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				Introduction

				What an amazing time to get to know the Mac. For years these elegantly designed computers have been a model of simplicity and virus-free stability. But that’s never stopped Apple from making these machines even harder to resist by applying stunning changes.

				Consider Apple’s seismic embrace of Intel a few years ago. It means you, Mr. or Ms. Computer Buyer, can have your cake and eat it too. (I love a good cliché when I need it.) You can benefit from what remains the best marriage in personal computing (the blessed union between Mac hardware and Mac software), but you no longer have to ditch the Microsoft Windows–based software you currently use out of habit, due to business obligations, or because you don’t know any better.

				Indeed, this book is partially targeted at Windows vets who are at least thinking about defecting to the Mac. It is also squarely aimed at people who are new to computers — and the Internet — period. And though this is primarily a book for beginners, I trust people who have already dabbled with computers in general and Macs in particular will find it useful.

				About This Book

				A word about the For Dummies franchise I’m proud to be a part of: These books are built around the idea that all of us feel like dopes whenever we tackle something new, especially when the subject at hand (technology) reeks of a jargon-y stench.

				I happen to know you don’t have a dummy bone in your body, and the publishers at Wiley know it too. Au contraire. (How dumb can you be if you speak French?) If anything, you’ve already demonstrated smarts by purchasing this book. You’re ready to plunge into the best computing environment I know of.

				Because you’re so intelligent, you’re probably wondering “who is this guy asking me for 400 pages or so of my time?” Go ahead and read my bio, which appears just before the Table of Contents.

				What you won’t find there is this: I’m a relative latecomer to the Mac. I grew up on MS-DOS computing and then migrated like most of the rest of the world to Windows. I still use Windows machines every day.

				But I’ve since become a devoted Mac convert and I use my various Apples every day too. (No snide remarks, please; I find time for other pursuits.)

				When writing this book, I vowed to keep geek-speak to a minimum. I couldn’t eliminate it entirely, and to be honest, I wouldn’t want to. Here’s why:

				You may come across absurdly complicated terms in advertisements and on the Web, so it’s helpful to have at least a passing familiarity with some of them.

				Nothing says we can’t poke a little fun now and then at the nerds who drummed up this stuff.

				Conventions Used in This Book

				Anyone who has skimmed the pages of this or other For Dummies books knows they’re not exactly War and Peace. Come to think of it, it’s too bad Tolstoy got to that name first. It would make a great title when the definitive account of the Apple-Intel alliance is written.

				Macs For Dummies makes generous use of numbered and bulleted lists, and screen grabs captured, by the way, using a handy little freebie Mac utility (invaluable to writers of books like this) called Grab. See, you haven’t even escaped the introduction, and I threw in your first Mac lesson, just like that.

				You’ll also note several sidebars in the book, containing material that’s not part of the required syllabus (well, nothing is really required). I hope you’ll read them anyhow. Some sidebars are technical in nature, and some provide a little historical perspective.

				How This Book Is Organized

				The beauty of the For Dummies format is that you can jump around and read any section you want. You are not obliged to follow a linear structure. Need to solve a problem? Head straight to the troubleshooting section (Chapter 20) and do not pass Go. Want to find new music to listen to while pounding away on the computer? Meet me in Chapter 14.

				An organizing principle is at work here. This edition of Macs For Dummies is split into a half-dozen parts. If you’re new to computing, you might want to digest this book from start to finish.

				Part I: Freshman Year at  Drag-and-Drop Tech

				In Part I, I lay out the groundwork for your Mac education: from turning the machine on to navigating the Mac desktop. You are introduced to ports and connectors, the dock, freebie programs, and the various Macs models.

				Part II: Mac Daily Dealings

				If Part I was mainly for seminars and lectures, Part II is where you get to do lab work. You find out how to process words and print and how to start taming the Leopard operating system.

				Part III: Rocketing into Cyberspace

				Part III covers all things Internet. You find out how to get connected, conduct online research, shop, and send e-mail. I also introduce Time Machine, the slickest and easiest computer backup anywhere, and MobileMe, Apple’s fee-based online club.

				Part IV: Getting an iLife

				In Part IV you really move into the fun stuff, the programs that may have driven you to purchase a Mac in the first place: iTunes, iPhoto, iMovie, iDVD, GarageBand, and iWeb.

				Part V: The Creepy Geeky Section

				Part V is the part of this computer book that you might imagine is most, well, like a computer book. Don’t worry, you can read the chapters in this section without being branded a nerd. In any event, it’s chock-full of practical information on networking and diagnosing problems.

				Part VI: The Part of Tens

				Listmania is a For Dummies trademark. Check out Part VI for ten Mac-flavored Web sites, ten dashboard widgets, plus ten more nifty things a Mac can do, from playing chess to telling a joke.

				Icons Used in This Book

				Sprinkled in the margins of these pages are little pictures, or icons. I could have easily mentioned icons in the “Conventions Used in This Book” section, because icons are For Dummies conventions too, not to mention essential ingredients in today’s computers. I use four of them throughout this book.

				[image: Remember.eps] A remember icon means a point of emphasis is here. So along with remembering your spouse’s birthday and where you put the house keys, you might want to retain some of this stuff.

				[image: Tip.eps] I present the tip icon when a shortcut or recommendation might make the task at hand faster or simpler.

				[image: TechnicalStuff.eps] Some percentage of For Dummies readers will get so hooked on computing they will become the geeks of tomorrow. These are the people who will welcome the presence of these pointy-faced little icons. Others among you would rather swallow turpentine than read an overly technical passage. You can safely ignore this material. (Still, won’t you be the least bit curious about what it is you might be missing?)

				[image: Warning(bomb).eps] This icon is my way of saying pay heed to this passage and proceed gingerly, lest you wreak the kind of havoc that can cause real and possibly permanent damage to your computer and (by extension) your wallet.

				Where to Go from Here

				I’ve made every effort to get things right and present them in a coherent manner. But if I’ve erred in any way, confused you, made you mad, whatever, drop me an e-mail at baigdummies@aol.com. I truly welcome your comments and suggestions, and I’ll do my best to respond to reasonable queries in a timely fashion. Mac people aren’t shy about voicing their opinions. Oh, and since all writers have fragile egos, feel free to send nice e-mails my way too. Above all, I hope you have fun reading the book, and more importantly, I hope you have a grand old time with your Mac. Thanks for buying the book.
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			In this part . . .

				Even at a party school, you have to enroll in a few  academic classes. In these early chapters, the course work provides you with your first glimpse at the tools and programs that make Macs so appealing. Plus, the homework is light.

				You’ve selected an excellent major.
		
		

		

	
		
			
				Chapter 1

				Adventuring into the Mac World

				In This Chapter

				Discovering why your computer is special

				Conversing with your computer

				Introducing iLife

				Going outside the box

				Computing safely

				Forgive me for getting too personal right off the bat, but next to your spouse or significant other, is there anyone or anything you touch more often than a computer keyboard? Or gaze at more intensely than a monitor?

				If this is your initial dalliance with a Macintosh, you are probably already smitten — and quite possibly at the start of a lifelong affair.

				Despite its good looks, the Mac is much more than a trophy computer. You can admire the machine for flaunting intelligent design, versatility, and toughness. A Mac can take care of itself. As of this writing, the Mac has avoided the scourge of viruses that plague PCs based on Microsoft Windows. Apple’s darlings are a lot more stable too, so they crash and burn less often.

