Mac OS X Workshop

OCT. 29, 2004

Sources for this OS X workshop:

 OS X for Dummies, by Bob LeVitus, 2003, Wiley Publishing Co.

The Robin Williams Mac OS X Book, Panther Edition, 2004, Peachpit Press

I. Macintosh Operating System X Version 3, Panther

A. Controls the basic operation of your computer

B. Has less crashes than previous Macintosh Operating Systems

C. If OS X does crash, not everything shuts down- no need to restart the computer

D. Is based on UNIX operating for multi-users so the users can have their own preferences – made for sharing computer users 

II. Tips for OS X

A. It is important to shut down properly, school computers let sleep, never shut them down 

a. Use Shut Down command on the Apple menu, OR

b. Press the Power Key once, then click Shut Down button OR

c. Force Quit a program press Apple + Option + Esc
d. Mac OS X is designed to not have be shut down, but it is good to shut it down if it won’t be used for a day or more

e. Never unplug when system is running

f. Don’t use when lightning is near

g. Don’t hit or bump the machine when the Mac is running- can damage the hard drive

h. Don’t forget to back up files 

B. Cancel button (Apple + . )
C. To eject a CD

a. Press the key with the triangle on it OR

b. Press Ctrl + E 

D. Spring Loaded Folders- drag an icon to a folder and it springs open- when you put it away it will close all the folders

E. Control + Click is the same as right click on PC, gives a pop up menu
F. Go -> File -> Document Set Up for Page orientation
III What’s on your new Desktop

A. Dock –hold mouse button down to view icon’s menu

a. Appears as you hover your mouse over it

b. You can customize it -can be set up to include folders of your choice, size (can pull it between Trash icon and Applications), position- choose Apple Menu -> Dock Preferences

c. Contains left to right

i. Finder- What’s open on your computer

ii. First Class – School’s email service

iii. MICROSOFT OFFICE- 

1. Word

2. Power Point

3. Excel

iv. Sherlock- finds things on the web

v. System Preference- Apple set up

vi. @ - takes you to Apple Mac OS X website 

vii. Trash – delete items, disconnect devices, digital cameras, remove CDs

B. Add applications to the dock – open Finder, click and drag to the dock, icon is like an alias, drag it off of the dock, it is not deleted, only cleared from dock

C. The more items you add to the Dock the smaller the icons get

D. Add URL by clicking and dragging the website to the Dock

IV. Mac OS X Windows


A. Open from Finder –on Dock or from File – or Go 

B. Gum Drop Buttons – lights up when window is active, white when it’s inactive

a. Red- close

b. Orange- minimize – sends to Dock while it is open

c. Green – expand or shrink

G. Scroll Bars-click empty space before or after them to move columns 

H. Hide or Show Toolbar – top right corner

E. Toolbar

a. Forward & Back Button- works like browser’s buttons

b. Views- 3 choices

i. Icons

ii. Lists

iii. Columns – makes it easy to see the path Mac uses for your work in a horizontal layout

F. Sidebar Icons

c. Home – *use Document folder under your user name to save your work, best place to store your things
d. Drag your favorites applications and documents to sidebar, to remove drag off & they disappear in a puff of smoke, it’s only the alias, the original is intact – not deleted

e. Applications – all programs on your computer

G. Action Icon-(Gear) click triangle for New Folder, information about the program or to show view options 
H.  Size Control – lower right hand corner, click and drag on diagonal lines to change size of the window, or in each column, double lines at bottom, to resize 

I. Search- magnifying icon – find documents or applications on local disk or hard drive – type 1st letters & OS X fills in similar names for you

V. Apple Menu Items – located at top left of Desktop – Click on menu & drop down menu opens 

A. Apple – blue in OS X – Multicolored for System 9

a. About this Mac – memory information

b. System Preferences – computer’s settings

c. Dock – where you can change Dock – Choose Dock Preferences

d. Location – Network Settings

e. Recent Items – what you’ve worked on 

f. Force Quit – use after a crash or the computer freezes, choose Quit in the dialog box – OR – ( Apple + Option + Esc )
g. Sleep – low power

h. Restart – reboot

i. Shut Down – use to turn off computer safely

j. log out – for current user 

B. Finder

a. Preferences – computer’s information

b. Empty Trash

c. Services – 

i. * Grab – screen capture, image of what’s on the computer screen, can be pasted into document

ii. Make Sticky Note

iii. Open URL

iv. Speech

v. Summarize

vi. * World Book Note Pad- type notes, goes to program & World Book Website
C. As you open an application- It replaces the finder in the menu bar. The last choice in the menu will be to quit the application.

