trackpads. In the next lesson, you learn
how to configure and use Mac OS X Lion user accounts.
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Configuring and
Managing User
Accounts

In this lesson, you learn how to create and manage user accounts on your
Mac. You also learn how to configure the login process and use Fast User
Switching.

Understanding User Accounts

Mac OS X Lion is a multiuser operating system, which simply means it is
designed to be used by multiple people on the same Mac. Like using other
kinds of user accounts, to access a Lion user account, you log in to the
software using a username and password. After you’re logged in, you have
access to the system resources and personalization associated with that
user account.

NOTE: Never Logged In?

It's entirely possible that you've used your Mac without ever enter-
ing a username and password. That’s because Lion includes the
Automatic login feature that logs in to a designated user account
automatically. You learn how to enable or disable this feature later
in this lesson.

Each Mac OS X user account can include the following:

» System preferences, such as Dock configuration, desktop picture,
and so on.
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Application preferences, such as default fonts, view options,
and so on.

Account configurations, including email accounts.

Ability to install applications and configure other aspects of Mac
OS X Lion.

Home folder, which is where all the user’s documents and per-
sonalization are stored.

Restrictions that can include access to only specific applications,
system functions, or people (via text chatting or email).

Even if you don’t share your Mac with others, you should configure at
least one additional user account on it. (As noted, you already created one
user account the first time you started up Mac OS X Lion.) In addition to
the initial user account, you should create a “clean” account, meaning one
under which you don’t change any default preferences, that you can use to
troubleshoot problems.

Mac OS X includes the following types of user accounts:

» Administrator. Administrator accounts are the second-most

powerful type of user account; when logged in under an
Administrator account, you have complete access to the System
Preferences application to make changes to the operating system,
such as to create and manage user accounts and change network
settings. Administrators can also install software that everyone
who uses the Mac can access.

NOTE: My First User Account

The first time you started up Mac OS X Lion, you created a user
account, though it isn’t obvious that is what you are doing. This
first user account is an Administrator user account.

» Standard. Someone logged in under a Standard user account can

only make changes related to that specific account. For example,
a Standard user can change her desktop picture and application
preferences but can’t install applications or create other user
accounts.
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» Managed with Parental Controls. The Lion Parental Controls
feature enables you to limit the access that a user has to various
kinds of content, such as email and websites. When you manage
this kind of account, you determine specific types of content,
applications, and other areas the user can access. People using
this type of account are prevented from doing all actions not
specifically allowed by their Parental Control settings.

» Sharing Only. This type of account can only access your Mac to

share files across a network and has no access to the operating
system or other files that aren’t being shared.

» Group. Access to folders and files on your Mac is determined by

each item’s Sharing and Permissions settings. One of the ways
you can assign privileges to an item is by configuring a group’s
access to it; a group user account is a collection of user accounts
and is used only to set access privileges. You create a group,
assign people to it, and then use the group to set access permis-
sions for files and folders.
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NOTE: Root Account

If you read closely, you might have noticed | called the
Administrator user account the second-most powerful kind of
account. There is one more type of account, which is called the
root account. Mac OS X is based on the UNIX operating system,
which is where the root account comes from. The root account is
even more powerful than an Administrator account because it has
no limits on what you can do while logged in under it. You can
delete critical system files, access any system resources, and so
on. The root user account is typically only useful when trou-
bleshooting problems. In fact, most Mac OS X Lion users never
need to use it, and so its details are not included in this lesson.

Creating User Accounts

You can create as many user accounts of the various types as you’d like.

As mentioned previously, you should have at least two Administrator user

accounts, which include the account created during the initial startup
process and a troubleshooting account.
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You can create Administrator, Standard, Managed with Parental Controls,
or Sharing Only user accounts by performing the following steps:

1. Open the Users & Groups pane of the System preferences appli-
cation, as shown in Figure 9.1. On the list on the left side of the
window are the current user accounts. The user account under
which you are logged in appears at the top of the list, and its
details appear in the right pane of the window along with the
tools you use to configure that account. At the bottom of the user
list are the Login Options button, the Add and Remove buttons,
and the Action menu.

e n Users & Groups
| 4 > || ShowAll | Q

" Brad Miser — .
3 admin
- Change Password...

‘ Edward Longshanks

F& Lion Share Full name: Brad Miser
1 Wallace Apple ID: Change...
& i 9

L Guest User
Address Book Card: Open...
@Nfow user to reset password using Apple ID

E‘ Allow user to administer this computer

Gj Login Options

Enable parental controls Open Parental Controls..

il
'] ﬂ Click the lock to prevent further changes. ?)

FIGURE 9.1 You administer the user accounts on your Mac using the Users
& Groups pane of the System Preferences application.

2. Authenticate yourself if needed.

NOTE: Authentication

Certain changes you make, such as creating user accounts, are
limited to Administrator user accounts. Before you can perform
these actions, you have to authenticate yourself as an
Administrator. You typically do this by clicking a locked “lock” icon,
entering an Administrator account’s username and password, and
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clicking Unlock. You have to do this even if you are already logged
in under an Administrator user account.

3. Click the Add button. The New Account sheet appears.

4. On the New Account pop-up menu, choose the type of account
you want to create. For example, pick Standard to create a
Standard user account or Administrator to create an
Administrator account. The rest of these steps are for a Standard
account, but you can use the same basic process to create any
type of account.

5. Type a name for the account in the Full Name field. This can be
just about anything you want, but usually a person’s actual name
works best.

6. Edit the account name if you want to change it. By default, this
name is all the words in the full name combined with no spaces,
but you can change it to be something else. This name appears in
a number of places, such as in the path to the user’s Home folder.
It’s a good idea to keep the account name short, and you can’t
include any spaces or special characters in it.

CAUTION: No Password

You can leave the password fields empty, and the user account
won'’t have a password. Although this is convenient for the user, it
isn’t secure. You should usually include a password, and you
should always include one for Administrator accounts.

7. Type the user’s password in the Password and Verify fields. You
can create any password you’d like; try to include at least eight
characters and mix in numbers and letters to boost security.

TIP: Creating Passwords

If you want some help creating passwords, click the Key button
next to the Password field. The Password Assistant opens; you can
use it to create passwords and see their level of security.
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8. Type a hint about the password in the Password hint box. This
hint helps a user log in to his account when he can’t remember
the password.

9. Click Create User as shown in Figure 9.2. The user account is
created and appears on the list of accounts. You are ready to cus-
tomize it by adding an image and configuring other elements.

New Account:
Full Name:
Account name:
Password:

Verify: .

Standard

.ann Earp

wyattearp

|

(Recommended) |

Password hint: [Your best friend's nickname

Z

Cancel | | Create User |

FIGURE 9.2 This user account is ready to be created.

After you’ve created a user account, you can immediately configure its
other properties, or you can update the account at any time.

An image, such as a photo or other graphic, can be associated with user
accounts; user account images appear in various locations, such as the
Login window. Mac OS X automatically chooses an image for each user
account from the default images it has. You can leave this image as is, or
you can use the following steps to customize the user account with an

image of your

choice:

1. Move to the Users & Groups pane of the System Preferences
application and authenticate yourself (if needed).

2. On the Accounts list, select the user account with which you
want to associate an image.
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. Click the image well, which is the box located to the left of the
Change or Reset Password button. (When you select the account
currently logged in, the button is Change Password; when you
select a different account, the button is Reset Password.) The Edit
picture sheet appears. At the top of the sheet is the Edit Picture
command. Below that are Lion’s default images.

. To choose one of the default images, select its icon from the pop-
up menu and skip to step 8.

. To use a custom image, click Edit Picture. The Edit Picture
sheet appears. In the center pane, the current image appears. At
the top is a pop-up menu that enables you to select any picture
you’ve recently used. Toward the bottom of the sheet is the size
slider, and below that is the button you use to capture a photo
with your Mac’s camera. At the very bottom are the buttons you
use to choose an image from the desktop, cancel the change, or
select the picture.

. To use a photo as the account’s picture, position the camera so it
captures the photo you want to use and click the Take photo
snapshot button. The timer activates and, when it expires, the
photo is taken; skip to step 8.

. To use a graphic file on your Mac as the account’s picture, click
Choose, move to and select the image you want to use, and click
Open. The image you selected is copied into the sheet, as shown
in Figure 9.3.

. Set the portion of the image that is displayed by dragging the
slider to the right to include less of the image or to the left to
include more of it. The portion of the image that will be dis-
played is shown within the selection box; the part of the image
outside the box and grayed out will not appear.

. Drag the image inside the box until the part you want to be dis-
played is contained within the box. You might need to use the
slider in conjunction with this step to get the image the way you
want it to look.
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| Recent Pictures v

@4 Take photo snapshot
| Choose... | | Cancel | @

FIGURE 9.3 I've added this user’s image to his account.

10. Click Set. The Edit Picture sheet closes, and the image you con-
figured appears in the Image well on the Accounts Users &
Groups pane.

Now configure the following options to complete the setup of the user
account:

» If the user has a an Apple ID, click Set, type his Apple ID in that
field on the resulting sheet, and click OK. This associates the
user’s Apple ID account with the Mac OS X user account.

» To allow the user to reset his user account password with his
Apple ID, check the Allow user to reset password using Apple
ID check box. This adds another way (in addition to using the
hint you configure) for the user to be able to regain access to his
Mac OS X user account should he forget his password.

» To allow the user to administer the computers, check the Allow
user to administer this computer check box. This changes the
account’s type to Administrator.
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» When you select the account currently logged in, you can click
the Open button to set the user’s Address Book card.

» The remaining option enables you to configure Parental Controls
for the user account, which is covered in the next section.

153

NOTE: Sharing Only

A Sharing Only user account has the fewest options; you can set
its image, apply an Apple ID, or allow the user to reset the pass-
word using the Apple ID.

Creating a Group user account is simple:
1. Create the user accounts you want to place into a group.

2. Select Group on the New pop-up menu on the New Group sheet,
and enter the group’s full name.

3. Click Create Group. The sheet closes and the user accounts on
your Mac appear in the Membership area.

4. Check the check box for each user you want to place in the
group, as shown in Figure 9.4.

(- Ns] Users & Groups
| < | > || ShowaAll | Q
" Brad Miser Name: Sharing Group
Admin
' Edviand - Membership:
\ iward Longshanks
‘ ! ged M n Brad Miser
Lion Share
P:‘- Sharing Only ‘ Edward Longshanks
William Wallace
\_é) :,‘ i F& Lion Share
B Vet Earp @ & william Wallace
L ?HEH L.lser ] ;5 Wyatt Earp
v
Sharing Group
Gj Login Options ‘
e e
+ - #-
.p
'] Click the lock to prevent further changes. ?

FIGURE 9.4 This group includes the users whose names are checked.
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NOTE: Guest User

The Guest User account is created automatically. You can use this
account to determine whether guests are allowed to log in to your
Mac. When a guest logs in, she can access public resources or
those you have shared with Everyone. You can also allow or prevent
guests from accessing shared folders.

Applying Parental Controls to
User Accounts

Parental Controls enable you to limit the access a user has to various areas
of Mac OS X Lion and to certain functionality. Although the name of the
feature implies it is useful for parents, you can use it for anyone who
might benefit from having a simpler user interface and who would benefit
from having fewer options. To apply Parental Controls to a user account,
use one of the following options:

» When you create a new user account, select Managed with
Parental Controls on the New Account pop-up menu.

» Select a user, check the Enable parental controls check box,
and click Open Parental Controls.

» Open the Parental Controls pane of the System Preferences
application and select the user for whom you want to limit
access. (Only Standard or Managed with Parental Controls users
appear on this pane.)

Each tab of the Parental Controls pane is covered in the following sections.

Restricting a User’s Access to
Applications

Use the Apps tab to set limits on applications, the Finder, and the Dock by
configuring the following options, as shown in Figure 9.5:

» Use Simple Finder. The Simple Finder presents a simple desktop
to the user. The Dock contains only three folders; when the user
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clicks a folder, it opens on the desktop and the user has access to
the applications that you enable and to documents that she cre-

ates. Within Finder windows, everything opens with a single
click.

(- N3] Parental Controls

| 4| || Showall | Q

Apps | Web  People Time Limits  Other
BDD(HuImav

‘ Edward Longshanks Use Simple Finder

Provides a simplified view of the computer desktop for
young or inexperienced users.

‘.’
@ # Limit Applications

1%

Allows the user to open only the specified applications. An
administrator password is required to open other applications.

Allow App Store Apps:  All

Allowed Apps: Q

B Activity Monitor
@ AirPort Utility
J AppleScript Editor
™ Audio MIDI Setup
«» Bluetooth File Exchange
2 Boot Camp Assistant
% ColorSync Utility

™ Allow User to Modify the Dock
Allows the user to modify the contents of the Dock.

Logs...

+ = -

[
] ‘I Click the lock to prevent further changes. 7

FIGURE 9.5 If you don’t want a user to be able to access specific applica-
tions, use the Apps tab of the Parental Controls pane.

» Limit Applications. To limit the user’s access to applications,
check the Limit Applications check box and do the following:

» On the Allow App Store Apps pop-up menu, select the age
restrictions on the applications downloaded from the Mac App
Store; select All to allow all apps to be used; select an age,
such as up to 9+, to limit access to applications based on their
age rating; or select Don’t allow to prevent the user from
accessing any apps from the Mac App Store.
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» On the Allowed Apps list, click the disclosure triangle next to
the application categories to expand or collapse them. Check
the check box next to each application you want the user to be
able to use; conversely, uncheck the check box to prevent the
user from accessing the application.

TIP: Searching for Apps

Use the Search tool at the top of the Allowed Apps list to search
for a specific application for which you want to allow or prevent
access.

» Allow User to Modify the Dock. Check this check box to allow
the user to modify the Dock; uncheck it to make the user use the
Dock as-is.

Restricting Access to the Web

On the Web tab, you can limit the websites the user can visit. To do so, use
the following options:

» Allow unrestricted access to websites. Select this option to
allow the user to access any website.

» Try to limit access to adult websites automatically. Select this
option to have Safari prevent access to adult websites. Click
Customize and use the resulting sheet to allow or prevent access
to specific websites (in addition to those limited by the tool
automatically).

» Allow access to only these websites. Select this option to create
a list of websites the user is able to visit. To add websites to the
list, click the Add (+) button, select Add Bookmark, enter the
website title and URL, and click OK.