				Mac-Spectacular Computing

				You shouldn’t be alarmed that far fewer people own Macs compared with PCs. That’s like saying fewer people drive Ferraris than drive Chevys. Strength in numbers is overrated.

				Besides, as a new member of the Mac community, consider the company you are about to keep. Mac owners tend to belong to the cool crowd: artists, designers, performers, and (can’t resist this one) writers.

				Sure, these same people can be smug at times. I’ve had Mac mavens go ballistic on me for penning positive reviews that were not flattering enough. Or for even daring to suggest that Macs aren’t always perfect.

				The machines come pretty darn close, though, so if you’re new to the Mac you’re in for a treat. It has been suggested that most Windows users go to their computers to complete the task at hand and be done with it. The Mac owner also gets things done, of course. The difference is that machines branded with the Apple logo tend to be a labor of love. Moreover, now that Intel is inside newer Macs, Apple’s computer can double as a pretty darn effective Windows machine.

				Oh, and you will always remember the first time.

				Checking out shapes and sizes

				[image: Remember.eps] When people speak of the Mac, they may refer to both the physical machine (or hardware) and the operating system software that makes it all tick. One is worthless without the other. On a Mac, the operating system is called OS X (pronounced “oh-S-ten”). The sixth major release of OS X also carries a ferocious moniker, Leopard (see Chapter 6 for more on the operating system).

				Apple Computer has a tremendous advantage over the companies promoting Windows PCs because it is the single entity responsible for producing not only the computer itself but also the important software that choreographs the way the system behaves. Everything is simpatico.

				That’s in stark contrast to the ways of the PC world. Companies such as Dell and Hewlett-Packard manufacture hardware. Microsoft produces the Windows software that fuels the machines. Sure these companies maintain close ties, but they just don’t share Apple’s blood relationships.

				You will find a variety of Macintoshes meant to sit on top of your desk, thus the term desktop computer. These are discussed in greater detail in Chapter 4. Just know for now that the main examples of the breed are the iMac, the Mac mini, and the Mac Pro.

				Mac laptops, so named because they rest on your lap and are portable, include the MacBook, the MacBook Pro, and the Twiggy-thin MacBook Air. They are sometimes referred to as notebook computers or just plain notebooks. As with spiral notebooks, they can fit into a briefcase.

				Matching a Mac to your needs

				Haven’t settled on which Mac to buy? This book provides assistance. Cheap advice: If you can eyeball the computers in person, by all means do so. Apple operates more than two hundred retail stores worldwide, mostly in North America. But there are also retail outlets in the United Kingdom, Italy, and Japan. Trolling through these high-tech candy stores is a delight. Of course, you can also buy Macs on the Internet or in traditional “brick and mortar” computer stores.

				Just be prepared to part with some loot. Although the gap between the cost of PCs and Macs is narrowing, you will typically pay more for a Mac versus a comparable unit on the PC side.

				(Uh oh! The Mac diehards are boiling at that remark: I can practically see their heads exploding as they rant: “There is no such thing as a comparable Windows machine.”)

				[image: Tip.eps] Keep in mind that students are often eligible for discounts on computers. Check with your college or university bookstore. Apple also gives breaks to faculty, administrators, and K-12 teachers.

				You might also qualify for a corporate discount through your employer.

				Selecting handy peripherals

				As you might imagine, a full range of peripherals complement the Mac. Although much of what you create in bits and bytes, to put it in computer-speak, stays in that electronic form, at some point you’re probably going to want to print your work. On old-fashioned paper, no less. Fortunately, a number of excellent printers work with Macs. I provide details in Chapter 8.

				You may also choose a scanner, which in some respects is the opposite of a printer. That’s because you start with an image already in paper form, and scan, or translate, it into a form your computer can understand and display. Okay, so you can also scan from slides or microfiche but you get my point.

				Some machines combine printing and scanning functions, often with copier and fax capabilities as well. These are called multifunction, or all-in-one, devices.

				Communicating with Your Mac

				The Mac isn’t at all standoffish like some human objects of affection. It is friendly and approachable. In this section, I tell you how.

				It’s a GUI

				Every mainstream computer in operation today employs what’s called a graphical user interface, or GUI. The Mac’s GUI is arguably the most inviting of all. It consists of colorful objects or pictures on your screen, plus windows and menus (for more, see Chapter 3). You interact with these using a computer mouse or other pointing device to tell your machine and its various programs how to behave. Sure beats typing instructions as arcane commands or taking a crash course in programming.

				Even though GUI is pronounced “gooey,” there’s nothing remotely yucky about it.

				With great tools for you

				Given its versatility, I’ve often thought a Mac would make a terrific product to peddle on one of those late-night infomercials. “It slices, it dices. Why it even does more than a Ginsu Knife or Popeil Pocket Fisherman!”

				Indeed, have you ever paused to consider what a computer is anyhow? Let’s consider a few of its most primitive (albeit handy) functions. A Mac can

				Tell time

				Display family portraits

				Solve arithmetic problems

				Play movies

				Let you chat with friends

				I dare say you didn’t surrender a grand or two for a simple clock, photo album, calculator, DVD player, or telephone. But it’s sure nice having all those capabilities in one place, and as that announcer on TV might bark, “That’s not all folks.”

				I can’t possibly rattle off all the nifty things a Mac can do in one section (besides, I encourage you to read the rest of the book). But whether you bought or intend to buy a Mac for work, play, or more likely some combination of the two, some little birdie tells me the contents of the Mac’s tool chest will surpass your expectations.

				And output, too

				I’m confident that you’ll spend many pleasurable hours in front of your computer. At the end of the day, though, you’re going to want to show other people how productive and clever you’ve been. So whether you produce legal briefs, spiffy newsletters for the PTA, or music CDs for your fraternity’s big bash, the Mac will make you proud.

				Living the iLife

				All the latest Macs are loaded with a terrific suite of software programs called iLife to help you master the digital lifestyle you are about to become accustomed to. (On older systems, you can purchase the upgraded iLife suite of programs.) I dig deeper into the various iLife components throughout Part IV. Here’s a sneak preview:

				iPhoto: The great photographer Ansel Adams would have had a field day with iPhoto. This software lets you organize and share your best pictures in myriad ways, including placing them in calendars or in coffee table books.

				iMovie: Can an Academy Award be far behind? iMovie is all about applying cinematic effects to turn your video into a piece of high-minded art that would make Martin Scorsese proud. Who knows, maybe Apple boss Steve Jobs will find work for you at Disney or Pixar.

				iDVD: Use this program to create DVDs with chapters, like the films you rent at the video store.

				GarageBand: Did somebody mention groupies? GarageBand lets you make music using virtual software instruments. The latest version also helps you create online radio shows, or podcasts.

				iWeb: This member of the iLife troupe is all about helping you create your own Web site.

				Reaching Outside the Box

				The modern computing experience extends well beyond the inner workings of the physical contraption on your desk. Computing is more about what occurs in the magical kingdom of cyberspace, better known as the Internet.

				Getting online

				In Chapter 9, you discover all there is to know about finding your way to the Internet and the many paths you can take once you get there. The Mac comes with the software you need to get started and (depending on your model) the circuitry required to connect online through fast broadband methods. Older machines may still dial up the Internet, though that is increasingly rare.