D. File

a. New Finder Window – opens Finder, has your Home Icon
b. New Folder – create new folders

c. Get Info – information about Desktop

d. Find – search for documents on your computer/ not the Internet

e. Duplicate

f. Make Alias

g. Show Original

h. Add to sidebar

i. Create Archive

j. Move to Trash

k. Eject

l. *Burn CD (see VI. for Instructions)
F. Edit

a. Undo- works only 1 step back for Desktop

b. Cut, Copy, Paste, Select All

c. You can show the clipboard in Appleworks

E. View -How you see programs in window

a. Clean Up Arrange- choose how you want to arrange your desktop icons – snaps them to a grid (lines them up)

i. Alphabetically

ii. Date created

iii. Date modified

iv. Size

v. Kind

b. Hide Toolbar

c. Customize Toolbar - toolbar gives you choices for appearance of icons, can drag favorites to it

d. Show View Options

F. Go (has many of the same places as the Finder)

a. Back – return to the last Finder window

b. Forward – starts with the 1st window you opened rather that the last

c. Home – houses your documents

d. Recent Folders – OS X creates alias and stores your recent folders

e. Go to Folder – type a / and use the path to find a folder

f. Connect to Server

G. Window – control how the windows look

a. minimize – like orange gumdrop, removes clutter, places icon on Dock

b. Bring all to front- files move to front, layered with application

c. Lists your open Windows

H. Help – excellent online help, most from Internet, once you look something up in help it is on your computer if you need it again

· OS X doesn’t have a Chooser-> Print Center Applications and Go for the server

VI. Saving

A. Save every few minutes, especially before printing, switching to another program or leaving computer idle (3 times computers crash most often)

B. Apple + S is short cut for saving

C. 1st time you save name your work, make a new folder if you need, use Save As or Save in OS X,

D. Use Save As for making a new name for the work, that makes another project

E. Click downward triangle in Where Menu in dialog box to choose place to save – if you save in more than 1 place additional it becomes an alias, the computer only has 1 original 

F. To view where the computer saved a document ( Apple + Click) on the title bar – you get the path

G. Round dot inside red button reminds you to save- you’ve added something with out saving it

H. Create Folders – highlight Documents in column in your window, then Choose File -> New Folder or shortcut keys (Apple + Shift + N) 

I. CD – R

a. After you put CD in drive, name it (dialog box appears)

b. Disk appears on your Desktop

c. Drag icons to save on disk, it copies them- *Click on CD to select it
d. Choose File -> Burn Disk for burning ( if Burn Disc is gray, click on CD to highlight it, then ->Burn CD)

J. CD-RW lets you burn more than once, but you have to erase its contents before you can burn, unlike a floppy disc that allows you to add to it, older computers can’t read CD-RW

VII. More About What’s on Your Computer

A. Library- LEAVE THIS FOLDER ALONE

B. System – LEAVE THIS FOLDER ALONE

C. Mac OS 9 – you might need this older system for older programs, Apple turns multicolors when this system runs (in upper left corner)

D. Users – others who use computer

VIII. Internet Explorer – vertical bar on left side


A. History

B. Favorites – bookmarks

C. Scrapbook – copies web page as it is, so if it changes you’ll have it

D. Search

E. Page Holder – copies page & links open on right so you don’t need Back button

IX. Applications

A. Applescript –create scripts to record commands for your computer

B. Calculator – 1st update in 20 years – 

a. Choose View
i. Advanced Mode – scientific

ii. Paper – give you a list of calculations that can be printed

iii. Hide paper tape

iv. Precision

v. Display format

vi. Convert 

b. File – save tapes- print

c. Edit – copy & paste special characters

C. Clock – to set choose Apple-> System Preference

D. iCal – calendar includes a To Do List

E. First Class

F. Garage Band – create music

G. Image Capture – connect devices to download photos

H. IPhoto – program for downloading photos, makes slideshows with music

I. iMovie

J. iTunes – play music CDs, create audio, MP3, iPod

K. Preview – thumbnails of pictures & movies

L. Quicktime player – streams videos, saves small movie clips & sound, iMovies & slideshows

M. Safari – Apple’s Internet Browser – can block Pop Ups

N. Sherlock – search for items on the Internet

O. Stickies – electric Post It notes

P. System Preferences – Mac Set Up

a. Character Palette – Special Keyboard symbols

b. Choose ->International -> Input Menu Button -> Put a check next to Character Palette -> Choose pane -> 

i. Type character you want (degree symbol etc.)

ii. Double click and the character will be inserted into your document where your cursor is

Q. Text Edit – write notes, open Read Me files, can copy image

R. Utilities –many, works with other applications, 

X. Utilities – worth mentioning

A. Grab – screen capture – makes an image of what’s on your computer screen, you can size the image, copy and paste it into a document

B. Software restore

C. Stuffit Expander – drag compressed files to open
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