TIP: Adding Folders

To organize the websites you allow, select Add Folder on the Add
pop-up menu and name the folder. Drag websites into a folder to
place them there. Click a folder’s disclosure triangle to expand or
collapse its contents.
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Restricting Chat and Email

The People tab enables you to designate with whom the user can chat or
email. To set these limits, click People and do the following:

» Limit Mail. Check this check box to place limits on people with
whom the user can email.

» Limit iChat. This check box places limits on the people with
whom the user can chat.

» Allowed Contacts. The people on this list determine who and
how the user can interact via email or chat. To allow the user to
communicate with a person, click the Add (+) button. Enter the
person’s name and email address and select Email or AIM (to
allow email or chatting) on the pop-up menu. Use the Add (+)
button to add permission for the other option (Email or AIM) if
you want to allow both types of communication, as shown in
Figure 9.6. Click Add person to my address book to add the
contact information to your Address Book. Then click Add. You
return to the Allowed Contacts list and see the permissions you
added.

Allowed accounts:

First name: William

Last name: Wallace v

sirwilliamwallace@me.com Email ' = +

_sirwi\liamw.]\Iate@'me,cﬂrﬂ | | am . = +

Add person to my address book

Cancel | [ oAdde |

FIGURE 9.6 Use this sheet to allow the user to communicate with a
person via email or chat.
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TIP: Adding Contacts from the Address Book

If you click the expand triangle on the Add Person sheet, you can
access your Address Book to use its information to add people to
the Allowed Contacts list; if you do this, you don’t have to type any
contact information.

» Send permissions requests to. If you check this check box and
enter your email address in the box, you receive emails when
someone not on the Allowed Contacts list attempts to contact the
user. Using these emails, you can allow or prevent communication
between the requestor and the user account you are configuring.

CAUTION: Limits on People

The People limits work only for Mail and iChat. If you have other
email or chat applications, you need to prevent the user from
accessing those applications (via the Apps tab) to ensure he can
communicate only with the people you designate.

Setting Time Limits

These tools enable you to control how much time and when the user can
use the Mac. You have the following options:

» Weekday time limits. To set the amount of time for which the
user can be logged in on weekdays, check the Limit computer
use check box and set the time limit using the slider.

» Weekend time limits. To set the amount of time for which the
user can be logged in on weekends, check the Limit computer
use check box and set the time limit using the slider.

» Bedtime. To prevent the user from being logged in to the user
account for specific periods of time Sunday to Thursday, check
the School nights check box and enter the time period during
which user activity should be prevented using the two time
boxes. To prevent the user from being logged in to the user
account for specific periods of time on Friday and Saturday,
check the Weekend check box and enter the time period during
which user activity should be prevented using the two time
boxes.
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Controlling Other Actions

The Other tab enables you to configure the following permissions:

>

Hide profanity in Dictionary. With this check box checked, the
user won’t see any words classified as profane in the Dictionary
application.

Limit printer administration. With this option checked, the
user is unable to add or change printers.

Limit CD and DVD burning. Check this check box to prevent
the user from being able to burn CDs or DVDs.

Disable changing the password. If you don’t want the user to be
able to reset her password, check this check box.

TIP:

You can use the Logs button to open a log showing various kinds
of activity the user has been doing. If you are concerned about
what a user is up to, use the logs to check it out. You can then use
the Parental Controls to further limit access if needed.

Checking Activity

Opening Documents and
Applications Automatically at Login

This feature causes documents or applications to open automatically
when a user logs in to an account. To configure this, you must be logged
in as the user you want to configure. Click the Login Items tab, and do
the following:

>

Add applications or documents. Click the Add (+) button, move
to and select the items (documents or applications) you want to
open automatically, and click Add. The items you selected are
added to the list and open automatically when the user logs in.

Remove applications or documents. To prevent an item from
opening automatically, select it and click the Remove (-) button.

Hide items automatically. If you want an item to open automat-
ically and then be hidden, click its check box. For example, you
might want Mail to open but work in the background until you
have new email rather than taking up screen space.
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Configuring the Login Process

To access a user account, you log in to it using the account’s name and
password. Initially, Mac OS X Lion is set to automatically log in to the
first user account you created. You can turn automatic login off so that you
must choose a user account each time you log in. You can configure a

LESSON 9: Configuring and Managing User Accounts

number of other aspects of the login process.

To configure the login process, open the Users & Groups pane of the
Systems Preferences application and click the Login Options button at the
bottom of the user list. The login option controls display in the right side

of the pane, as shown in Figure 9.7.

P

< b || Showall |

Users & Groups

§ Brad Miser
Admin

o (?eur%e.Washinglun

2 Bt

L Guest User

Automatic login: | Off

Display login window as: List of users
(#) Name and password
ET Show the Sleep, Restart, and Shut Down buttons
Show Input menu in login window
ET Show password hints
IgShuw fast user switching menu as | Full Name

Use VoiceOver in the login window

Network Account Server: | Join..

i
| l| Click the lock to prevent further changes.

FIGURE 9.7 Configure the Login process using the Login Options tools.

Set the following options:

» Automatic login. On this pop-up menu, select the user account
you want to be logged in automatically each time you start your
Mac. You’re prompted to enter the password for that account; do
so and click OK. The next time your Mac starts up, this account
is used automatically. To disable automatic login, select Off.

» Login window. Select the List of users radio button if you want
the Login window to display a list of the user accounts on your
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Mac. To log in, the user clicks an account and enters its pass-
word. Select Name and password if you want empty name and
password fields to appear instead; in this case, the user has to
enter the account name along with the password.

» Show the Sleep, Restart, and Shut Down buttons. When enabled,
this option presents these three buttons on the Login window.

CAUTION: Shut Down Button on the Login Window

If you use Automatic login, disable the Sleep, Restart, and Shut
Down buttons option. If you leave it enabled, someone can access
your Mac by shutting it down and restarting it. Because the login
process happens automatically, a password is not needed. This
makes is simple for anyone to gain access to your Mac without
credentials.

» Show input menu in login window. Select this option to include
the Input menu on the Login window; this menu enables the user
to select from the keyboard/language options you have configured.

» Show password hints. Check this to show the password hint
associated with a user account upon a failed login attempt.

» Show fast user switching menu as. This option controls how the
Fast User Switching (explained in the next section) menu is iden-
tified on the Finder menu bar. The options are Long Name, which
shows the current user account’s long name at the top of the Fast
User Switching menu; Short Name, which shows the short name;
and Icon, which identifies the menu with a silhouette.

» Use VoiceOver in the login window. Enable this option to have
VoiceOver speak the text on the Login window to assist sight-
impaired users with the login process.

Working with Fast User Switching

Fast User Switching enables you to quickly change user accounts without

having to log out of one account to log in to another. This is useful because

a user can be left logged in, which means all her application processes can
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continue to run. You can switch to a different user account to use that
account; then you can switch back to the first account again in the same
way. You access Fast User Switching via its menu on the Finder menu bar
(in the previous section, you configured how this menu is identified).

Open the menu by clicking the user account full name, user account short
name, or silhouette. The Fast User Switching menu appears, as shown in
Figure 9.8. Users who are currently logged in are marked with a check
mark. The active account is also grayed out.

Q Edward Longshanks

é William Wallace

-

| @ &9 Wyatt Earp

Login Window...
Show »

Users & Groups Preferences...

FIGURE 9.8 The Fast User Switching menu enables you to quickly change
user accounts.

To change user accounts, click the account you want to use. The Login
window displays with that user account selected. Enter the password and
click Login. If the account is currently logged in, you pick up right where
the user left off; if it wasn’t logged in, you log in to the account “from
scratch.”

TIP: Quick Security

To quickly secure your Mac, select Login Window. You remain
logged in to your account, but the Login window appears. Your Mac
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can’t be used without the account’s password being protected. It's
a good idea to do this whenever you leave your Mac unless it is in
a secure location.

To change how the menu is identified, select Show and pick the option
you want (these are the same as on the Login Options pane).

Select Users & Groups Preferences to open the Users & Groups pane of
the System Preferences application.

Changing User Accounts

Over time, you might want to change configuration of user accounts, such
as to add Parental Controls or to change the user’s picture. To do this, open
the Users & Groups pane and select the user whose account you want to
change. Use the tools that appear to make changes to the account. These
work just as when you create an account.

TIP: Logged-In Users

If a user is logged in, his user account is marked with a check
mark and is grayed out on the user account list. Before you can
make any changes to a logged-in account, you or the user must log
out of it.

Deleting User Accounts

If you no longer need a user account, you can delete it by selecting it on
the user account list and clicking the Delete (-) button. Then choose one of
the following options:

» Save the Home folder in a disk image. All the files in the user’s
Home folder are saved into a disk image located in the Deleted
Users folder under the Users folder. You can access the files in
the disk image by opening it.

» Don’t change the Home folder. If you choose this option, the
user’s Home folder remains in its current location under the

www.it-ebooks.info


http://www.it-ebooks.info/

164 LESSON 9: Configuring and Managing User Accounts

user’s folder in the Users folder, but its permissions are changed
so that you can access it from an Administrator user account.

» Delete the Home folder. If you choose this option, all traces of the
user are removed from the Mac. (To make the deletion even more
permanent, select the Erase home folder securely check box.)

Click OK, and the user account is deleted and the user’s Home folder is
handled according to the option you selected.

Summary

In this lesson you learned how to create and manage your Mac’s user
accounts and the login process. In the next lesson, you learn how to secure
and protect your Mac and its data.
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Securing and
Protecting Your Mac

In this lesson, you learn how to protect your Mac and safeguard its data.

Understanding Threats to Your Mac

The world is a dangerous place; you’ve likely heard that before, and,
unfortunately, there are risks in the digital world as there are in the physi-
cal one. There are two general sources of risk: intentional attacks and mal-
functions (user, hardware, or software).

Your Mac is designed to be connected—to the Internet and to local net-
works. These connections bring with them pathways for people to try to
cause trouble for you and to do you harm such as by stealing your identity.
Fortunately, with a few relatively simple tools and techniques, you can sig-
nificantly reduce the risk of a successful attack against you and your Mac.

Malfunctions can be user error (and we all make mistakes now and then),
hardware problems, software issues, and so on. Although not intentional
and not likely to lead to things like identity theft, the effect of malfunc-
tions can be very severe, with things like the loss of irrecoverable photos
or financial records and other events that are either costly or impossible to
recover from. The good news is that it is also relatively easy to almost
eliminate the risk of losing data as long as you take action before the data
is lost.

Updating Your Software

Because people are actively trying to come up with new ways to compro-
mise security and because no software or hardware is perfect, software is
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regularly updated to patch security holes, solve bugs, and make other
improvements. Part of protecting your Mac and its data is ensuring that
you are using the most recent versions of software. There are two types of
software you need to keep current: Apple software and third-party soft-
ware. How you maintain current software is different for both types.

Updating Apple Software

Because it is the largest factor in how secure your Mac and its data are,
Mac OS X is the most important software you need to keep current. Mac
OS X’s Software Update tool lets you easily keep Mac OS X and your
Apple applications current. Although you can update software manually,
it’s a better idea to configure Software Update so that it checks for and
downloads updates automatically. Follow these steps:

1. Open the Software Update pane of the System Preferences
application.

2. Click the Scheduled Check tab if it isn’t selected already.
3. Click the Check for updates check box.

4. On the Check for updates pop-up menu, select the frequency
with which your Mac checks for updates, as shown in Figure 10.1.

5. If you want updates to be downloaded automatically, check the
Download updates automatically check box. I recommend that
you check this check box so updates are downloaded as soon as
they are found. If you don’t check this check box, you’re
prompted to download updates when they are available.

6. Quit the System Preferences application.

When the specified amount of time passes, Software Update checks for
new software. When it finds new versions, it downloads them automati-
cally and then prompts you to allow them to be installed or prompts you to
allow them to be downloaded and then installed (if you didn’t check the
option explained in step 5). Just follow the onscreen prompts and you’ll
successfully install the software updates.
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e Software Update
| < | | Show All |

o

| Scheduled Che | Installed Software |

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.
Sunday, May 29, 2011 6:03 AM

IE Check for updates: | Weekly

IEDown\oad updates automatically
You will be notified when the updates are ready to be installed.

0
| 'i Click the lock to prevent further changes.

FIGURE 10.1 Configure your Mac to automatically look for and download
updates to your Apple software.

TIP: Updating Manually

To check for updates manually, click the Check Now button or
select Apple menu, Software Update. The Software Update applica-
tion checks for updates to your Apple software. If some are found,
you're prompted to download and install them. Software Update
guides you through the process.

Updating Third-party Software

You will also use lots of third-party software (anything not produced by
Apple). It’s also important to update this software for the same reasons as
you should update your Apple software. How you update third-party soft-
ware depends on how you installed that software.

If you obtained and installed the software through the App Store applica-
tion, use that application to check for, download, and install updates. This
is explained in Lesson 3, “Installing, Using, and Managing Applications.”

www.it-ebooks.info


http://www.it-ebooks.info/

168 LESSON 10: Securing and Protecting Your Mac

If you obtained and installed the software through another means, you
have several options to identify and install updates.

Most software includes the capability to automatically check for updates;
when an update is found, you’re prompted to download and install it. In
most applications, this option is included in the preference settings. As
soon as you start using a new application, you should look for and set this
preference. In most cases, each time you start an application it checks for
updates. When an update is found, you see a prompt. Follow the onscreen
instructions to download and install the update.

If an application doesn’t include a feature to automatically check for
updates, it might include a command that enables you to manually check
for updates. The location of this command varies, but some applications
place it on the Help menu and others place it on the Application menu,
where Application is the name of the application. If you don’t see this
command on one of those menus, check the application’s documentation.

After you’ve selected the command to check for updates, if an update is
found, you see onscreen instructions to download and install it.

In some cases, applications don’t include any type of check for updates
feature, though thankfully almost all do these days. If you can’t find a
command to check for updates, visit the software developer’s website and
check for the latest version; visit the Support section to download and
install updates.

Protecting Your Mac from
Internet Attacks

Connecting to the Internet exposes your Mac to various types of attacks.
These can include attempts to steal your identity, to use your Mac to
launch other attacks, and so on. You don’t really need to worry about the
types of attacks you might experience; just know that your Mac can be
attacked unless you protect it. Fortunately, you can guard against most
attacks using relatively simple tools.
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Using a Base Station to Guard Your Mac

To protect your Mac, and the rest of the devices on your local network,
you should install and use a base station or hub. This device serves several
purposes, especially providing local network services, a connection to the
Internet for all the devices on your network, and so on. It can also serve to
protect your network from attack.