				Networking with or without wires

				Ask a few people to explain what networking is all about, and they’ll probably utter something about trying to meet and cozy up to influential people who might help them advance their careers or social lives.

				A Mac can help with such things, too, but that’s not the kind of networking I have in mind. Computer networks are about having two or more machines communicate with one another to share files, pictures, music, and most importantly, a connection to various online outposts. Even on a Mac, this networking business can get kind of geeky, though Apple does as good a job as anyone in helping to simplify the process. You can network by connecting certain cords and cables. The preferred method is to do so without wires. This is all explained in Chapter 18.

				Staying Safe and Trouble-Free

				As noted, the Mac has historically been able to avoid the nasty viruses and other malevolent programs that give Windows owners the heebie-jeebies. In the nastiest scenarios, those Windows machines (or certain programs) are shut down and personal information is surreptitiously lifted. In this day and age, not even Mac owners should let their guard down. (And remember, in some instances the Mac can double as a Windows machine.) Chapter 13 offers counsel on avoiding online dangers.

				No matter how much care and feeding went into producing these beautiful computers, when all is said and done we are talking about physical contraptions filled with circuits and silicon. Machines break, or at the very least get cranky. So drop by Chapter 20, where I outline common troubleshooting steps you can take to ensure that you and your computer develop your relationship gracefully. It’s the high-tech alternative to couple counseling.

			

		

	
		
			
				Chapter 2

				The Nuts and Bolts of Your Mac

				In This Chapter

				Turning on the computer and getting set up

				Taming the mouse

				Keying in on the keyboard

				Saving to the hard drive

				Mastering memory

				Finding common ports and connectors

				Have you taken the plunge and purchased the computer? If so, you’ve made a fabulous decision.

				I bet you’re dying to get started. You may even have begun without reading these initial instructions. Fine with me. No offense taken. The Mac is intuitive, after all, and the title on this cover notwithstanding, you’re no dummy. I know because you had the good sense to buy a Macintosh — and this book. Besides, what would it say about Apple’s product designers if they couldn’t make you understand how to turn on the computer?

				If you didn’t jump the gun, that’s cool too. That’s why your humble servant, um, author, is here.

				Turning On and Tuning In Your Mac

				To borrow a line from a famous musical, “Let’s start at the very beginning, a very good place to start . . .” In the Do-Re-Mi’s of Macintosh computing, plugging the computer in the wall is a very good place to start. It doesn’t get a whole lot more complicated from there.


				The Fab Four chime?

				That musical chord you hear just after pressing the on button may sound vaguely familiar. For a long time I thought it was the same chime that ends the Beatles’ A Day in the Life. Former hippies, flower children, baby boomers, and just about everyone else conscious during the 1960s may wish it were so. For one thing, Macs are sold with iLife software. Wouldn’t it be groovy to make a nexus between iLife and the Beatle’s Life? Moreover, John, Paul, George, and Ringo famously recorded on the Apple record label. (Anyone remember records?) And Apple cofounder Steve Jobs, like so many of his generation, is a Beatles fan. The sad reality is that the Beatles’ Apple Corps had a history of suing Apple Computer over trademark issues. But despite their litigious past, the two companies finally gave peace a chance.



				The on button

				Take a second to locate the round on, or power, button. Where it resides depends on the Mac model you purchased, but finding it shouldn’t be too taxing. I’ll even give away the secret on recently issued models. On the latest iMac, the on button is on the lower-left back panel of the monitor (when you are facing the monitor). On Mac laptops, the button is to the right of the keyboard.

				Go ahead and press the on button now. Explosive things are about to happen. Not those kinds of explosives; it’s just that igniting your first session on the Mac makes you da bomb (translation: college slang for awesome or cool).

				To let you know that all is peachy (or should I say Apple-y), you hear a musical chime (see the sidebar) while the Apple logo briefly shows up on the screen in front of a gray background.

				Getting credentials

				Powering up a new Mac for the first time may make you feel like you’re entering the United Nations. After the Apple logo disappears, a lengthy interrogation process commences.

				You are kindly instructed to pledge allegiance to a particular language. Deutsch als Standardsprache verwenden and Gebruik Nederlands als hoofdtaal are among the seventeen choices in a list box. If you don’t know what either of these means, you should probably make another choice. In any case, choose your selection by clicking with the mouse (see details later in this chapter) or pressing Enter or Return on the keyboard.

				If you select Use English as the main language (as I did), you’re treated to a short movie welcoming you in several languages to OS X Leopard, the Mac’s operating system software. Next, you get to tell your nosy computer your country or region (United States, Canada, United Kingdom, Australia, New Zealand, Ireland, and so on). There’s no need to whip out a passport.

				[image: Tip.eps] At this stage you have the option to hear instructions for setting up your Mac. To do so, press the Escape key.

				If you happen to own another Mac, you can then transfer network settings, user accounts, documents, applications, files, e-mail, and various preferences from that other computer to this one. The process typically involves connecting a FireWire cable, which you discover more about later in this chapter.

				With the introduction of the MacBook Air notebook, Apple upgraded its software so that you could migrate from another Mac wirelessly over a computer network. The reason: Air does not have FireWire.

				[image: TechnicalStuff.eps] You also are presented with the option to transfer information from another partition on this Mac. That’s a geeky term we’ll skip for now.

				And you can migrate from another Mac volume using Leopard’s Time Machine feature. Read Chapter 13 to find out how to go back in time.

				Of course, if this is your maiden voyage on the SS Macintosh, the previous choices are unimportant. Instead, select the box “Do not transfer my information” and click Continue.

				As the cross-examination goes on, you get to choose a keyboard layout and then select any available wireless Internet service to use.

				The next step is to enter your Apple ID, assuming you have one. Such credentials let you buy stuff later.

				Before completing this drill, you are also asked to reveal your name, address, phone number, and (again if you have one) e-mail address. You can’t say no, (though I suppose you can fib).

				Distrustful types can click to read Apple’s privacy policy. Best I can tell, no one will ask for your social security number or driver’s license.

				Still, the prying goes on. Apple next wants to know what you do for a living (“Other” is a safe choice in the menu) and where you will primarily use the computer. You also get to tell Apple whether to keep you abreast on company news, software updates, and the latest products and services. Opting-in is entirely up to you. Just be aware that you have to remove the check mark in the box to opt-out.

				Creating an identity

				You’re almost ready to begin touring the computer. But not quite. An important step remains. You must choose an identity, or user account, to tell the Mac that you are the Grand Poobah of this particular computer. As this almighty administrator, you and you alone can subsequently add accounts for other members of your family or workplace, each with a password that keeps them from snooping into one another’s computing workspace (see Chapter 5).

				Type the name of the account holder (for example, Cookie Monster), the short name (Cookie), the password (chocolatechip or better yet something that’s harder to guess), and the password again to verify it. You are also asked to type a password hint (yummy flavor) as a gentle reminder should you ever forget your password. Failing to remember things may not happen to you, but it sure happens to me.

				On models with a built-in camera you will also be asked at this stage to choose an account picture. Better not be camera-shy, because this too you can’t refuse.

				Clocking in

				Because it probably already seems like day is turning into night, this is as appropriate a time as any to, well, select your time zone by clicking near where you live on the world map that appears. If you’re connected to the Internet, the computer already knows the date and time. If not, you can enter them now.

				Registering your Mac

				When all is said and done, the nice folks at Apple would also like you to register your Mac. You can put this off till later or skip it. Letting Apple know who you are gives the company the opportunity to flood you with promotional e-mail. But you can register and opt-out of promotional e-mail.

				Making acquaintances

				Depending on how you set things up, you may see a welcome screen listing all the people on the computer with a user account, each with a personal mug shot or other graphical thumbnail next to their names. Click the name or picture next to the thumbnail. You’re asked to enter your password (assuming you have one). Type it properly, and you are transported to the main working area, or desktop.

				[image: Warning(bomb).eps] The desktop I am referring to here is the interface you see on the computer display, not to be confused with a desktop-type machine.

				Shutting down

				We began this chapter with a noble discussion of how to turn on the Mac. (Humor me if you didn’t think the discussion was even remotely noble.) So even though you barely have your feet wet, I’m going to tell you how to turn the dang thing off. Don’t you just hate people who not only give away the ending (it’s the butler) but also tell you to do something and then tell you why you shouldn’t have done it?

				Okay. Ready? Sayonara time.

				Using the arrow-shaped cursor, which you control with your mouse, stab the small Ú logo found at the upper-left corner of the screen. Click once, and a drop-down menu appears. Move the cursor down until the Shut Down entry is highlighted. You know a command or an entry is highlighted because a blue strip appears over its name.

				Pressing Enter on the keyboard or clicking Shut Down brings up what’s called a dialog box (see Figure 2-1). I’m no shrink, but it’s obvious based on the question the computer asks inside this box that it suffers from separation anxiety. “Are you sure you want to shut down your computer now?”

				
					Figure 2-1: Are you sure you want to shut down?

				

				[image: 278178-fg0201.tif]

				Do nothing, and the machine will indeed turn itself off in a minute on Leopard machines or two minutes on older Macs. If you want to say “so long” immediately, click the button labeled Shut Down. If you hold down the Option key when choosing Shut Down, this dialog is bypassed.

				Having second thoughts? Click Cancel.

				Giving your Mac a nap

				Apart from guilt, why not shut down? The main reason is that you can let the computer catch a few Zs without turning it off. A sleeping Mac consumes far less energy than one that’s in a conscious state. Mac’s don’t snore, but you know they’re alive because of a dim blinking light. As it turns out, your machine is a light sleeper. You can wake it up right away by pressing any key on the keyboard. Best of all, whatever you happened to be working on is just where you left it. You have to begin from scratch when you restart a Mac that you had completely shut down.

				[image: Tip.eps] If you’re going to leave the Mac on for an extended period of time, make sure it’s plugged in to a surge protector that can protect the machine from lightning. More expensive surge protectors have backup batteries.

				You can make a Mac laptop go to sleep immediately by shutting its cover.  To make a desktop machine go to sleep, click the Sleep command on the  Ú menu.

				Mousing Around the Interface

				By now you’re catching on to the idea that this computing business requires a lot more clicking than Dorothy had to do to get back to Kansas. She used ruby slippers. You get to use a mouse.

				A computer mouse is generally less frightening than that other kind of critter. In keeping with this Wizard of Oz comparison, not even the Cowardly Lion would be scared of it. And though your high-tech rodent can get finicky at times, you’re unlikely to set traps to bring about its demise.

				Some mice connect to the computer through cords. Some mice are wireless. (And laptops use trackpads.) In each case, they’re called pointing devices because — brace yourself for this advanced concept — they’re devices that sort of point.

				I’ll explain. You roll the mouse across a flat surface (typically your desk, perhaps a specialized mouse pad). As you do so, a cursor, or insertion point, on the screen miraculously apes the movement of your hand gliding the mouse. (Note to self: The mixed metaphor police, a.k.a. my editor, must love the mention of a mouse and a monkey in the same breath.) If the mouse loses touch with the surface of your desk, the cursor will no longer move.

				When you place the cursor precisely where you want it, you’re ready for the clicking part. Place your index finger on the upper-left portion of the mouse, press down quickly, and let go. You’ll hear a clicking sound, and in some cases your entire body will tingle with satisfaction. You have indeed mastered the fine art of clicking.

				Don’t get too cocky. Now try double-clicking, an action often required to get something accomplished. You’re pretty much repeating the preceding exercise, only now you’re clicking twice in rapid succession while keeping the cursor in the same location. It may take a little practice. But you’ll get it.

				Left- and right-clicking

				If you’ve been using a Windows computer, you’re accustomed to working with a mouse that has two or more buttons. More times than not you click, or double-click, using the upper-left button. That’s where the remarkably unoriginal name of left-clicking comes from. Left-clicking usually serves the purpose of selecting things on the screen. By contrast, the opposite action, right-clicking, brings up a menu of shortcut commands.

				Until recently, the typical Apple mouse had just one button, the functional equivalent of the left button on a Windows mouse. (Apple’s programmable Mighty Mouse, included with recent Macs, can behave like a multibutton mouse.) Having just one button on a Mac is less of a big deal than you might think. That’s because you can effectively right-click, or bring up a shortcut menu, with a one-button Mac mouse anyway. To accomplish this great feat, press Control on the keyboard while you click.

				Pointing and clicking on a laptop

				You can attach a regular mouse to any Mac laptop, but it is not always convenient to use one when you’re on a 747 or working in tight quarters.

				Fortunately, Mac portables have something called a trackpad, a smooth area just below the keyboard. You glide your finger on the trackpad to choreograph the movement of the cursor. The button just below the trackpad handles clicking chores.

				What a drag

				The mouse is responsible for at least one other important bit of business: dragging. Position the cursor on top of the symbol or icon you want to drag. Then hold down the mouse button and roll the mouse across your desk. As you do so, the icon moves to a new location on the screen.

				Knowing What’s Handy about  the Keyboard

				As with any computer — or an old-fashioned typewriter for that matter — the Mac keyboard is laid out in QWERTY style, meaning the top row of letters starts with Q, W, E, R, T, and Y. But a computer keyboard also contains a bunch of specialized keys that the inventors of the typewriter wouldn’t have dreamed of.

				Finding the major functions

				The top row of the Mac keyboard carries a bunch of keys with the letter F followed by a number. From left to right, you go from F1, F2, F3, all the way out (in some cases) to F16. These are your loyal function keys, and their particular marching orders vary among Mac models. Depending on your setup, pressing certain F keys has no effect at all.

				With some exceptions, the F9, F10, F11, and F12 relate to a Mac feature called Exposé, which I explain in Chapter 5. In the same chapter I discuss the role F8 has in launching a new feature called Spaces.

				On Mac laptops, the F1 and F2 keys can raise or lower the brightness of your screen. On other types of Macs, F14 and F15 perform those functions. Again there are exceptions.

				[image: Remember.eps] Those various F keys may be difficult to spot at first on a laptop. They have teeny-tiny labels and share keys. You’ll have to press the fn key at the same time you press a function key to make it, well, function as a function key. Otherwise such keys will perform their other duties.

				The keys you use every day

				Quick quiz: Guess which keys you employ most often? Too easy. The keys you use every day are the ones representing vowels and letters with low point values in Scrabble.