The best hub choice for most Mac users is an AirPort Extreme Base
Station or a Time Capsule because support for administering the AirPort
networks they provide is built in to Mac OS X. Also, these base stations
shield your network from Internet attacks.

Creating a network is explained in Lesson 6, “Connecting Your Mac to the
Internet and a Local Network.” However, assuming you are using an
AirPort Extreme Base Station or Time Machine, you should double-check
to ensure it is configured to protect your network:

1. Open the AirPort Utility application located in the Utilities folder
within the Applications folder.

2. Select the base station you want to check.
3. Click Manual Setup.

4. If prompted, enter the base station’s password and click OK. The
AirPort Utility moves into Manual mode. In this mode, you can
make changes to the base station directly and access all possible
settings for it.

5. Click the Internet tab.
6. Click the NAT sub-tab.

7. Ensure the Enable NAT Port Mapping Protocol check box is
checked, as shown in Figure 10.2; if it is, skip to step 9.

8. If the Enable NAT Port Mapping Protocol check box is not
checked, check it.
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an AirPort Utility = Time Capsule 1

> | @ m B G

Airkort | Internes | Printers Disks ~ Advanced Find & satting

Internet Connection  TCP/IP | DHCP BTN

Network Address Translation (NAT) allows you to share a single public 1P
Bedroom address with computers and devices on your network,

Enable default host at:

™ Enable NAT Part Mapping Protocal

Kitchen Configure Port Mappings...

Schoolroom

Time Capsule 1

i Assist Me... Revert Jpdate

FIGURE 10.2 Using NAT Port Mapping helps guard your network and the
devices connected to it from attack.

NOTE: Network Address Translation

When Network Address Translation (NAT) is active, the only Internet
Protocol (IP) address exposed to the Internet is the base station’s.
This shields the devices connected to the Internet through the
base station from Internet attacks because devices outside your
base station cannot identify the devices on the network; they see
only the base station, which cannot be hacked like a computer can.

9. Click the AirPort tab.
10. Click the Wireless tab.

11. If the Wireless Security setting is None, configure the wireless
network to use one of the security options, such as WPA/WPA2
Personal.
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NOTE: Wireless Security

You should always secure your wireless networks. This requires
that someone provide a valid password to be able to join the net-
work. If you don’t require this, any device within range of your net-
work can join it and launch attacks against the devices connected
to it.

12. If you made any changes, click Update; if not, just quit the
AirPort Utility application.

Configuring Your Mac’s Security and
Privacy

Mac OS X includes a number of general security settings that are particu-

larly useful if you use your Mac in a variety of locations, some of which

might allow it to be accessed by someone else. To configure these settings,

do the following:

1. Open the Security & Privacy pane of the System Preferences
application.

2. Click the General tab, as shown in Figure 10.3.

3. Use the Require password after sleep or screen saver begins
check box and drop-down box to enable this feature and select
the amount of time the computer is asleep or in screen saver
mode before a user must type his account’s login password to
stop the screen saver or wake up the Mac from sleep.

4. To prevent someone from being able to use your computer just

by starting it, check the Disable automatic login check box. This

prevents a user from being automatically logged in so that in
order to use your Mac, someone must know the password for at
least one user account.

5. To further restrict a user’s ability to change system settings,
check the Require an administrator password to access
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8 C Security & Privacy
[« > | [ showal | Q

| Genera FileVault | Firewall = Privacy |

@1 Require password | 1 minute : | after sleep or screen saver begins

For all accounts on this computer:
IZT Disable automatic login
IET Require an administrator password to access system preferences with lock icons
IET Log out after 60/ || minutes of inactivity
IET Show a message when the screen is locked:
This Mac is locked!

IETAummaticaHy update safe downloads list

Disable remote control infrared receiver

This computer will work with any available Pair....
remote.

I
| Click the lock to prevent further changes.

FIGURE 10.3 Use these settings to configure general security preferences.

system preferences with lock icons check box. With this
enabled, you have to authenticate yourself even to see protected
panes.

6. To cause user accounts to be automatically logged out after peri-
ods of inactivity, check the Log out after check box and set the
amount of inactive time using the time box.

7. To show a message on the screen when the Mac is locked, check
the Show a message when the screen is locked check box and
type the message you want to be displayed.

8. To allow your safe downloads list to be updated automatically,
check the Automatically update safe downloads list check box.

NOTE: Safe Downloads List

The Safe Downloads list is a Mac OS X Security feature intended to
prevent downloading malware and other kinds of software that can
harm your computer. The Mac’s Safe Downloads list includes files
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that are safe to download. You can set Lion to update this list auto-
matically so it has the most current list from Apple.

9. To prevent your Mac from being controlled through an infrared
remote control, check the Disable remote control infrared
receiver check box.

10. Click the Privacy tab.

11. To prevent data about your Mac from being sent to Apple,
uncheck the Send diagnostic & usage data to Apple check box.

12. To prevent applications from accessing location information,
uncheck the Enable Location Services check box.

CAUTION: Disabling Location Services

If you disabled Location Services, some applications might not
work correctly or some functionality might not work. If you leave
these services enabled, when an application uses them, it is
shown on the application list on the Privacy tab. You can prevent
specific applications from using these services by unchecking their
check boxes.

Using Your Mac’s Firewall for Protection

Whenever your Mac isn’t protected by a base station or other firewall, be

sure you configure its firewall to protect it from Internet attacks. Common
situations are when you travel and connect to various networks, such as in

public places and hotel rooms. In most cases, these networks are config-

ured to limit access to your computer (similar to how a base station shields
it), but you shouldn’t count on this. Instead, protect your Mac with its fire-

wall by performing the following steps:

1. Open the Security & Privacy pane of the System Preferences
application.

2. Click the Firewall tab.

3. Click Start. The firewall starts running with the default settings.
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4. Click the Advanced button. The Advanced sheet appears, as
shown in Figure 10.4.

8.6 Security & Privacy

Block all incoming connections
Blocks all incoming connections except those required for basic Internet services,
such as DHCP, Bonjour, and IPSec.

K Finder ® Allow incoming connections *

€ imagent @ Allow incoming connections  *

(@ Tunes @ Allow incoming connections  *
| 77 Microsoft PowerPoint @ Block incoming connections

W Microsoft Word ® Allow incoming connections *

+

gAumma[i(aHy allow signed software to receive incoming connections
Allows software signed by a valid certificate authority to provide services accessed
from the network.

Enable stealth mode

Don't respond to or acknowledge attempts to access this computer from the network
by test applications using ICMP, such as Ping.

7 Cancel | [L0K|

I
'] l CITEKTRE T6CK T0 prevent farther changes.

FIGURE 10.4 Use the Advanced sheet to improve the protection the firewall
offers to your Mac.

5. To provide the maximum protection, check the Block all incom-
ing connections check box. This prevents all connections except
those very basic connections required for network access, such as
DHCP and Bonjour. If an action you try doesn’t work the next
time you try it after configuring the firewall, you need to uncheck
this check box and perform step 6 instead.

6. Add any applications you are sure you want to allow to have
incoming connections or block all incoming connections by
clicking the Add (+) button below the action list, selecting the
application you want to add, and configuring its pop-up menu to
Allow incoming connections or Block incoming connections.
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Applications that are allowed have a green status, and those that
are blocked have a red status. Any blocked applications are
unable to receive incoming traffic, and functions associated with
receiving communication from outside your Mac are prevented.
(When you’ve not allowed a specific application through the fire-
wall and it tries to communicate, you’re prompted to allow or
prevent it.)

7. To allow applications that have a valid security certificate to
receive incoming connections, check the Automatically allow
signed software to receive incoming connections check box.

8. Select the Enable stealth mode check box. This further protects
your Mac by ensuring that uninvited connection requests aren’t
acknowledged in any form so that the existence of your computer
is hidden.

9. Click OK. Your settings are saved and the sheet closes. Your
Mac is protected by the firewall.

Protecting Your Mac from Viruses

Viruses are also designed to harm you by stealing your identity or causing
trouble for you. The difference between viruses and other kinds of attacks
is that you usually have to do something to trigger a virus attack, and that
something it almost always opening a file or clicking a link.

To guard against viruses, there are two general schools of thought. One is
that you can adequately protect yourself from viruses by being very care-
ful about accepting files or clicking links, especially when they come to
you via email. The other line of thinking is that you should install and use
an antivirus application to protect your Mac against viruses.

Both lines of reasoning are valid, and you can certainly live in both camps.
Some pointers to guard against viruses manually include the following:

» Never open a file attachment to an email message unless you are
extremely sure of the sender or are expecting the file. If in doubt,
contact the sender to verify it. If you have a lot of doubt, delete it.
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When dealing with emails and file attachments, consider the skill
level and knowledge of the sender. If the sender is a new or inex-
perienced user, she is much more likely to forward messages
containing viruses.

Never click a link in an email message that appears to be request-
ing information from you unless you are 100% sure of the
source. In many cases, criminals forge emails that look like they
are from legitimate sources. Any email asking you to verify
information for banking or other accounts is almost always an
attempt to steal your identity; if you requested some kind of
change, such as a password change, links in the resulting emails
are probably okay. If you are unsure of a link in an email, don’t
use it. Get more information about it first. Again, if in doubt, hit
delete.

When downloading files from the Internet, make sure you are
downloading them from a trustworthy site. Legitimate organiza-
tions scan files for viruses before making them available for
download.

When you open an application for the first time, Mac OS X
informs you and asks you to confirm you want it to open. Don’t
just blindly click Open. Check the name of the application; if it
isn’t something you intentionally opened, prevent it from opening.

Protecting yourself from viruses manually can work, but it requires dili-

gence and discipline. For maximum protection, install an antivirus applica-

tion on your Mac. Antivirus applications monitor activity; when known or
suspected virus activity is detected, that action is blocked. Most applica-
tions update themselves frequently to attempt to keep up with the ever-
increasing number of viruses.

One popular and proven antivirus application is Norton AntiVirus for Mac.
To get more information about it, visit http://us.norton.com/macintosh/
antivirus/.
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Protecting Your Data with
Encryption

If you travel with your Mac, the data it contains is vulnerable because your
computer can be carried away by other people; even if you use a stationary
Mac, it can be stolen. If you store important data on your computer, you
can encrypt your data so that it can’t be used without an appropriate pass-
word. Even if someone is able to mount the hard drive in your Mac, he
must have the password to be able to access its data.

The Mac OS X FileVault feature encrypts your disk using a password that
you create so that this data can’t be accessed without the appropriate
password.

To configure FileVault, perform the following steps:

1. Open the Security & Privacy pane of the System Preferences
application.

2. Click the FileVault tab.

3. Click Turn On FileVault. You see a sheet listing all the user
accounts on your Mac. Each user’s password must be entered for
that user to be able to unlock the disk. Users who are able to
unlock the disk are marked with a check mark; if a user is not
able to unlock the disk, you see the Enable User button next to
the user account. The account under which you are working is
automatically enabled.

4. Click the Enable User button for the user you want to allow to
unlock the disk.

CAUTION: Enabling Users

If you don’t enable a user, he won’t be able to access encrypted
data on your hard drive, which means he won’t be able to use the
computer.
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5. Enter that user’s password and click OK.

6. Repeat steps 4 and 5 until you’ve enabled all the users whom you
want to be able to unlock the disk.

7. Click Continue. You see a sheet containing your recovery key.
This key is needed in the event you forget your password. You
can use the key yourself to recover data. You can then provide
this key to Apple and it will be able to help you recover your data.

CAUTION: Recovery Key

If you don’t have this key and forget your password, all your data
will be lost.

8. Record your recovery key, such as by writing it down or taking a
screenshot, and store it in a secure location; then click Continue.

9. On the resulting sheet, choose to store the key with Apple by
selecting Store the recovery key with Apple or elect not to by
selecting Do not store the recovery key with Apple; then click
Continue.

10. If you elected to store the key with Apple, configure your secu-
rity questions on the resulting sheet and click Continue; if not,
skip this step.

11. Click Restart. Your Mac restarts.

12. Log back in to your user account. The encryption process begins.

While the encryption process runs, you may or may not notice anything.
The process can take quite a while depending on how much data you have
on your Mac. To see the status of the process, open the FileVault pane
again, as shown in Figure 10.5. You see that FileVault is turned on, and if
you sent a recovery key to Apple, you see a confirmation that it was done.
If the process is ongoing, the encryption status bar is shown below that.

If you see an exclamation point icon near the bottom of the pane, as in
Figure 10.5, you need to click the Enable Users button and enable each
user who appears for them to be able to use the Mac.
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8o Security & Privacy
| | | ShowAll | @]

Ceneral FileVau Firewall | Privacy

FileVault secures the data on your disk by encrypting its contents. It
@ automatically encrypts and decrypts your files while you're using them.

FileVault is turned on for the disk "Kronos". Turn Off FileVault...

A recovery key has been set and will be sent to Apple Change...
for storage.

| Some users are not able to unlock the disk. | Enable Users.

0
71 Click the lock to prevent further changes.

FIGURE 10.5 FileVault encrypts the data on your hard drive.

After the process is complete, you won’t notice any difference because
data is decrypted as needed when you log in. The difference is when
someone tries to access the disk without the password, in which case, all
the data on the disk is useless. For example, suppose someone steals your
Mac. Although she can’t access your user account without your login pass-
word, she could connect the computer to a FireWire drive with Mac OS X
installed and start up from that volume. Because the files on your Mac’s
startup volume are not protected anymore (the OS on the computer to
which the Mac is connected is running the show), they are accessible. If
FileVault is not on, these files are not encrypted and can be used, but if
FileVault is on, these files are encrypted and are useless unless the pass-
word is known.
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Backing Up Your Data with Time
Machine

The most important thing you can do is to protect the data on your Mac.
Much of the data you have would be time-intensive or expensive to re-cre-
ate (for example, if you lose movies that you’ve downloaded from the
iTunes Store, you would need to pay to download them again). However,
some of the data on your Mac can’t be replaced in any way (such as the
photos in your iPhoto Library). It is critically important that you keep your
data backed up, and to ensure that your data is backed up, the system you
use must be as automated as possible.

With an external hard drive and Mac OS X’s Time Machine, you can back
up with minimal effort on your part; in fact, after you set it up, the process
is automatic. Time Machine makes recovering files you’ve lost easy and
intuitive (recovering data is covered in Lesson 11, “Troubleshooting and
Solving Problems”).