				Naturally, these aren’t the only keys that work overtime. The spacebar, comma, and period are darn busy. If you’re into hyperbole, the exclamation mark key puts in an honest day’s effort too. Don’t let me shortchange Shift or Return. And I know you accountants in the crowd spend a lot of time hammering away at all those number keys.

				More keys to success

				You’ll find these other keys extremely useful:

				esc: The great Escape key. The equivalent of clicking Cancel in a dialog box.

				[image: 278178-ma002.eps]: These raise, lower, or mute the volume of the computer’s speakers, though in laptops certain function keys perform these duties.

				[image: 278178-ma003.eps]: No doubt this is James Bond’s favorite key. Press it, and one of two things is supposed to happen. On most newer Macs, a CD or DVD loaded inside the guts of the computer spits out of a hidden slot. On other models, the tray holding the disc slides out.

				Delete, delete: You are not reading double. Some Mac keyboards have two delete keys, each with a different assignment. Regular delete is your backspace key. Press it, and it erases the character directly to the left of the cursor. The second delete key, which sometimes appears as Del and sometimes as delete accompanied by an x inside a small pentagon, is the forward delete key. It wipes out the character to the right of the cursor. Confusingly, on some laptops and with a new aluminum keyboard, you can purge the letter to the right of the cursor by pressing fn and delete at the same time.

				Home, End: The jumpiest keys you will come across. Press Home and you’re instantly vaulted to the top of the document or Web page window in which you are working. Press End and you often plunge to the bottom, depending on the application.

				Page Up, Page Down: A keyboard alternative for moving up or down one huge gulp or screenful at a time.

				Option: Pressing Option (labeled Alt Option on some keyboards) while you press another key generates symbols. You can’t possibly recall them all, though over time, you’ll learn the key combinations for symbols you regularly call upon. For example, press Option and 2 for ™, Option and V for √, and Option and R for ®. Feel free to play around with other combinations.

				Control: The Control key and the mouse click make a powerful  combination. Control-clicking yields pop-up contextual menus that only make sense in the moment. For example, Control-clicking a term in the Microsoft Word word processing program brings up a menu that lets you find a synonym for that word, among other options. Because  finding a synonym doesn’t make a lot of sense when you control-click a picture in iPhoto (Chapter 15), the action opens up different possibilities, including editing, rotating, and duplicating an image.

				Ô: Pressing this cloverleaf key at the same time you press another  keyboard character creates keyboard shortcuts, a subject worthy of its own topic (see the next section).

				Taking a shortcut

				If you hold the mouse in high regard, you may want to give the little fellow time off now and then. That’s the beauty of keyboard shortcuts. When you simultaneously press Ô and a given key, stuff happens. You just have to remember which combination of keys to use under which circumstances.

				To understand how such shortcuts work, consider the popular act of copying material from one program and reproducing it in another. You are about to practice copy-and-paste surgery.

				I present two ways to do this. One leaves pretty much everything up to your mouse. The other, while still using the mouse a little, mainly exploits keyboard shortcuts.

				The first option follows:

				 1. Use the mouse to highlight, or select, the passage you want to copy.

				 2. On the menu bar at the top of the screen, choose EditCopy.

				 3. Move the mouse and click to place your mouse at the point where you want to paste the text.

				 4. Choose EditPaste.

				 The copied material magically appears at its new destination.

				Here is the keyboard shortcut method:

				 1. Highlight the text you want to copy.

				 2. Hold down the Ô key while you press the C key.

				 The result is the same as if you had clicked Edit and Copy.

				 3. Move the mouse and click to place the mouse at the point where you want to paste.

				 4. Press Ô and the V key.

				 You just pasted the text.

				Many clickable menu items have keyboard equivalents. These shortcuts are displayed in the various menus to the right of their associated commands, as shown in Figure 2-2. Note that some keyboard shortcuts shown in the menu appear dimmed. That’s because the commands can’t be used at this particular point. And some shortcuts require both the Ô key and one or more additional modifier keys, as in Shift+Ô+N for a New Folder.

				
					Figure 2-2: To use a keyboard shortcut  or not to?  That is the question.

				

				[image: 278178-fg0202.eps]

				Storing Stuff on the Hard Drive

				You keep lots of things on a computer. Software you’ve added. Photos, songs, movies. Your graduate thesis examining Simon Cowell’s grip on young American divas. Apple left a lot of stuff behind too, mainly the files and programs that make your Mac special.

				The bottom line: Computers are a lot like houses. The longer you stick around, the more clutter you accumulate. And despite your best rainy day intentions, you almost never seem to get rid of the junk.

				Besides, you have plenty of treasures worth holding on to, and you need a place to store them. The great storage closet on your computer is called the hard drive, and just as with a physical closet, the bigger it is the better. You may even choose to add a second or third hard drive. You can almost always take advantage of the extra storage. Plus, you can use an additional hard drive to back up, or keep a copy of, your most precious digital keepsakes. For that matter, an additional hard drive is required for Time Machine — and as we’ll discover later, it’s a feature well worth exploring.

				Indeed, this is a point I cannot ram into your heads hard enough: However you choose to do so, back up, back up, back up.

				Memory Essentials, or RAM On

				Notice my not-so-subtle use of the word ram in the preceding section? That’s to get you thinking about the other kind of RAM. It stands for Random Access Memory or, mercifully, just memory for short. (I can’t help but think that accessing my own memory is random, which may explain why I can recall things from the third grade but not yesterday.) Just as you want as capacious a hard drive as possible, you want to load as much RAM into your system as you can possibly afford.

				Here’s why. The hard drive is the place for your long-term storage requirements. RAM is temporary storage, and having lots of RAM on hand helps when you open several programs at once and work with large documents. You may be editing videos, listening to music, and crunching numbers, all while pausing your work to defend the planet by deep-sixing evil aliens. Dude, you are doing some serious high-tech juggling, otherwise known as multitasking. Multitaskers guzzle up RAM.

				[image: TechnicalStuff.eps] Geeks refer to the amount of memory and hard drive space you have in terms of bits and bytes. The itsy-bitsy bit (short for binary digit) is the tiniest unit of information handled by a computer. Eight bits make up a byte, and a byte typically represents a letter, a punctuation mark, or a digit on your screen. I know. That’s an awful lot to chew, um, byte on.

				You’ll see measurements in kilobytes, or KB (actually 1,024 bytes), megabytes, or MB (1,048,576 bytes), and gigabytes, or GB (1,073,741,824 bytes). Perspective: At the time of this writing, the least expensive iMac comes with a 250GB hard drive and 1GB of RAM.

				At the other extreme, the souped-up Mac Pro computer can handle up to 4 terabytes (TB) of storage. A terabyte is 1,024 gigabytes.

				Locating the Common Ports  and Connectors

				Industry standard jacks, holes, and connectors on the back or side of your Mac (depending on whether you have a desktop or laptop and which model) may look funky. But you can’t live without (most of) them. They are your bridge to the gaggle of devices and peripherals that want to have a relationship with your computer (see Figure 2-3).

				
					Figure 2-3: Hook me up, Scotty.

				

				[image: 278178-fg0203.tif]

				Peripherally speaking: USB versus FireWire

				Ralph Kramden never drove a Universal Serial Bus. But you will take the USB route quite often. That’s because USB (pronounced “you-S-bee”) connects printers, scanners, digital cameras, Webcams, iPods, joysticks, speakers, keychain disk drives, piano keyboards, and even your mouse and computer keyboard.

				The state of the art for USB ports is USB 2.0. Older Macs have slower  USB 1.1 ports.

				Plugging in a USB device is as simple as, well, plugging it in (though sometimes you have to load software first). You can often remove USB devices from the computer without causing harm by merely pulling the cable out of the jack.

				Sometimes, however, the Mac prefers that you let it know before pulling out the cable. To remove an iPod connected by USB, for example, your Mac typically wants you to click a tiny icon in the iTunes software source list, next to the name you’ve assigned the portable music player. Failure to click the icon can cause unpleasant consequences. (For complete details on iPods and iTunes, refer to Chapter 14.)

				[image: Tip.eps] USB generally works like a charm. But like most things in life, there are occasional drawbacks. For one, given all the devices that love USB, you may run out of available ports. In that case, you can buy a USB expansion hub. If you do so, I recommend a hub that you can plug in to an electrical outlet.

				[image: Tip.eps] Many USB devices don’t require any kind of electrical outlet because they draw power from the Mac itself. You can recharge an iPod, for example, by plugging it into a Mac’s USB port. But some USB ports, typically those that reside on the keyboard, are relative weaklings. They work fine with low-power devices such as your mouse but not with, say, a power-thirsty digital camera. If you plug a USB device into a port in the keyboard and it doesn’t work, try plugging it into a USB port directly on the back or side of the computer.

				FireWire is the friendly name coined by Apple for a connector that Sony calls iLink and that is also known by the unfortunate descriptor IEEE 1394. (I won’t bore you with an explanation except to say it’s the reason why engineers are engineers and not marketers.) FireWire is a speedy connector often used with digital camcorders. But it also connects external hard drives and older iPods.

				FireWire comes in two flavors, the older FireWire 400 specification and its faster cousin, FireWire 800. Only certain Macs can handle the speedier guy. And as mentioned earlier in this chapter, the MacBook Air doesn’t have any FireWire port.

				Two of a kind: The phone jack  and Ethernet

				Older Macs have a phone jack that is identical to the wall outlet where you plug in a regular phone. You connect a phone line to this jack to take advantage of a dial-up modem to the Internet (Chapter 9). But now that we’ve entered the speedy broadband era, dial-up modems are yesterday’s news, which is why Apple no longer considers them standard issue on newer Macs. That’s unfortunate because you may still encounter rare situations where dial-up is your only option. Apple sells optional USB dial-up modems for just that situation.

				The end of the cable that plugs into an Ethernet jack looks just like a phone jack on steroids. Ethernet’s main purpose in life is to provide a fast outlet to the Internet or your office computer network.

				Jacks of all trades

				The following connectors are used less often and again vary by machine:

				Video output jack: This connects a Mac to an external monitor for, say, giving classroom presentations.

				External Apple monitor jack: Apple’s own proprietary jack for  connecting one of its own monitors.

				Lock: Found on laptops and the Mac mini, this tiny hole is where you fit in a Kensington Security lock cable. With one end securely attached to the computer, you loop a Kensington cable around the leg of a heavy desk or other immovable object. The hope is that you’ll prevent a thief from walking off with your notebook. The laptop cable is similar to a bicycle lock and cable that you wrap around the bicycle wheel and a pole to help stymie a thief.

				Headphones: For playing games or taking in tunes without bothering your next-door neighbor or cubby mate.

				Video out: Sometimes known as DVI output or Mini-DVI output ports. You can use optional adapters for connecting the computer to a TV, DVD player, or projector. That way, you can watch a DVD in your Mac on a large screen. Adapters may support VGA, S-video, and composite video connections.

				ExpressCard slot: The slot (for adding memory card readers or TV tuners) is a relatively new standard that has started to replace the PC Card slot you find on older Mac notebooks. As of this writing, it was available only on MacBook Pro.

				Making the right connections on your computer, as in life, can take you a  long way.

			

		

	
		
			
				Chapter 3

				Getting to the Core of the Apple

				In This Chapter

				Traveling around the desktop

				Introducing the menu bar

				Getting to know icons, folders, and windows

				Sneaking a Quick Look

				Demystifying the dock

				Stocking Stacks

				Discovering cool software

				Although I’m quite positive he never used a personal computer a day in his life, the wise Chinese philosopher Confucius could have had the Mac in mind when he said, “If you enjoy what you do, you’ll never work another day in your life.” People surely enjoy their Macs, even when they are doing work on the machine. Before you can totally whoop it up, however, it’s helpful to get down a few more basics. That way you’ll better appreciate why this particular Apple is so yummy.

				Navigating the Mac Desktop

				All roads lead to and depart from the computer’s desktop, a confusing name if ever there was one. In this context, I do not mean the physical hardware that might sit on top of, say, a mahogany desktop.

				Rather, this is the desktop that takes over the whole of your computer screen. On a PC, this is known as the Windows desktop. On a Macintosh, it is the Mac desktop or (as a homage to the machine’s operating system) the Leopard desktop.

				Time and time again we will come upon an important part of your desktop. It’s the Finder, and it’s a place to organize and sometimes search through the files and folders of your Mac, Finder may serve as a launchpad for all that you may do on your computer.

				Have a peek at Figure 3-1, which shows a typical Mac desktop layout. The background used to be blue by default. Leopard brought about a starry new default desktop called Aurora. If you’re not feeling celestial, you can alter that and make other cosmetic changes (see Chapter 5). The time is displayed near the upper-right corner of the screen, and a trash can is at the bottom right. Look around and you’ll see other funky-looking graphical icons on the screen.

				
					Figure 3-1: The typical Mac  desktop.

				

				[image: 278178-fg0301.eps]

				Let me try this comparison. A Major League ballpark always has foul lines, bases ninety feet apart, and a pitcher’s rubber sixty feet and six inches from home plate. These are standard rules to be followed. But outfield dimensions and seating capacities vary dramatically. So do dugouts, bullpens, and stadium architecture.

				Certain conventions apply to the Mac desktop too; then you can deviate from those conventions. So in the end, everyone’s Mac desktop will look different. For now, I address some of the main conventions.

				Clicking the Menu Bar

				See the narrow strip extending across the entire top of the desktop screen? Yes, the one with the little picture of an apple at the extreme left side, and words such as File, Edit, and View to its right? This is your menu bar, so-named because clicking the apple — or any of the words in the strip — brings up a menu, or list, of commands. (Sorry, it’s not that kind of menu. You can’t order tapas.)

				[image: Remember.eps] Single-click the apple, and a menu pops up with some important functions. Readers of Chapter 2 are already familiar with the Sleep and Shut Down commands. You will also find Software Update, System Preferences, Force Quit, and other commands I revisit throughout this book. Suffice to say, the Ú menu is so relevant that it is available from any application you’re working in.

				Now click the top item under the Ú menu, About This Mac. The window that appears lets you know the version of the Mac OS X operating system software you’re running (see Chapter 6), the kind of processor, or main chip, that the system is operating on, and the amount of memory onboard.