Time Machine backs up your data for as long as it can until the backup
hard drive is full. It stores hourly backups for the past 24 hours and stores
daily backups for the past month. It stores weekly backups until the
backup drive is full. After the drive is full, it deletes the oldest backups to
make room for new backups. To protect yourself as long as possible, use
the largest hard drive you can and exclude files that you don’t need to back
up (such as system files for Mac OS X) to save space on the backup drive.

NOTE: Time Machine without a Hard Drive

Time Machine also backs up files to your Mac’s startup hard drive
automatically. This provides some level of protection for your data
during those times when your Mac isn’t connected to your backup
drive. However, if something happens to the startup drive, your
back ups can be damaged. So you should not rely on this local
backup feature to protect your data.

To use Time Machine, you need to gain access to an external hard drive
and then configure Time Machine to use it.
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Preparing a Backup Drive

To use Time Machine, you need an external drive on which to store your
backed-up data. You can use any of the following options:

» Time Capsule. This Apple device is a combination AirPort
Extreme Base Station and hard drive. With capacity options of
1TB or 2TB, you can gain a lot of backup storage space.
Additionally, a Time Capsule is a fully featured AirPort Extreme
Base Station, so you can also use it to provide a wireless net-
work. It also makes an ideal backup drive for any computer con-
nected to the AirPort network it provides. The downside of Time
Capsule is that it is more expensive than a standard hard drive,
but if you don’t already have an AirPort Extreme Base Station, it
is slightly less expensive than buying the base station and hard
drive separately.

» Hard drive connected through USB, FireWire (400 or 800), or
ThunderBolt. You can use a hard drive directly connected to your
Mac as a backup drive. This provides the fastest performance of
any option, and hard drives are inexpensive and easy to configure.

» Shared hard drive. You can back up to a hard drive that you can
access through File Sharing over a local network.

NOTE: Connecting a Hard Drive

The first time you connect a hard drive to your Mac, you are
prompted to use it for Time Machine. If you allow this, you don’t
need to select the drive as described in the next section because it
is selected for you automatically. You can still configure the Time
Machine as described in that section.

Configuring Time Machine Backups

To configure Time Machine, perform the following steps:

1. Open the Time Machine pane of the System Preferences
application.
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2. Drag the slider to the ON position. Time Machine activates and
the selected drive sheet appears (see Figure 10.6).

586 Time Machine

f | Mac 05 X Lion
\ ;

F \ bradr.n .

ff 1' Time Capstﬂ‘e 1

= Set Up Other Time Capsule

|_| Encrypt backup disk ime

(7| Do NotBack Up | | Cancel |

Show Time Machine status in menu bar

1
'] 4 Click the lock to prevent further changes. (7)

FIGURE 10.6 Select the disk you want to use to store your data.

3. Select the drive on which you want to store the backed-up
information.

4. Click Use Backup Disk.

5. If you selected a Time Capsule or another location that is pro-
tected by a password, type the password and click Connect; if
not, you don’t need to do anything for this step. The sheet closes
and you return to the Time Machine page. The drive you selected
is shown at the top of the pane, and the timer starts the backup
process, which you see next to the text Next Backup.

CAUTION: FileVault and Backups

If you use FileVault to encrypt your data, you also need to encrypt
your backups; otherwise, someone who gets access to your backup
disk might be able to recover its data. If you want the backed-up
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data to be encrypted, check the Encrypt backup disk check box.
This prevents the data from being used without the encryption
passcode. If you check this, make sure you never lose the
password.

6. Click the Stop button next to the text Next Backup. This stops
the backup process so that you can configure it more specifically.

7. Click Options. The Do not back up sheet appears. This sheet
enables you to exclude files from the backup process. For exam-
ple, you can exclude the System Files and Applications if you
have those files stored elsewhere, such as on a DVD.

8. Click the Add (+) button. The select sheet appears.

9. Move to and select the folders or files you want to exclude from
the backup; then click Exclude.

10. If you selected system files, click Exclude System Folder Only
to exclude only files in the System folder or Exclude All System
Files to exclude system files no matter where they are stored.

11. If you are using a mobile Mac and don’t want the backup process
to run when you are operating on battery power, deselect the
Back up while on battery power check box.

12. If you want to be warned as old backups are removed from the
backup drive, check the Warn after old backups are deleted
check box. This is a good idea because it lets you know when
your backup drive fills up.

13. To prevent versions of documents that you have backed up from
being overwritten by changes that are automatically saved
(explained later in this chapter), check the Lock document
check box and select the amount of time after which the versions
are locked and won’t be changed by later versions created with
Auto Save.

14. Click Save. You return to the Time Machine pane, which dis-
plays information about your backup as shown in Figure 10.7.
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(- Na) Time Machine
() [Lshowai | C
[ \ Name: Back Ups
Available: 1.4 TB of 1.5 TB
Oldest Backup: May 9, 2011
Seleckblke Latest Backup: Today, 1:59 PM
Options. Next Backup: Today, 3:11 PM

Time Machine Time Machine keeps local snapshots as space permits, and:
= Hourly backups for the past 24 hours
= Daily backups for the past month

OFF ‘ ON » Weekly backups for all previous months
) The oldest backups are deleted when your disk becomes full.

Show Time Machine status in menu bar

il
'] 1| Click the lock to prevent further changes. (?

FIGURE 10.7 Select the disk you want to use to store your data.

The timer starts and, when it expires, the first backup is created.
From then on, Time Machine automatically backs up your data to
the selected hard drive. New backups are created every hour.

15. Select the Show Time Machine status in menu bar check box.

To ensure your backup system is working properly, consider the following
points:

» Every so often, open the Time Machine pane of the System
Preferences application and check the status of your backups.
This includes the name of the current backup drive, the amount
of disk space available, the oldest backup stored on the drive, the
latest backup, and the time at which the next backup will be per-
formed. The latest backup date and time tell you how fresh your
current backup is; it shouldn’t be more than one hour old unless
there is a problem, you’ve disabled Time Machine, or you
haven’t connected the backup drive to your Mac in a while. If it
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is more than an hour old, you need to check your system because
something isn’t working correctly.

As the backup drive gets full, you see warnings when old back-
ups are deleted. You need to make sure that there aren’t files in
the old backups that you might need at some point. This can
happen if you delete a document or folder from your Mac but
don’t restore it for a long time. Eventually, the only copy left
might be in the oldest backup that gets deleted when the hard
drive gets full.

When your backup system has worked for a while, check the sta-
tus of the hard drive you are using. If it is filling up rapidly, con-
sider removing some of the system and application files that
might be part of it to reduce the space required. The most impor-
tant files to protect over a long period of time are those you’ve
created, changed, or purchased. Files that are already on a disc
are relatively easy to recover so there’s no need to include them
in a backup unless the disc is the only place they exist.

If you want to keep certain files but you don’t use them anymore,
consider moving them onto a DVD or CD for archival purposes.
Then delete them from your Mac’s hard drive; over time they’ll
be removed from the backups, or you can exclude them from
Time Machine to reduce the amount of drive space required. If
the files are important, you should archive them in a couple of
ways in case the disc you placed them on is lost or damaged.

Test your backups periodically to ensure things are working
properly by attempting to restore some files (explained in the
next section). If you don’t discover a problem until you need to
restore important files, it is too late, so make sure your backup
system is working properly. Create a couple of test files for this
purpose and let them exist long enough to get into your backups
(at least one hour assuming you are connected to your backup
drive). Delete some of the files and empty the Trash. Make and
save changes to some of the test files. Then try to restore both
the deleted files and the original versions of the files you
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changed. If you are able to restore the files, your data is pro-
tected. If not, you have a problem and need to get it solved so
that your data isn’t at risk.

» Use the Time Machine menu on the Finder menu bar to quickly
access commands and information. At the top of the menu is the
date and time of the most recent backup. You can use the Back
Up Now command to start a backup at any time. Select Enter
Time Machine to restore files. Select Open Time Machine prefer-
ences to move to the Time Machine pane of the System
Preferences application.

TIP: Online Backups

You shouldn’t rely on one type of backup because each type has a
potential for failure (for example, the hard drive you use for Time
Machine could stop working and you might be unable to recover).
Consider also backing up to DVD or to an online backup system
such as www.carbonite.com.

Summary

In this lesson you learned how to protect your Mac and its data. In the next
lesson, you learn how to troubleshoot and solve problems.
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Troubleshooting and
Solving Problems

In this lesson, you learn how to troubleshoot and solve problems.

Solving Problems

Even though Mac OS X Lion is extremely reliable and well matched to the
Macintosh computer hardware on which it runs, it is likely that you will
encounter some type of problem at some point. In most cases, a few sim-
ple steps will correct a problem. In others, you might need to run a utility
application to solve a problem. In the most severe cases (which aren’t
likely to happen because you use a Mac), you might need to restore your
Mac from a backup or reinstall Mac OS X.

The most important part of troubleshooting and solving a problem is to
remain calm, which is easier said than done (is anything not easier said
than done?). Problems seem to happen when you can least afford them,
such as when you are neck-deep in a project, and that can lead to frustra-
tion. Frustration can lead to inefficient troubleshooting and result in taking
actions that actually make the problem worse.

Another important part of troubleshooting is to adopt a logical, step-by-
step approach that begins with easy, quick things to try and gets to more
complicated tasks if the simpler options don’t work. In other words, esca-
late to more drastic actions only if less drastic actions don’t work.

Further, we all need help from time to time, especially when it comes to
troubleshooting. Fortunately, the Web is likely to have a solution for (or at
least information about) any problem you encounter. If you can’t find a
solution to a problem via the Web, you can always ask for help; in doing
so, make sure you can describe your problem accurately and as completely
as possible to increase the chance someone can help you.
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Realize there are two general sources of a Mac problem. The most com-
mon cause is some sort of software issue, such as a bug or poorly designed
feature, user error, and so on. The other potential source of problems is
failed hardware.

You can troubleshoot and solve most software problems, which is a good
thing because this is far and away the most likely source of problems you
might encounter. Accordingly, this lesson focuses on helping you solve
software problems.

Hardware problems tend to be quite rare, especially when you are dealing
with Apple hardware, which is the good news. They are also most likely to
occur soon after you start using something new, which is more good news
because the solution is usually covered by a warranty. Unfortunately, hard-
ware problems also tend to be severe, which is not-so-good news. Unless
you have the skills and expertise required to solve hardware problems, in
almost all cases, you need to take the hardware to experts who can fix it
for you, such as Apple repair specialists.

As long as your Mac starts up, you can try to solve its problems using the
information in this lesson. If this process fails or a hardware problem pre-
vents your Mac from working at all, you probably need to take your Mac
into the shop for repair.

NOTE: More Macs Are Good

In an ideal world, you have another Mac you can use to help trou-
bleshoot problems; this can be yours or someone else’s. Having a
different Mac enables you to work a problem independently from
the Mac that is giving you a hard time. It's even better if you can
finish a project you have to get done on the other Mac and then
come back to troubleshooting yours later when there is less
pressure.

Performing General
Troubleshooting Steps

When you encounter a problem, there are several easy and quick things
you can do to try to solve it. These simple tasks take care of a whole host
of the problems you are most likely to encounter. They should almost
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always be the first things you try when a problem happens. If they don’t
work, you must take more drastic action.

Restarting

It’s amazing how many problems simply restarting your Mac can solve.
Because there’s no downside to restarting, it should be one of the first, if
not the very first, things you try.

Before you restart, as a precaution, save all your open documents to ensure
you have the most recent changes saved. On the Apple menu, select
Restart. At the prompt, check the Reopen windows when logging back
in check box if you want to pick up right where you are leaving off when
the Mac restarts. Click Restart. Your Mac restarts; if you selected the
Reopen windows option, all your open windows return to how they were
when you restarted.

Are you sure you want to restart your
computer now?

If you do nothing, the computer will restart
automatically in 52 seconds.

™ Reopen windows when logging back in

Cancel | Restart |

FIGURE 11.1 Restarting your Mac is a good first troubleshooting step.

If the problem you were trying to solve is gone, you’re done. If not, you
have to try another option.

Forcing Applications to Quit

Occasionally, an application hangs, meaning it stops working. The typical
symptoms are a frozen screen and the spinning, multicolored wheel that
indicates activity without you seeing any results. When an application is
hung, you can force it to quit. The primary purpose of this is to enable you
to save any work you have in other open applications so you can restart
your Mac without losing your work.
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CAUTION: Losing Data

Forcing an application to quit can cause any data you've created
since the last time you saved a document to be lost. To minimize
the risk of losing data, don’t force an application to quit prema-
turely; let it exist in the hung state for a few minutes to make sure
it won’t come back on its own before you pull the plug.

To force an application to quit, open the Apple menu and select Force
Quit or press Option+cmd+Esc. The Force Quit Applications dialog box
displays, as shown in Figure 11.2. The name of each application that is
hung is shown in red, and its status is indicated next to its name; the
names of applications that are running normally are shown in black. (Note:
There aren’t any hung applications in the figure.)

8ane Force Quit Applications

If an application doesn't respond for a while,
select its name and click Force Quit.

i iCal
4 Preview

& Safari

i Finder

You can open this window by pressing _ Force Quit
Command-Option-Escape. L7Q4

FIGURE 11.2 Use this dialog box to force an application to quit.

Click the application you want to force to quit to select it, and click Force
Quit. If you are sure you want to do this, click Force Quit at the prompt;
if not, click Cancel instead. The application you selected is shut down;
you might or might not lose any unsaved changes in the application’s open
documents, which is why you don’t want to do this unless you are sure the
application is hung. Close the Force Quit Applications dialog box.

NOTE: Relaunch Finder

Because the Finder application is always running when your Mac is,
it can’t be quit. However, the Finder can occasionally become hung.
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In this case, select the Finder on the list of applications and click
Relaunch. The Finder restarts. If you are able to save all your open
documents, do so and restart your Mac.

Now move into each of the other running applications, save any open doc-
uments, and quit the application. When you are sure you’ve saved all your
work, restart your Mac.

CAUTION: Wrong Keyboard Shortcut

On the Apple menu, the Force Quit command has the keyboard
shortcut Option+cmd-+Power. If you press Control+cmd-+Power
instead, your Mac restarts without allowing you to save changes in
open documents. Avoid this keyboard shortcut unless you are sure
that’s what you want to do.