				Click More Info in the same window, and the System Profiler appears. Among other things, you can find your machine’s serial number, darn useful information if you are ever captured by the enemy. I trust you already know your name and rank. (According to the Geneva Conventions, that’s all you need to reveal to Microsoft.)

				Most of the rest of the stuff, frankly, is a lot of technical mumbo-jumbo presented in list form. However, some information is worth knowing, including a quick peek at your system power settings.

				Understanding Icons, Folders,  and Windows

				You’ve already been introduced to icons, the cutesy pictures that miraculously cause things to happen when you double-click them. The beauty of graphical computing is that you need not give a moment’s thought to the heavy machinations taking place under the hood after you click an icon.

				Try double-clicking the icon labeled Macintosh HD. The HD stands for hard drive and appears (by default) near the upper-right corner of the desktop. A window containing more icons appears. These represent the various software applications loaded on your hard drive, plus folders stuffed with files and documents.

				Now try this one out for size: Double-click the Users folder. See whether you can locate your home folder. Giveaway hint: It’s the one with a picture of a house and your name. Double-click the home folder, and yet another window jumps to the forefront. It contains subfolders for the documents you have created, plus movies, music, and pictures.

				[image: Warning(bomb).eps] You can double-click under Users to see home folders for other people with user accounts on your system. But the tiny red circles with a white line through them tell you that the contents of these respective subfolders are private or restricted. I call the little red circles Back off, Bud symbols. If you do boldly click a BoB, you will be gently scolded with a note that says “you do not have sufficient access privileges.”

				Windows dressing

				The mere mention of windows may make some of you skittish. It might conjure up thoughts about a certain vision of computing propagated by that really rich fellow hanging out in the Seattle outskirts. But I’m not speaking of Microsoft or Bill Gates. The windows under discussion here start with a lowercase “dubya.”

				There’s nothing small about these windows’ capabilities. Just as opening windows in your house can let in fresh air, opening and closing Mac windows can do so too, at least metaphorically.

				Of course, the windows on the Mac can do a heck of a lot more than your typical windows at home, unless you live with Willy Wonka. These windows can be stretched, dragged to a new locale on the desktop, and laid one on top of another.

				To help you understand these windows, check out Figure 3-2.

				A stunning view

				The Mac graciously lets you peek at information from four main perspectives. Open the View menu in the menu bar and choose As Icons, As List, As Columns, or As Cover Flow.

				Alternatively, click the appropriate View button in the toolbar at the top of the Finder window, as shown in Figure 3-3. Can’t, um, view those View buttons? Click the oval button to the upper-right corner of the window. Let’s zoom in for a close-up of these views.

				
					Figure 3-2: Doing  windows.

				

				[image: 278178-fg0302.eps]

				By icon

				In the example in Figure 3-3, we explored the home folder window through what’s known as the icon view because the windows are populated by those pretty little pictures. You know the Music subfolder by its icon of a musical note. And you know the Movies subfolder by the small picture of a strip of film or (in pre-Leopard versions of OS X) a movie clapper.

				[image: Tip.eps] If you’re in a playful mood (or have nothing better to do), you can change the size of the icons by choosing ViewShow View Options and dragging the Icon size slider from left to right. Drag the Grid spacing slider to change the distance between icons.

				By accessing View Options under the View menu, you can also alter the position of an icon label (by clicking the Bottom or Right radio button). You can change the color of the window background or use one of your own images as the background. You can also arrange the order of icons by the date they were modified, date they were created, size, kind, or label. Or choose Snap to Grid to make icons obediently align themselves in rows and columns.

				[image: Tip.eps]The View Options window changes depending on which view you have chosen.

				
					Figure 3-3: An icon view of the home folder.

				

				[image: 278178-fg0303.eps]

				By list

				Look on the View menu, and note the check mark next to As Icons. Now click the As List item, and the check mark moves there. The icons shrink dramatically, and the subfolders in the home folder appear, well, as a list. Thus, you are living in List view land, shown in Figure 3-4. A lot more info is displayed in this view, including the date and time a file was modified, its size, and the type of file (such as application or folder). And by clicking a column heading, you can sort the list anyway you see fit.

				
					Figure 3-4: The list view.

				

				[image: 278178-fg0304.eps]

				Suppose you’re looking for a file in your Documents folder. You can’t remember the name of the file, but you can remember the month and day you worked on it. Click the Date Modified heading, and subfolders and files are now listed chronically, oldest or newest first, depending on the direction of the tiny triangle next to the heading. Click the Date Modified heading again to change the order from most recent to oldest or vice versa.

				If size matters (and doesn’t it always?), click the Size heading to display the list from the biggest file size to the smallest or smallest to biggest. Again, clicking the little triangle changes the order.

				If you would rather organize the list by type of file (such as text or folder), click the Kind column heading to clump together like-minded entries.

				[image: Tip.eps] While in list view, you may notice right-pointing triangles next to some of the names. This triangle tells you that a particular listing contains subfolders or files. To see what they are, click the triangle. The little symbol points in a downward direction, and any subfolders and files associated with the original folder are now revealed, in some cases with a little triangle of their own.

				[image: Tip.eps] Sometimes you can’t see all the headings because the window isn’t large enough. You have a few options. Drag a column heading to the right or left to reorder the columns so the one you want to see appears. You can drag the slider bar at the bottom of the screen to view headings without rearranging the order. Or grab the handle at the bottom-right corner of the window to increase the size of the entire window.


				A sidebar on the sidebar

				Leopard’s new sidebar shares a lot in common with the source list in iTunes (Chapter 14). Items have been segregated into collapsible sections; click the triangle symbol to collapse these sections and reduce clutter.

				Under the Devices section in the sidebar you’ll find hard drives, USB drives, or iDisk storage as part of MobileMe, Apple’s online club we’ll learn more about in Chapter 12.

				The Shared section lets you access other Macs or Windows PCs in your local home network. That’s another topic we’ll delve into later. Just know for now that from one Mac you are able to browse public files from another. And by typing a user name and password of that other computer, you can access other nonpublic files.

				Under the Places section you can get to the folders you most often use (such as Desktop, Movies, and Pictures).

				The last Search For section in the sidebar lets you find stuff you worked on earlier in the day, the day before, or the past week. Or you might search for All Images, All Movies, or All Documents. These last groupings are examples of Smart Folders, which I’ll spend more time on in Chapter 6.



				By columns

				Next, choose ViewAs Columns. Again, the check mark moves, altering your perspective. Several vertical panes appear inside one large window. These smaller windows within windows show a progression.

				At the far left is a pane called the sidebar, a regular hangout for your network, hard drive, home folder, applications, documents, movies, and more.

				The sidebar appears in the same place in every Finder window. Since it has been redesigned as part of Leopard, I figured it deserved a little sidebar treatment of its own.

				Now suppose that the home folder is highlighted in the sidebar. The pane to its immediate right displays its contents. Highlight an item in that pane, and the column to its immediate right reveals its contents. Each time you highlight an entry in a particular pane, a new pane appears to its right.

				Again, you can resize a column pane by dragging the handle at the bottom of the pane, as shown in Figure 3-5. To resize all the columns simultaneously, press the Option key while dragging. You can expand the entire window by dragging its handle at the bottom right.

				
					Figure 3-5: When in Rome try the column view.