Shutting Down and Starting Up

Very rarely, your Mac might become hung and stops responding to any
commands. If this happens, wait a few minutes to make sure it isn’t a tem-
porary situation. If all seems lost, you have to force the Mac itself to quit.
This is bad because there is a very good chance (near certainty, in fact)
that you will lose all changes in opened documents when you do this. So,
you don’t want to do this unless it is your only option. When you’re sure
your Mac is not responding, and it doesn’t appear it will anytime soon,
press and hold the Power button until the Mac shuts off. Restart your Mac.

Hopefully, any lock-ups are individual events. If your Mac locks up again,
you need to solve the problem using one of the techniques discussed later
in this lesson.

Checking for Updates

One of the most common problems you’ll encounter is bugs in software.
Bugs can cause applications to stop working or not work at all, act
strangely, or do anything else that seems off.

The only solution for a true bug is to start using an update to the applica-
tion in which the bug has been removed. If an application you use is
behaving poorly, check for an update to it; if one is available, download
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and install it. Hopefully, the problem is gone after the updated application
is in play. Updating software is covered later in this lesson and also in
Lesson 3, “Installing, Using, and Managing Applications.”

NOTE: Network Problems

Information about troubleshooting and solving network and Internet
connection problems is provided in Lesson 6, “Connecting Your
Mac to the Internet and a Local Network.”

Logging In to an Alternative User Account

In Lesson 9, “Configuring and Managing User Accounts,” I recommend
you create a troubleshooting user account. This is useful because some
problems are limited to a specific user account. Being able to access a user
account other than the one you typically use is a good way to localize a
problem to a specific user account or to determine that it is a more general
problem. And, if something happens so your primary user account becomes
unusable, you need another account to be able to log in to your Mac.

If you have a problem and the previous solutions don’t help, try logging in
to your troubleshooting user account. If the problem doesn’t recur, you
know the issue is related to your user account; this makes it much easier to
solve if you need to get help because you can more clearly identify the
source of the trouble. If the problem does recur, you know it is general to
your Mac.

Starting from the Recovery Partition

Mac OS X Lion includes a Recovery HD volume you can use to start your
Mac when the primary system fails. This volume enables you to solve
problems with the system software that you can’t solve while you are
started up from the primary system or in the event that you can’t even start
your Mac because something has gone wrong with your primary system
software.

NOTE: Alternative Startup Disk

Previous versions of Mac OS X did not include the Recovery HD vol-
ume. You had to use the Mac OS X software install disc to start a
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Mac from an alternative drive, or you had to install a version of
Mac OS X on a different hard drive than what your primary system
was installed on. You can still choose to install Mac OS X Lion on a
different disk and use that to run your Mac while you solve prob-
lems, but it is more complicated and requires a drive with sufficient
space to store the operating system. The benefit is that should
your Mac have a problem that prevents the Recovery HD volume
from working, you can still run your Mac.

To access the Recovery HD, restart your Mac and then choose to start up
from the Recovery HD volume. When you do this, you are able to use the
Mac OS X Utilities tool to solve some of the minor and more serious
problems you might encounter.

To start up and use the Recovery HD, perform the following steps:

1. If you can shut down your Mac normally, do so; if not, hold the
power button until the Mac shuts off.

2. Restart the Mac while holding down the Option key. After a
moment, each volume you can use to start your Mac appears.
You see at least two options: one is your primary startup volume
and the other is the Recovery HD volume.

3. Click the Recovery HD volume and press Return. Your Mac
starts up from this volume. The first screen that appears is the
Language Selection screen.

4. Select the language you want to use and press Return. The Mac
OS X Utilities dialog box appears.

5. Select the utility you want to use to try to solve the problem you
are having. The options are

Restore from Time Machine Backup. Select this option to
restore your Mac from your Time Machine backup.

Reinstall Mac OS X. This option reinstalls the operating system
software. If you can’t solve the problem in other ways, this
option should solve most problems (it won’t help if you have a
hardware problem). However, it can also remove customizations

www.it-ebooks.info


http://www.it-ebooks.info/

194 LESSON 11: Troubleshooting and Solving Problems

and configurations you’ve done and can take a long time, so you
shouldn’t use this option lightly.

Get Help Online. This option enables you to access the Internet
to find help with a problem.

Disk Utility. This option opens the Disk Utility application to try to
solve disk or permission issues that may be causing the problem.

NOTE: More Information

You can find more information about each of the options in the
Mac OS X Utilities in later sections of this lesson.

TIP: Connecting to the Internet

To get online help, your Mac must be able to connect to the
Internet. When you select the Get Online Help option, you can use
the Wi-Fi menu to choose a network to connect to if your Mac isn’t
connected to an Ethernet network. You need to select a network to
connect to because the one you were using might not be selected
automatically.

6. After you’'ve selected the option you want to use, click Continue
and use the resulting tools to implement the solution you are try-
ing. For example, if you select the Disk Utility option, select
your primary startup volume and click Repair Disk to try to solve
the problem. If you’ve decided that you need to reinstall Mac OS
X Lion, use the install assistant to reinstall the system software.

CAUTION: Reinstalling Mac 0S X

Be cautious about using this option. Although it often solves even
severe problems, in many cases, it requires you to start over with
your Mac, such as reconfiguring preferences, re-creating user
accounts, and so on. After the reinstall is complete, you also need
to run Software Update to ensure you are using the current version
of Mac 0S X.
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To return to your primary system software, restart the Mac and hold down
the Option key. This time, select the startup volume instead of the
Recovery HD volume.

Repairing Drives with Disk Utility

The Disk Utility application enables you to perform many tasks related to
hard drives and other storage devices. For the purposes of troubleshooting
and solving problems, you can try to repair the hard drive on which your
primary system lives or to repair the permissions on the drive. Either
process involves a fair amount of complicated technical information, but
you don’t need to understand it to be able to use the tool. Run the tool; if
the problem is solved, all is well. If not, you have to try other solutions:

1. Restart using the Recovery HD and access the Mac OS X
Utilities tool as described in the previous section.

2. Select the Disk Utility option. The Disk Utility application
opens. Along the left pane are all the volumes mounted on your
Mac, as shown in Figure 11.3. The drive at the top of the list is
the one on which the active system software is stored. At least
two icons for this drive appear; one is for the hard drive itself,
which is named with the model and size of the drive, and the
other is for the startup volume on which the software is stored,
which is named Macintosh HD unless you have changed the
name to something else. Another way to differentiate them is that
the volume icon is indented under the hard disk icon.

3. Click the startup volume’s icon.

4. Ifitisn’t selected already, click the First Aid tab. The disk and
permission repair tools are shown in the right pane of the window.

5. Click the Repair Disk button. The application starts checking the
disk for problems with the disk’s data structure; as it works,
progress information appears in the large pane. As problems with
the disk are found, the application tries to fix them. You can read
along with this information as the tool works; keep your eyes
open for any problems that are found but not fixed. When the

www.it-ebooks.info


http://www.it-ebooks.info/

196

LESSON 11: Troubleshooting and Solving Problems

process is complete, the overall results are shown. If problems
were found and fixed, the problem you were trying to fix might
be solved. If problems were found but the application was not
able to fix them, you need to try another solution, which might
include using a different disk maintenance application or taking
the Mac in for repair.

0086

L

ah = = | Enareny

Macintosh HD

1 500.11 GB Hitachi HTSS.
- Macintosh HD
[71 2 TB WD Ext HDD 1021.. + Click Repair Disk. If the repair fails, back up and erase the disk.

TP « If Repair Disk is unavailable, click Verify Disk. If the disk needs repairs, start up from
fll Macintosh HD your Mac OS X installation disc, and then choose Utilities > Disk Utility.

First Aid | Erase RAID Restore

If you're having trouble with the selected disk:

If you have a permissions problem with a file installed by the Mac OS X installer, click
Repair Disk Permissions.

[ show details
Verify and Repair volume “Macintosh HD*
Checking file system
Checking Journaled HFS Plus volume,
Checking extents overflow file.
Checking catalog file.

Stop Repair

Repairing volume. Estimated time: 3 minutes §

ounted Capacity : 2 T8 (2,000,052,77;

FIGURE 11.3 The Disk Utility application can solve problems with hard

disks

and disk permissions.

You

NOTE: Repair or Verify?

‘Il notice Verify buttons that appear along with the Repair but-
tons. If you click Verify, the application checks the selected disk for
problems but only reports them to you instead of fixing them. Is
there any reason to do this? Not really. Just try to repair the disk or
permissions and don’t bother verifying them first.
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6. Click the Repair Disk Permissions button. This time, the appli-
cation checks the permissions applied to the files on the disk and
attempts to correct any problems it finds. Like disk repair, infor-
mation about the progress of the process is displayed in the win-
dow. Be alert for any problems found but not solved.

7. When you’ve repaired the disk and its permissions, quit the Disk
Utility application.

Restart your Mac on the primary startup drive. Hopefully, the
problems you were having are corrected. If not, you have to try
another solution.

197

Like the other solutions in this section, repairing a disk and its permissions

is easy and really doesn’t have a downside, so this is a good thing to try
when you are troubleshooting a problem. When you try this, you see lots

of technical lingo in the window, but as I mentioned previously, you don’t

need to worry about what it all means. Take a simplified approach; you
don’t need to worry about the details of what the application does to be
able to solve problems with it.

NOTE: Disk Utility

Disk Utility is an application stored in the Utilities folder within the
Applications folder. You can run it from the desktop, just like other
applications. It works just like it does from within the Recovery
HD’s Mac OS X Utilities tool, with one big exception. When you run
the application from the desktop, it can’t repair the hard drive on
which the active operating system is installed. So, if you are having
a problem with your primary startup disk, start up from the
Recovery HD volume and run the application from the Mac OS X
Utilities. If you want to work on disk drives you aren’t currently
using as the startup drive, such as to prepare a new drive for use
to repair a drive you are using, run Disk Utility from the desktop.
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Recovering Data from a Time
Machine Backup

If there is one thing you take away from this book, I hope it is the need to
keep your data backed up. Some of the data on your computer, such as
photos, simply can’t be re-created. Other data is difficult, expensive, or
time consuming to re-create. Losing data should be the thing you worry
most about when it comes to your Mac. For information about using Time
Machine to back up your Mac, refer to Lesson 10, “Securing and
Protecting Your Mac.”

If you run into a problem where data is lost or you want to replace the cur-
rent version with a previous version and you have a current backup, you
can restore your data from the backup using the Time Machine application.

You can use Time Machine to restore data from within the Mac OS X
Utilities tool or from the desktop. Running it from either location is simi-
lar. If the only problem you have is the data loss (in other words, your Mac
is working fine), you can run it from the desktop. If you’ve encountered a
more serious problem, you might need to run it after starting up from the
Recovery HD volume.

You can recover data with Time Machine in two possible ways. One is to
access previous versions of your desktop to restore files. The other is to
access previous versions of data within an application; most applications
don’t support this option, but some very important ones (such as iPhoto) do.

To restore data on the desktop with Time Machine, perform the following
steps:

1. Open a Finder window showing the location where the files you
want to recover were stored. This can be the location where files
that have been deleted were placed, or it might be where the cur-
rent versions of files are stored (in the event you want to go back
to a previous version of a file).

2. Launch Time Machine by clicking its icon on the Dock, opening
the Time Machine menu, and selecting Enter Time Machine or
by opening the Launchpad and clicking Time Machine. The
Time Machine interface replaces the desktop, as shown in Figure

www.it-ebooks.info


http://www.it-ebooks.info/

Recovering Data from a Time Machine Backup 199

11.4. In the center of the window is the Finder window you
opened in step 1. Behind it all the versions of that window that
are stored in your backup appear, from the current version to as
far back in time as the backups go.

Along the right side of the window is the timeline for your back-
ups, starting with today and moving back in time as you move up
the screen. Each backup is represented by a horizontal line on the
timeline. Some are identified with a label, such as Latest Backup,
Today, and so on. Backups in magenta are stored on the hard
drive you configured for Time Machine. Backups in gray are
stored on the Mac’s startup drive. At the bottom of the screen the
Time Machine toolbar is displayed. In the center of the toolbar,
the time of the window that is currently in the foreground
appears. At each end are controls that you use to exit Time
Machine (Cancel) and the Restore button (which is active only
when you have selected a file or folder that can be restored).
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FIGURE 11.4 Time Machine is aptly named because it enables you to go
back in time to recover files that are lost.
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3. Locate the versions of the files you want to restore by doing any

of the following:

Click a time on the timeline when the files you want to restore
were available. As you point to a backup, its line is magnified
and you see the date and time at which the backup was created.

Click the back arrow (pointing away from you) located just to the
left of the timeline. You move back in time and the window as it
is captured in the backup is shown.

Click a Finder window behind the foremost one. The window on
which you clicked moves to the front; as you move into windows
toward the “back” of the stack, you move back in time.

. When you reach the files you want to restore, select them.

. Click Restore. The files and folders you selected are returned to

their locations in the condition they were in the version of the
backup you selected, and Time Machine quits. You move back to
the Finder’s location where the restored files were saved, and you
can resume using them.

To use Time Machine to restore data from within an application, perform
the following steps:

1. Open the application from which the data was lost. For exam-

ple, if photos are missing from your iPhoto Library, open that
application.

. Launch Time Machine by clicking its icon on the Dock, opening

the Time Machine menu, and selecting Enter Time Machine or
by opening the Launchpad and clicking Time Machine. The
Time Machine interface replaces the application window. In the
center of the window is the Finder window you opened in step 1.
Behind it all the versions of that window that are stored in your
backup appear, from the current version to as far back in time as
the backups go. This version of Time Machine works just like the
one when you are backing up files from the Finder; for example,
backups stored on the startup volume are indicated by gray lines
and magenta lines indicate backups stored on the Time Machine
drive.
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3. Locate the versions of the files you want to restore by doing any
of the following:

Click a time on the timeline when the files you want to restore
were available.

Click the back arrow (pointing away from you) located just to the
left of the timeline.

Click a Finder window behind the foremost one.

4. Use the application’s controls to move to the photos you want to
restore.

5. Select the files, such as photos, you want to restore.

6. Click Restore. The files are returned to the application, and you
can use them as if they’d never been lost.

NOTE: Online Backups

You can also use an online service (such as Carbonite or Mozy) to
back up your Mac. The most significant benefit of this approach is
that your data is not connected to your Mac in any way, so it is more
protected than it is even with Time Machine. For example, if some-
thing really bad happens to your Mac, such as a fire or flood, you
might lose all the data on it and all the data on your Time Machine
drive if it is stored in the same location, in which case you have a
real problem. If you use an online backup service, your data remains
safe even in an extreme situation like these. You can restore your
data to the Mac from whence it came or to a different one.

Reinstalling Mac 0S X Lion

Reinstalling Mac OS X is about the most severe action you can take to
correct a problem. It is unlikely you will need to do this, but once in a
while, it is what you need to do. Here’s how:

1. Restart using the Recovery HD and access the Mac OS X
Utilities tool as described in the previous section.

2. Select the Reinstall Mac OS X option.

3. Click Continue.
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4. Click Continue. This step sends the serial number of your Mac
to Apple.

5. Follow the on-screen instructions to complete the re-installation.

Getting Help with Problems

If none of the measures described in this lesson so far have solved a prob-
lem, you need to get some help with it. The good news is that a lot of help
is available on the Internet and from other sources. There are two basic
ways to get help. You can search for help, or you can ask for help.

Searching for Help

Searching for help is the option to try first because you can often find a
solution more quickly and easily than by asking for help because you
don’t need to provide any information to search for solutions. Performing
a search is simple.

NOTE: Mac or Application Help

Don’t forget to try the Mac’s or an application’s Help system. Open
the Help menu and search for help with the problem you are hav-
ing, or open the documentation associated with the application you
are using.

One of the best ways to search for help is to open a web browser and,
using your preferred search engine, simply search for the problem you are
having. Use a search term that describes the problem you are having; more
specific search terms tend to provide better results. In most cases, the
results include many links to information about the specific problem you
are having, or at least similar problems, as shown in Figure 11.5. Explore
the links and try the solutions you find.
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FIGURE 11.5 Searching for help is fast and easy and often results in use-
ful information.

If you want to make your search more specific, you can start at sites that
are dedicated to Macintosh computers, such as www.apple.com/support, or
those specific to software or hardware that you are having trouble with.
Most sites offer support areas that enable you to search for problems, read
forums, and so on.

Asking for Help

If a search doesn’t reveal solutions, you can ask for help with a problem. The
most productive places to ask for help are the manufacturers of the hardware
or software with which you are having an issue. Typically, their websites
contain a support area that enables you to contact customer support.

However, before you ask for help, you need to make sure you are able to
ask for help effectively. You should be able to describe the problem you
are having with some amount of detail. Otherwise, the person whom you
are asking will probably not be able to help or will have to ask you ques-
tions to be able to help.

For example, an ineffective question would be something like, “Word quit.
Please help.” Such messages provide no information that someone can use
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to help you solve a problem. At worst, an insufficiently detailed request
might simply be ignored. At best, you get a reply in which you are asked
to provide information that you should have provided with your inquiry.

When you ask for help, provide as much context and detail about the prob-
lem as you can. This should include the version of Mac OS X you are
using; the versions of the applications that are giving you trouble; and
what, specifically, you were doing when the problem happened. The more
information you provide, the more likely it is that the person whom you
are contacting will be able to offer help. Going back to the prior example,
a more effective question might be something like, “I’m running MS Word
2011 with Mac OS v 10.7.1 on a MacBook Pro. When I open the File
menu and choose Print, the print dialog box appears briefly, but then Word
quits.”

If a specific error message appears on the screen when you have a prob-
lem, capturing a screenshot can make a request for help much more effec-
tive. For example, you can capture the screenshot and attach it to an email
request for help.

To capture a screenshot, perform the following steps:

1. With the error message on the screen, open the Launchpad and
click Utilities.

2. Click Grab. The Grab application opens. Because the application
doesn’t have any windows when you first open it, the only
change you’ll notice is in the menu bar.

3. Press Shift+cmd+Z, which is the keyboard shortcut for the Timed
Screen option. The Time Screen Grab dialog box displays.

4. Click Start Timer. The 10-second timer starts.
5. Move back to the error message.

6. Wait for the timer to expire; when it does, the screen is captured
and you hear the shutter sound. The screen capture opens in the
Grab application.

7. Move into the Grab application.
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8. Save the screenshot file. You can provide the file to someone you
want to get help from.

NOTE: Contact Me for Help

Feel free to email me at bradmiser@me.com for help. I'll respond
to your request as soon as | am able to.

Summary

In this lesson you learned how to troubleshoot and solve problems. In the
next lesson, you learn how to run Windows applications on your Mac.
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Running Windows on
Your Mac

In this lesson, you learn how to run Windows applications on your Mac.

Understanding Options to Run
Windows on a Mac

Although some of us prefer Macintosh computers, the fact is that a lot
more people use Windows computers, especially in businesses and other
large organizations. This means that more applications are available for
Windows computers, and sometimes an application you have to run is only
available for Windows computers. The good news for Mac users is that
with Mac OS X Lion, you can run the Windows OS and the Mac OS on
the same computer, getting the best of both worlds.

There are two ways you can run the Windows OS and applications on a
Mac: Boot Camp and virtualization.

Boot Camp is the Apple technology that transforms Mac hardware into a
fully capable Windows PC. You can choose to boot up your Mac in the
Mac OS or in Windows. When you boot up in Windows, your Mac
becomes a fully functional Windows PC.

The strengths of Boot Camp include great performance (your Mac can out-
perform many laptops designed to run Windows only), maximum compati-
bility for hardware and software, and a lower cost because your only
expense is a copy of Windows. A minor downside is that sharing data
between the two operating systems can be a bit more complicated because
they can’t be running at the same time. You also have to restart your com-
puter to switch between the operating systems.
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Under virtualization, an application provides a virtual environment (also
called a virtual machine) in which you install and run Windows. You
install the virtualization application and then install a version of Windows
in a virtual machine. When you want to run Windows, you launch the vir-
tualization application, and within its windows you run Windows and
Windows applications.

Using a virtual approach has a number of benefits, including being able to
run Windows and the Mac OS at the same time because the virtualization
software is just another application running on your Mac, good perfor-
mance (it isn’t usually noticeably slower than running it under Boot
Camp), and easy data sharing because the Mac OS and Windows are run-
ning at the same time.

Virtualization does have two points against it. One is the cost of the virtu-
alization software. The other is that a virtual approach might not be com-
patible with all the hardware and software you want to run.

Although I've described these as two options, if you chose a virtualization
application, you can use both options and switch between them easily.

To run Windows on a Mac, you have to purchase a full copy of Windows 7
to install, whether you use Boot Camp or a virtualization application (or
both); you can’t use an upgrade (unless of course, you’ve previously
installed a version of Windows on your Mac). The cost for this varies,
depending on the version of Windows you purchase and how you purchase
it. When you purchase Windows, try to get a version that is designed for
builders, also called the original equipment manufacturers (OEM) version.
This version is significantly less expensive than the full retail version and
is ideal for installing Windows on a Mac.

There are various types of Windows 7, such as Home, Professional, and
other categories between which the differences are somewhat difficult to
understand. For most Mac users running Windows as a second operating
system, the Home version is likely to be sufficient. However, you should
compare the versions to make sure one doesn’t offer something you need
to have; see http://windows.microsoft.com/en-US/windows7/products/
compare for Microsoft’s explanations of the differences.

After you have a copy of Windows 7, you're ready to install it. I
recommend that you configure Boot Camp even if you end up using
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virtualization. This gives you the option of running Windows in Boot
Camp and, after you obtain and install a virtualization program, under a
virtual machine as well.

Installing and Using Boot Camp
to Run Windows

Installing and using Boot Camp involves two steps: configuring Boot
Camp and then installing Windows. After these steps are complete, you
can run Windows on your Mac.

Configuring Boot Camp

Mac OS X Lion includes the Boot Camp Assistant application that guides
you through the installation of Windows on your Mac. Here are the steps
to prepare your Mac to receive Windows:

1. Open the Boot Camp Assistant application located in the Utilities
folder in the Applications folder. You see the first screen of the
assistant.

2. Click Continue. You see the Download Windows Support
Software screen.

3. Click Download the Windows support software for this Mac.

4. Click Continue. The Assistant downloads the software to your
Mac. When the process is complete, the Save Windows Support
Software screen displays.

5. Click Burn a copy to CD or DVD, insert a blank disc into your
Mac, and click Continue. The Assistant looks for the drive.

6. When the disc is found, click Burn. The software is written to
the disc. When the process is complete, the disc is ejected and
you’re prompted to authenticate yourself.

7. Type your administrator password and click Add Helper. The
Create a Partition for Windows screen appears. On the left is the
partition for Mac OS X, while on the right the partition for
‘Windows, which is a minimum of 20GB, is shown.
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8. Set the size of the Windows partition by dragging the Resize han-

dle (the dot) between the two partitions to the left to increase the
size of the Windows partition, as shown in Figure 12.1. You can
set the partition to be any size you want, but you have to trade off
disk space for Windows versus what is available for the Mac OS.
I recommend that you allocate at least S0GB to Windows, but if
you plan to install a lot of Windows applications and create large
documents, you might need a larger partition.

0 Boot Camp Assistant

Create a Partition for Windows
- Each operating system requires its own partition on the disk. Drag the divider to set the
/ \ size of the partitions, or click Divide Equally button
2 . "Macintosh HD" will be partitioned as:
%
4
Mac 05 X Windows
449 GB S0 GB
320 GRfree
Divide Equally
v
4
4
.
Go Back Partition

FIGURE 12.1 When you partition your drive, be careful because you don’t
get a second chance at it without extra time and effort.

CAUTION: Partitioning for Windows

When you are partitioning your drive, you can choose to divide its
space equally. | don’t recommend you do this unless you think you
will be using Windows as much as you will the Mac. Also, after
you’ve partitioned your drive, you won't be able to make the
Windows partition larger without repartitioning the volume and rein-
stalling Windows, which is a time-consuming process. So, make
sure you give the Windows environment plenty of space.
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NOTE: More on Partitions

If the drive on which you are running the Bootcamp Assistant has
more than one partition, the assistant won’t be able to create a
partition for Windows.

9. Click Partition. The Assistant creates the Windows partition on
your Mac’s hard drive.

10. At the prompt, enter your Administrator password and click
Modify Settings. When the process is complete, you're
prompted to insert your Windows installation disc. You are ready
to install Windows.

Installing Windows in Boot Camp

Starting from the Insert Windows installation disc prompt, complete the

installation of Windows with the following steps:
1. Insert the Windows installation disc.
2. After it is mounted on your Mac, click Start Installation.

3. Enter your Administrator password and click Modify Settings.
The Mac restarts and boots from the Windows installation disc.
The installation application starts installing files; the progress is
displayed at the bottom of the blue Windows Setup screen. The
Windows Starting message appears as the Windows Installer
opens.

4. At the prompt, select the language, time and currency format,
and keyboard method; then click Next.

5. Click Install Now. The Setup process begins.
6. Accept the license and click Next.

7. Select the new installation option.
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CAUTION: Boot Camp Partition Please

Make sure you select the Boot Camp partition you created earlier
to install Windows on. If you don’t, you might overwrite a partition
with Mac OS X or your data on it, in which case that data is lost.

8.

10.
11.

12,

13.
14.
15.

16.

Select the BOOTCAMP partition. If an error message appears
stating that Windows can’t be installed on the selected partition,
you need to format the partition by performing steps 9 and 10; if
this doesn’t appear, skip to step 11.

. Click Format. A warning about files that might be installed on

the partition pops up.
Click OK.

Click Next. The installation process begins on the partition you
selected. Progress information is displayed in the Install
Windows window and in the status bars at the bottom of the win-
dow. The install process can take quite a while, and your Mac
might restart multiple times. Eventually, the Set Up Windows
screen appears.

Work through the various screens of the Setup Windows applica-
tion to configure Windows. For example, you need to create a
username and password, type the Windows product key, choose
how Windows handles updates, and set the time and date. When
the process is complete, the Windows desktop appears.

Eject the Windows installation disc.
Insert the Support Software disc you created earlier.

Click Run setup.exe and click Yes to allow it to install software
in Windows. The Bootcamp Installer application opens.

Follow the onscreen instructions to complete the installation of
various drivers and other software that Windows needs to work
with the Mac hardware. You might be prompted to configure var-
ious Windows options, such as choosing a network location,
while the Bootcamp Installer runs. You can either minimize those
until the Bootcamp Installer process is complete or just let the
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Bootcamp Installer run in the background and configure
Windows while it runs.

17. When the Bootcamp Installer is complete, click Finish.
18. Click Yes at the prompt to restart your Mac. It starts up in
Windows.
Windows is ready to use, but you should update it to ensure you are run-
ning the current version by performing the following steps:

1. Log in to your Windows account by typing your password and
pressing Return.

2. Open the Windows menu, select Control Panel, and click the
System and Security option.

3. Click Windows Update.
4. Click Check for updates.
5. Follow the onscreen instructions to install all the available
updates.
To return to the Mac OS, do the following:

1. To return to the Mac OS, select Windows menu and click Shut
down.

2. Restart the Mac and hold down the Option key while it starts up.

3. Click the Mac OS X startup disk and press the Return key. The
Mac starts up under Mac OS X again.

NOTE: Back Where You Started?

When Mac OS X restarts, you might return to the Bootcamp
Assistant because Mac OS X restores open windows by default.
Because you've already completed the assistant, just quit it.

Using Boot Camp to Run Windows

After you install Windows, you can transform your Mac into a Windows
PC by restarting the Mac and holding down the Option key while it starts
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up. When the available startup disks appear, click the Windows startup
volume and press the Return key. The Mac starts up under Windows and
you can run your Windows applications.

TIP: Choosing Windows as Your Default 0S

If you want Windows to be your default OS, open the Startup Disk
pane of the System Preferences application and click BOOTCAMP
Windows startup disk. Then click Restart again at the prompt. Each
time you start your Mac, it opens Windows. You can pick the Mac
OS instead by holding down the Option key while it restarts.

TIP: Choosing the Mac OS as Your Default 0OS

To set the default OS to be the Mac OS, start up in the Mac 0S
and use the steps in the previous tips, except instead of clicking
on the BOOTCAMP Windows startup disk, select your Mac startup
disk.

To switch back to the Mac OS, use the same process, except instead of
clicking on the Windows startup disk, click your Mac OS startup disk.

CAUTION: Windows Security

Windows is constantly under attack from viruses, Trojan horses,
and other nasty attempts to steal or damage data. Running
Windows on a Mac doesn’t protect you from these threats when
you are using the Windows environment; it's as susceptible to the
same attacks that Windows running on PC hardware is. You should
install and use security software (such as a good antivirus applica-
tion) under Windows as soon as you get your Windows environment
running, especially if you're accessing the Internet under Windows.

As you run Windows, be aware that you must activate a copy of Windows
to keep it running for more than 30 days. When you do this, the copy of
Windows you run is registered to the specific computer on which you acti-
vate it as a means to limit illegal copies of Windows. Don’t activate your
copy of Windows until you’ve used it for long enough to ensure that
you’ve got it configured the way you want and can run it under Boot
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Camp, in a virtual environment, or both. Once activated, if you make a sig-
nificant change, there’s a chance you’ll have to reactivate it, in which case
you’ll have to pay for a new copy of Windows to activate it under a differ-
ent scheme or try to explain the situation to Microsoft to get the previous
activation “undone” so you can activate it under a different environment.
Running a “nonactivated” version of Windows doesn’t limit you in any
way, although you do get annoying reminders that it needs to be activated
along the way. After you hit the 30-day mark, you have to activate it to
continue using Windows.

Installing and Using a Virtual
Environment to Run Windows

When you use a virtual environment to run Windows, you don’t have to
choose one OS or the other because you can run them both at the same
time. This makes sharing data between the two environments easy. If you
find yourself running Windows often, I recommend you use a virtual
approach because it makes switching between Windows and the Mac OS
so much easier. And you can do tasks in both at the same time.

There are two primary virtualization programs available: VMware Fusion
and Parallels Desktop for Mac. Both of these applications work well and
offer a similar feature set. Each also offers a free trial so you can check
them out to see which you prefer.

Information about Parallels Desktop for Mac is available at http://www.
parallels.com/.

The rest of this section focuses on VMware Fusion simply because that is
the one the company I work for has selected; either works well.

NOTE: Pick an Environment, But Not Just Any Environment

With either program, you have the option of creating a new
Windows environment or using a Windows environment in Boot
Camp. | recommend you choose the Boot Camp option because it
saves a lot of time installing Windows again in a different environ-
ment and might avoid some of the activation issues that can occur
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if you run Windows in two different environments. The rest of this
section is based on this approach.

Installing and Configuring a Virtual
Environment

To download and install VMware Fusion, perform the following steps:

1. Navigate to http://www.vmware.com/products/fusion/overview.
html.

2. Click the Try for Free button.

3. Create a VMware account by following the onscreen instructions.
You need to follow an activation process to be able to download
the application.

4. Download VMware Fusion.

5. When the download process is complete, move back to the desk-
top and run the Install VMware Fusion application, as shown in

Figure 12.2.
8ene & Install VMware Fusion
Welcome to the VMware Fusion Installer
Thank you for choosing VMware Fusion® 3.1.2 (build
# Introduction 332101).

License VMware Fusion 3 is the best way to run Windows on your
‘ ial Nt : Mac.

Run Windows applications just like Mac applications, with
seamless copy-and-paste, drag-and-drop, and printing that
"just works" on the Mac you love—no additional setup
required.

VMware Fusion's 64-bit native engine is optimized for Mac OS
X Leopard and Snow Leopard to offer the best Windows
performance without impacting the performance of your Mac.

i Summary Run Windows the Mac way with VMware Fusion.

For the most up-to-date information about VMware Fusion,
wvisit:

http: //www.vmware.com/products/fusion

ack Continue

FIGURE 12.2 The VMware Fusion Installer makes setting up the application
straightforward.
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6. Follow the onscreen instructions to complete the installation.
When the process is done, the completion screen appears.

7. Click Close to quit the installer. You’re ready to launch VMware
Fusion and configure a virtual environment.

Using a Virtual Environment to Run
Windows

VMware Fusion automatically detects and uses a Boot Camp installation
of Windows so there’s no additional configuration. To run Windows, fol-
low these steps:

1. Launch VMware Fusion. The application launches and the
Bootcamp environment that has been selected displays.

2. Click the Start Up button. The first time you start Windows,
some additional preparation has to be done, but for subsequent
times, the process is much faster. The first time you should also
install the VMware Fusion tools. The VMware Tools Installer
launches automatically and begins the installation process. When
it is complete, click Restart to restart the Windows environment.

3. If prompted to, type your Mac OS X username and password and
click OK. Windows starts up in the VMware Fusion window.

You’re running Windows as shown in Figure 12.3 (Full Screen) and Figure
12.4 (Single Window).

As you run Windows on your Mac, keep these tidbits in mind:

» You can move from the Windows OS to the Mac OS by pressing
ctrl+cmd, by clicking in an application’s window, by selecting it
on the Dock, and via all the other standard ways of switching
between applications.

» You can use the Unity mode so that the Fusion window disap-
pears and all that is shown on the Mac desktop is the VMware
Fusion menu on the menu bar and any Windows applications you
are running. To try this, select View, Unity when a VMware
Fusion application is active. You then access Windows applica-
tions by opening the VMware Fusion menu on the menu bar and
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FIGURE 12.3 s this Windows or a Mac? The answer is yes.

navigating to and selecting the application you want to run. It
appears in a new window on your Mac’s desktop.

» You can copy files from Windows to the Mac or vice versa by
dragging them from one environment to the other.

» You can also copy information from one environment to the other
with the standard copy and paste commands.

» Only one environment can be using a CD, a DVD, or another
device at the same time. When you insert a disc or connect a
device, you are prompted to choose the OS that should use the
disc or device. If you’ve inserted a CD or DVD or connected
another device but don’t see it on the Mac desktop, the odds are
that Windows is running and the disc or device is mounted there,
which makes it unavailable to the Mac. Stop the Windows envi-
ronment; the disc or device appears on the Mac desktop.

» You can view the Windows OS in Full Screen mode to have it fill
the screen and hide the Mac OS. In this mode, the VMware
Fusion toolbar appears at the top of the screen. To change the

www.it-ebooks.info


http://www.it-ebooks.info/

Installing and Using a Virtual Environment to Run Windows 219

@

Anfinace

Ultra Micro Serles Park Flyers Bind-N-Fly Community

SES5a WWI BNF
ParkZone's first WWI1 and Bi-Plane Park Flyer

FIGURE 12.4 This is VMware Fusion’s Single Window mode.

view, open its View menu. Even in Full Screen you can move
into the Mac OS as needed. The Full Screen Windows environ-
ment moves into the background.

» If you have two displays, you can run the Mac OS on one display
and have the Windows environment fill the other by running
VMware Fusion in Full Screen mode. To try this, run Windows
in the Single Window view and then drag the window onto a dis-
play. Click the Full Screen button. The Windows environment
fills that display, and each OS has its own display.

When you are done running Windows, shut it down by selecting the

Windows menu and then clicking Shut down. After Windows shuts down,
you can quit the VMware Fusion application.

Summary

In this lesson you learned how to run Windows applications on your Mac.
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Index
A

Dock, 31, 34

action pop-up menus, 26
Address Book, 64-65, 153
administrator accounts
configuring, 152
overview, 146
AirDrop, 109-112
availability, 112
icons, 25
receiving files, 111
sending files, 110-111
alerts, 86
All My Files icon, 25
App Store, 41-49
applications
downloading/installing, 45
installing on other Macs, 47
searching, 44-45
updating, 45-46
categories, 44
configuring, 42-43
featured applications, 43
top charts
Apple
software, updating, 166-167
support website, 203
Apple IDs, 152
Apple menu, 17-9
Application Switcher, 53
applications

DVD Player, 65
FaceTime, 65
finding, 61

force quitting, 55, 189-191
hangs, troubleshooting, 189-191

hiding, 54
iCal, 66-67
icons, 53
iLife
GarageBand, 70
iDVD, 71
iMovie, 70
iPhoto, 70
iWeb, 71
installing

dragging/dropping, 49
installer programs, 48

iTunes, 67-68

location services, disabling, 173

Mail, 68-69
menus, 17

multiple open, managing, 51-53

opening, 50, 62

opening automatically at login, 159

preferences, 77
Preview, 62-63
quitting, 54-55
Safari, 69
Sidebar icon, 25

Address Book, 64-65
App Store, 41
categories, 44
configuring, 42-43
downloading/installing, 45
featured applications, 43
installing on other Macs, 47
searching, 44-45
top charts
updating, 45-46
Applications folder, 61
content, sharing, 112
data recovery, 200-201
defined, 15
desktops, creating, 91-94
Disk Utility
disk repair, 195-197
primary startup disks, 194-197

user access, restricting, 154-156
Utilities folder, 61
Applications folder, 61
Arrange menu, 26
authentication
System Preferences, 77
user accounts, 148-149
automatic logins, 160

Back buttons, 26

backups
drives, selecting, 181
online, 186
startup hard drive, 180
testing, 184-186
Time Machine, 180-184
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base stations

base stations
Express, 99-100
Extreme, 98-99
installing, 101-103
network security, 169-171
security, 105
Bluetooth
connection icon, 136
keyboards, 138-139
mice, 133-136
setting up, 133-134
Boot Camp
benefits, 207
configuring, 209-211
Mac OS
default OS, 214
switching back, 213
Windows
activation, 215
default OS, 214
installing, 211-213
security, 214
starting up, 214
updating, 213

C

cable modems, 98
calendars (iCal), 66-67
Carbonite online backup system, 186
CDs
burning restrictions, 159
storing data, 16
Windows OS, running, 218
chat access, restricting, 157-158
clean accounts, creating, 146
clicking objects
double-clicking, 10
secondary clicks, 11
single click, 10
Close button (windows), 13
closing windows, 13
Columns view (Finder window), 28
commands
File menu
Open, 56
Print, 124
Revert to Saved, 59
Save, 57

Save a Version, 58
Save As, 57
selecting, 17
configurable menus, 21
connections
input devices, 132
keyboards
Bluetooth, 138-139
wired, 138
local networks
Ethernet, 104
wireless, 106-107
mice
Bluetooth, 133-136
wired, 133
printers, 118
direct, installing, 119-121
networks, 121
trackpads, 142
Wi-Fi
local networks, 106-107
managing, 107-108
public, 108-109
contacts (Address Book), 64-65
contextual menus, 11
Cover Flow view (Finder windows), 29
customizing
Dashboard widgets, 94
Dashboard, 94-95
date & time, 87-88
display, 81-82
Dock, 79-80
Energy Saver preferences, 82-84
Finder, 73
Finder window views, 27
Mission Control, 89-91
Sidebar, 24
sounds, 84-86
alerts/interface, 86
input, 86
output, 86
volume, 86
toolbars, 27
user accounts pictures, 150-152

Dashboard, 36
customizing, 94-95
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widgets
adding, 94
customizing, 94
deleting, 95
downloading/installing, 95
moving, 94
multiple instances of same widget, 95
date & time, 87-88
deleting
Dashboard widgets, 95
user accounts, 163-164
desktop,
Apple menu, 21
configurable menus, 21
creating with Mission Control, 91-94
data recovery, 198-200
Dock, 22, 31
applications, 34
Dashboard, 36
documents, 34
Finder, 33
functions, 33
Launchpad, 34-35
minimized windows, 34
Mission Control, 36-39
sections, 31
stacks, 31
Trash, 34
Finder windows, 22
searching, 30-31
Sidebar, 23-26
toolbars, 26-27
views, 27-29
menu bar, 21
multiple open applications, managing, 52
navigating, 21-23
pictures, setting, 77-79, 94
Spotlight
locating, 22
searches, 39
tasks, performing, 23
Devices icon, 25
Dictionary profanity, hiding, 159
Digital Subscriber Line (DSL), 98
Disk Utility
disk repair, 195-197
primary startup disks, 194-197
display
multiple, 82
preferences, 81-82

sharing, 113-114
Windows OS, running, 219
Dock, 22, 31
applications, 34
Dashboard, 36
documents, 34
Finder, 33
functions, 33
Launchpad, 34-35
minimized windows, 34
Mission Control, 36-39
gestures, 37
modes, 38-39
opening, 37
preferences, 79-80
sections, 31
stacks, 31
Trash, 34
documents
copying between Mac/Windows, 218
creating, 56
Dock, 31, 34
encryption, 177-179
access, preventing, 179
configuring, 177-178
process, running, 178
users, enabling, 178
opening, 56
opening automatically at login, 159
PDF (Portable Document Format)
creating, 127-128
overview, 127
viewing, 129
previewing, 62-63
recent, setting, 56
saving, 56-58
Sidebar icon, 25
versioning, 58-60
double-clicking, 10
downloading
applications from App Store, 45
Dashboard widgets, 95
dragging/dropping, 11, 49
DSL (Digital Subscriber Line), 98
DVD Player, 65
DVDs
burning restrictions, 159
storing data, 16
Windows OS, running, 218
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email
access, restricting, 157-158
Mail application, 68-69
Miser, Brad, 205
encryption, 177-179
access, preventing, 179
configuring, 177-178
process, running, 178
users, enabling, 178
Energy Saver, 82-84
Ethernet
cables, 100
connections, 104
hubs, 101

F

FaceTime, 65
Fast User Switching menu, 161-163
featured applications, 43
File menu commands
Open, 56
Print, 124
Revert to Saved, 59
Save, 57
Save a Version, 58
Save As, 57
files
copying between Mac/Windows, 218
defined, 16
encryption, 177-179
access, preventing, 179
configuring, 177-178
process, running, 178
users, enabling, 178
PDF (Portable Document Format), 119
creating, 127-128
overview, 127
viewing, 129
sharing, 109-112
availability, 112
receiving files, 111
sending files, 110-111
FileVault
access, preventing, 179
configuring, 177-178
process, running, 178
users, enabling, 178

Finder
Dock icon, 33
hangs, troubleshooting, 191
preferences
advanced, 74-75
general, 73-74
labels, 74
Sidebar, 74
Finder windows, 22
searching, 30-31
Sidebar, 23-26
customizing, 24
devices section, 24
favorites, 24-26
icons, 25
shared items, 24
viewing/hiding contents, 24
toolbars
customizing, 27
icons, 26
views
Columns, 28
Cover Flow, 29
customizing, 27
Icon, 27
List, 28
firewall, 173-175
folders
Applications, 61
defined, 16
Dock, 31
Launchpad, creating, 88
Sidebar icon, 25
Utilities, 61
websites, organizing, 156
force quitting applications, 55, 189-191
Forward buttons, 26

GarageBand, 70
gestures
Launchpad, 35
Mission Control, 37
group accounts, 147, 153

hard drives
backup, selecting, 181
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defined, 16
repairing, 195-197
volumes, 17

help
Apple support website, 203
asking, 204
Miser, Brad’s email, 205
screenshots, capturing, 204-205
searching, 202-203

hiding
applications, 54
Sidebar contents, 24

I-J

iCal, 66-67
Icon view (Finder windows), 27
icons
Bluetooth device connections, 136
Dock, 31
Launchpad, 88
logging in, 7
open applications, 53
Sidebar, 25
toolbars, 26
iDVD, 71
iLife
GarageBand, 70
iDVD, 71
iMovie, 70
iPhoto, 70
iWeb, 71
iMovie, 70
inkjet printers, 117
input devices
connections, 132
keyboards, 138
Bluetooth, 138-139
configuring, 139-141
force quit shortcut, 191
lighting, 141
shortcuts, 141
wired, 138
mice, 132
Bluetooth, 133-136
clicking objects, 10-11
configuring, 136-137
dragging, 11
left/right clicks, 11

pointers, moving, 9-10
scrolling, 137
wired, 133
preferences, 132
third-party software, 138
trackpads, 141
configuring, 142-144
dragging, 11
external, connecting, 142
pointers, moving, 10
scrolling, 144
types, 131
wireless, 132
input sounds, 86
installer applications, 48
installing
applications
App Store, 45
dragging/dropping, 49
installer programs, 48
other Macs, 47
base stations, 101-103
Dashboard widgets, 95
printers
direct connections, 119-121
networks, 121
virtual environments, 216-217
Windows via Boot Camp, 211-213
interface sounds, 86-84
Internet attacks, preventing
base stations, 169-171
firewall, 173-175
security/privacy settings, 171-173
iPhoto, 70
iTunes, 67-68
iWeb, 71

K

keyboards
Bluetooth, 138-139
configuring, 139-141
force quit shortcut, 191
lighting, 141
shortcuts, 141
third-party hardware, 138
wired, 138

www.it-ebooks.info



http://www.it-ebooks.info/

226

labels

L

labels, 74
laser printers, 117
launching. See opening
Launchpad, 34-35
folders, creating, 88
icons, 88
List view (Finder windows), 28
local networks
base stations, installing, 101-103
components
DSL/cable modems, 98
Ethernet cables, 100
Ethernet hubs, 101
Express Base Station, 99-100

Extreme Base Station/Time Capsule,

98-99
Internet account, 98
Mac, 101
mobile devices, 101
printers, 101
Windows computers, 101
connections
Ethernet, 104
wireless, 106-107
file sharing, 109-112
security, 105
sharing
content, 112
screens, 113-114
location services, disabling, 173
locations
applications, 61
Dashboard widgets, 94
logging in
icons, 7

opening applications/documents
automatically, 159

options
automatic, 160
Fast User Switching menu, 161
Login window, 161
password hints, 161
VoiceOver, 161
user accounts, creating, 7
usernames/passwords, entering, 7
logging out, 18-19
Login window, 161

Mail, 68-69
managing
multiple open applications, 51-53
print jobs, 125
‘Wi-Fi connections, 107-108
menu bars (desktop), 19
menus
action pop-up, 26
Apple, 17-19
applications, 17
Arrange, 26
commands, selecting, 17
configurable, 21
contextual, 11
Fast User Switching, 161-163
mice, 132
Bluetooth, 133-136
clicking objects
double-clicking, 10
secondary clicks, 11
single click, 10
configuring, 136-137
dragging, 11
left/right clicks, 11
pointers, moving, 9-10
scrolling, 137
third-party software, 138
wired, 133
Minimize button (windows), 13
minimizing windows, 13
Miser, Brad’s email, 205
Mission Control, 36
desktops, creating, 91-94
gestures, 37
modes, 38-39

multiple open applications, managing, 52

opening, 37
preferences, 89-91
spaces, 91
mobile devices, 101
movies. See video
multiple applications, managing, 51-53
music
GarageBand, 70
iTunes, 67-68
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NAT (Network Address Translation), 105
navigating desktop, 21-23
networks
Internet attacks, preventing, 169-171
local
base stations, installing, 101-103
components, 98-101
DSL/cable modems, 98
Express Base Station, 99-100

Extreme Base Station/Time Capsule,
98-99

Ethernet cables, 100

Ethernet connections, 104

Ethernet hubs, 101

file sharing, 109-112

Internet account, 98

Mac, 101

mobile devices, 101

printers, 101

security, 105

sharing content, 112

sharing screens, 113-114

Windows computers, 101

wireless connection, 106-107
printers, installing, 118, 121

Norton AntiVirus for Mac, 176

o

objects
dragging, 11
opening, 10
Open command (File menu), 56
opening
applications, 50, 62
automatic login preferences, 159
contextual menus, 11
documents, 56
Mission Control, 37
objects, 10
output sound, 86

P

Parallels Desktop for Mac, 215
parental controls
applications, 154-156
CD/DVD burning, 159

chat/email, 157-158
Dictionary profanity, hiding, 159
passwords, 159
printers, 159
time limits, 158
user accounts, 147, 154
user activity, viewing, 159
Web, 156
passwords
login hints, 161
parental controls, 159
user accounts, 149-150
PDF (Portable Document Format), 119
creating, 127-128
overview, 127
viewing, 129

pictures
desktop, setting, 77-79, 94
iPhoto, 70

screenshots, 204-205
user accounts, customizing, 150-152
pointers
clicking objects
double-clicking, 10
secondary clicks, 11
single click, 10
moving, 9-10
power
Energy Saver preferences, 82-84
shutting down, 19
sleep mode, 18
waking up, 18
preferences
applications, 77
Dock, 79-80
Finder
advanced, 74-75
general, 73-74
labels, 74
Sidebar, 74
input devices, 132
Mission Control, 89-91
sounds, 84-86
System Preferences, 76
authentication, 77
Date & Time, 87-88
desktop pictures, 77-79
display, 81-82
Dock, 79-80
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Energy Saver, 82-84
Security & Privacy, 171-173
sounds, 84-86

Preview, 62-63

Print command (File menu), 124

Print dialog box, 125

print jobs, managing, 125

printers

connections, 118

directly connected, installing, 119-121

ink cartridges, 117
inkjet, 117
laser, 117
local networks, 101
network, installing, 121-123
parental controls, 159
PDF, 119, 127-129
Print dialog box, 125
print jobs, managing, 125
selecting, 124
sharing, 118, 121
public Wi-Fi connections, 108-109

Q

quitting applications, 54-55

recent items, 56
recovering data, 198-201
desktop previous versions, 198-200
online backup services, 201
restoring from applications, 200-201
Recovery HD, starting up, 192-195
reinstalling Mac OS X, 194, 201-202
resolution (display), 81-82
restarting, 189

restricting access. See parental controls
Revert to Saved command (File menu), 59

right-clicking, 11
root accounts, 147

S

Safari, 69

Save a Version command (File menu), 58

Save As command (File menu), 57
Save command (File menu), 57
saving

documents, 56-58

energy, 82-84
Preview documents, 63
searches, 31
Screen Sharing window, 114
screenshots, capturing, 204-205
scrollbars, 14
scrolling, 12
mice, 137
trackpads, 144
searching
App Store, 44-45
Finder windows, 30-31
help, 202-203
saving, 31
Sidebar icon, 25
Spotlight, 22, 39
toolbars, 26
secondary clicks, 11
security
backups
drives, selecting, 181
online, 186
startup hard drive, 180
testing, 184-186
Time Machine, 180-184
encryption
access, preventing, 179
configuring, 177-178
process, running, 178
users, enabling, 178
Internet attacks, preventing
base stations, 169-171
firewall, 173-175
security/privacy settings, 171-173
local networks, 105
location services, disabling, 173
software updates
Apple software, 166-167
third-party software, 167-168
System Preferences, 77
threats, 165
user accounts, creating, 163
authentication, 148-149
passwords, 149-150
virus protection, 175-176
Windows OS, running, 214
selecting objects. See clicking objects
Shared folder/drive icon, 25
sharing, 109-112
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content, 112
files
availability, 112
receiving files, 111
sending, 109-112
printers, 118, 121
screens, 113-114
sharing only accounts, 147, 153
shutting down, 19, 191
Sidebar, 23
customizing, 24
devices section, 24
favorites, 24-26
icons, 25
preferences, 74
shared items, 24
viewing/hiding contents, 24
sizing windows, 14
sleep mode, 18
software
bugs, troubleshooting, 191-192
updating
Apple software, 166-167
third-party software, 167-168
virtualization, 215
solving problems. See troubleshooting
sounds
alerts/interface, 86-84
input, 86
output, 86
preferences, 84-86
volume, 86
spaces, 91
Spotlight
locating, 22
searches, 39
stacks (Dock), 31
standard user accounts, 146
starting up
logging in
icons, 7

opening applications/documents
automatically, 159

options, 160-161
usernames/passwords, entering, 7
Recovery HD, 192-195
troubleshooting, 191
turning on, 6-7
user accounts, creating, 7

storing data
CDs/DVDs, 16
hard drives, 16
volumes, 17

System Preferences, 76
authentication, 77
Date & Time, 87-88
desktop pictures, 77-79
display, 81-82
Dock, 79-80
Energy Saver, 82-84
Security & Privacy, 171-173
sounds, 84-86

T

third-party software
input devices, 138
updating, 167-168

threats, 165

time & date, 87-88

Time Capsule, 181

time limits, 158

Time Machine, 180
configuring, 181-184
data recovery, 198-201

desktop previous versions, 198-200
restoring from applications, 200-201

drives, selecting, 181
startup hard drive, 180
testing, 184-186

time zones, 87

titles (windows), 14

toolbars
customizing, 27
Finder windows, 26-27
windows, 14

top charts (App Store)

trackpads
configuring, 142-144
dragging, 11
external, connecting, 142

pointers, moving, 10
scrolling, 144
third-party hardware, 138
Trash, 34
troubleshooting, 187-188
application hangs, 189-191
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data recovery, 198-201 logging in
desktop previous versions, 198-200 icons, 7
online backup services, 201 options, 160-161
restoring from applications, 200-201 usernames/passwords, entering, 7
Finder hangs, 191 logging out, 18-19
hard drives, repairing, 195-197 opening items automatically at login, 159
help parental controls, 147, 154
Apple support website, 203 applications, 154-156
asking, 204 CD/DVD burning, 159
Miser, Brad’s email, 205 chat/email, 157-158
screenshots, capturing, 204-205 Dictionary profanity, hiding, 159
searching, 202-203 passwords, 159
Recovery HD, starting up, 192-195 printers, 159
reinstalling Mac OS X, 194, 201-202 time limits, 158
restarting, 189 Web, 156
software bugs, 191-192 root, 147
starting up/shutting down, 191 security, 163
troubleshooting user account, 192 sharing only, 147, 153
turning on/off Macs, 6-7, 19 standard, 146
troubleshooting, 192
u types, 146-147
updating Utilities folder, 61
applications, 45-46
software v
Apple software, 166-167 versioning, documents, 58-60
third-party software, 167-168 video
Windows OS, 213 DVD Player, 65
user accounts iDVD, 71
activity, viewing, 159 iMovie, 70
Address Book card, viewing, 153 iTunes, 67-68
administrator View buttons, 26
configuring, 152 viewing
overview, 146 Address Book cards, 153
Apple IDs, associating, 152 Finder windows
clean, creating, 146 Columns, 28
creating, 7 Cover Flow, 29
authentication, 148-149 customizing, 27
names, 149 Icon, 27
passwords, 149-150 List, 28
type, selecting, 149 logged-in users, 163
deleting, 163-164 PDFs, 129
editing, 163 Sidebar contents, 24
Fast User Switching menu, 161-163 user activity, 159
features, 145-146 ‘Windows OS in Full Screen mode, 219
group, 147, 153 virtualization
image, customizing, 150-152 benefits, 208
logged-in, viewing, 163 disadvantages, 208

environment, selecting, 216
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software, 215

switching between Mac OS/Windows,
217

virtual environment, installing, 216-217

VMware Fusion Unity mode, 218
Windows
shutting down, 219
starting up, 217
virus protection, 175-176
VMware Fusion
installing, 216-217
Unity mode, 218
VoiceOver, 161
volume (sounds), 86
volumes, 17

w

waking up Macs, 18
Web
backups, 186
pages, creating, 71
surfing, 69
user access, restricting, 156
websites, organizing in folders, 156
websites
Apple support, 203
Carbonite online backup system, 186
Norton AntiVirus for Mac, 176
organizing in folders, 156
Parallels Desktop for Mac, 215
Windows version comparison, 208
widgets (Dashboard)
adding, 94
customizing, 94
deleting, 95
downloading/installing, 95
moving, 94
multiple instances, 95
Wi-Fi
local networks, 106-107
managing, 107-108
public, 108-109
windows
closing, 13
Dock, 34
Finder, 22
searching, 30-31
Sidebar, 23-26

toolbars, 26-27
views, 27-29

Login, 161

minimizing, 13

multiple open applications, managing,
51-53

resizing, 14

Screen Sharing, 114

scrollbars, 14

scrolling, 12

titles, 14

toolbars, 14

zooming, 13

Windows computers, networking, 101
Windows OS, running, 207-209

activation, 215

Boot Camp
benefits, 207
configuring, 209-211
starting up, 214
updating Windows, 213
Windows installation, 211-213

CDs/DVDs, 218

copying files to Mac OS, 218

default OS, 214

editions, 208

Full Screen mode, 219

Mac OS, switching back, 213

multiple displays, 219

requirements, 208

security, 214

virtualization
benefits, 208
disadvantages, 208
environment, selecting, 216
shutting down Windows, 219
software, 215

switching between Mac OS/Windows,
217

virtual environment, installing,
216-217

VMware Fusion Unity mode, 218
Windows, starting up, 217
wired mice, 133
wireless input devices, 132

Zoom button (windows), 13
zooming windows, 13
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and you love to
share them with your colleagues and friends...why
not earn some $$ doing it!

If you have a website, blog, or even a Facebook
page, you can start earning money by putting
InformIT links on your page.

Whenever a visitor clicks on these links and makes
a purchase on informit.com, you earn commissions*
on all sales!

Every sale you bring to our site will earn you a
commission. All you have to do is post the links to
the titles you want, as many as you want, and we'll
take care of the rest.

It's quick and easy to apply.
To learn more go to:
http://www.informit.com/affiliates/

*Valid for all books, eBooks and video sales at www.informit.com

Addison

ey evee SAMS "
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