				

				[image: 278178-fg0305.eps]

				By Cover Flow

				If you’re old enough to have owned a record collection, you likely remember rummaging through album covers to find one you wanted to play. That’s the principle behind Cover Flow, the three-dimensional album art feature that Apple introduced awhile back in iTunes.

				Adding Cover Flow to the Finder was another Leopard initiative. It’s pretty nifty. To access Cover Flow, click the Cover Flow icon in the Finder toolbar or choose ViewAs Cover Flow.

				By dragging the slider shown in Figure 3-6, you can flip through high-resolution previews of documents, images, Adobe PDF files, and more, just as you can flip through those album covers in iTunes.

				What’s more, you can skip past the first page in multipage PDF documents or slides in a presentation created with Apple’s own Keynote program. To do so, move the mouse over the Cover Flow image and click the arrows that appear.

				[image: Tip.eps] Try playing a movie from within Cover Flow by clicking the arrow that appears. Here’s how. Click Movies in the sidebar, then drag the slider until the movie you want to watch shows up. Mouse over the still image from the movie in question so that a circle with an arrow appears. Click the circle to start playing. The inside arrow turns to a square; click it again to pause the movie. Without knowing it, you’ve just had your first quick look at Quick Look, as the next section will elaborate.

				
					Figure 3-6: Watching a movie inside the Cover Flow view.

				

				[image: 278178-fg0306.tif]

				Have a Quick Look

				Indeed, Apple gives the Leopard crowd yet another clever way to peek at the contents of files on your Mac — without having to launch the applications that created those files.

				More than living up to its moniker, Quick Look lets you look at a file as a pretty decent-sized thumbnail or even full-screen. And Quick Look might also be called Quick Listen because you can even play music. Indeed, the feature works with all sorts of files — PDFs, spreadsheets, Microsoft Word documents, movies, and more. That’s because Quick Look plug-ins for many other formats are available on the Internet.

				Here’s how to make it happen:

				 1. Highlight a file in Finder.

				 2. Click the Quick Look button (labeled in Figure 3-2) on the toolbar or press the spacebar on the keyboard.

				 The file jumps out at you in a window. To display the file full screen, click the button shown in Figure 3-7 that looks like two diagonal arrows pointing in opposite directions.

				 3. If you are looking at a picture and want to add it to your iPhoto image library, click the iPhoto button.

				 4. If you decide to open the file you are previewing and the program that opens it, double-click the Quick Look preview window.

				 To get out of Quick Look, click the x in the circle at the upper-left corner of the window or press the spacebar again.

				
					Figure 3-7: Quick, take a look at my picture.

				

				[image: 278178-fg0307.eps]

				[image: Tip.eps] You can preview multiple images in Quick Look. Just highlight more than one file and press the Quick Look toolbar button or the spacebar. You can then use the forward or backward arrow to manually navigate through the files. Or press play to preview the files in a slideshow. Lastly, you can click the light table button to peek at documents in a grid.

				What’s Up, Dock?

				Your eyes can’t help but be drawn to the colorful reflective three-dimensional bar at the bottom of the screen (refer to Figure 3-8). This is your dock, and it may comfort those familiar with Microsoft’s way of designing a computer interface to think of the dock as a rough cross between the Windows taskbar and the Start menu. In my humble opinion, it’s more attractive than the Windows taskbar. More fun too. Drag a window near the bottom of the screen, and it reflects off the dock.

				
					Figure 3-8: Docking your icons.

				

				[image: 278178-fg0308.eps]

				Try single-clicking an icon in the dock. The little picture bobs up and down like a school kid desperate to get the teacher’s attention so he can safely make it to the bathroom.

				What you’ll find on the dock

				The dock is divided by a white dashed line into two parts. To the left of the line are programs and other tools. To the right are any open files and folders, plus a new collection of expandable icons called Stacks, of which I’ll have more to say later in this chapter. You’ll also find the trash can. Keep in mind that the mere act of single-clicking a dock icon launches a program or other activity. When you mouse over a dock icon, the title of the appropriate  application appears.

				[image: Tip.eps] Notice the blue orb glowing under some dock icons? That tells you the  program that the icon represents is running on your system.

				On newer Macs, the following icons appear by default on the left side of the dock (the order in which they appear is, for the most part, up to you):

				Finder: With a goofy face on top of a square, the Finder icon looks like it belongs in a SpongeBob SquarePants cartoon. Single-clicking here brings up the main Finder window.

				Dashboard: The round gauge is the front end for clever little applications called widgets (see Chapters 6 and 21 for more information).

				Safari: Apple’s fine Web browser (Chapter 9).

				Mail: Yes, Apple has a built-in e-mail program (Chapter 10).

				iChat: Part instant messenger, part audio and video chat program (Chapter 11).

				Address Book: The place for phone numbers and e-mail addresses (more later in this chapter).

				iTunes: Apple’s renowned musical jukebox (Chapter 14).

				iPhoto: The shoebox for storing, sharing, and touching up digital images (Chapter 15).

				iMovie: The place to edit videos (Chapter 16).

				iCal: A built-in calendar (more later in this chapter).

				Preview: A program to view images and Adobe PDF files (more later in this chapter).

				QuickTime Player: Multimedia audio/video player (later in this chapter).

				System Preferences: Having it your way (Chapter 5).

				GarageBand: This is where you can launch your musical career (Chapter 17).

				Spaces: A keen method of organizing the computer so that just those windows relating to a specific activity are displayed (Chapter 5).

				Time Machine: Leopard’s clever new backup feature lets you restore lost files by going back in time to find them (Chapter 13).

				iWeb: Lets you create personal Web sites, blogs, and podcasts  (Chapter 12).

				iDVD: Burn movies onto a disk (Chapter 16).

				And these appear on the right bank:

				Stacks: Collections of icons to keep your desktop organized and tidy, especially for documents or when downloading files (more later in this chapter).

				Trash: Hey, even computer garbage has to go somewhere (Chapter 7).

				Loading up the dock

				Adding favorite items to the dock is as simple as dragging and dropping them there. Of course, the more icons that get dropped in the dock, the more congested the joint gets. Even icons deserve breathing room. To remove items, just drag them outside the dock. The icon disappears behind a little white cloud.

				Here’s another neat stunt:

				1. Open the Apple menu.

				 2. Choose DockTurn Magnification On.

				 Now as your cursor runs over the icons, the little pictures blow up like bubble gum.

				[image: Tip.eps] If you’re into resizing dock icons, choose DockDock Preferences. Make sure the Magnification box is selected and drag the Magnification slider from left (Min) to right (Max) depending on your fancy. A separate slider lets you alter the dock size.

				You can also alter the size of the dock by clicking the dashed line separating the programs and Stacks, and dragging it to the left or right.

				Docking the dock

				The very first time you notice the dock, it appears at the bottom of your screen. Apple doesn’t make you keep it there. The dock can move to the left or right flank of the screen, depending, I suppose, on your political persuasion.

				Again, choose the Dock command from the Ú menu. Choose either Position on Left or Position on Right. Pardon the pun, but your dock is now dockside.

				[image: Tip.eps] If you find that the dock is getting in the way no matter where you put it, you can make it disappear, at least until you need it again. Choose ÚDockTurn Hiding On.

				When Hiding is On, drag the cursor to the bottom (or sides) of the screen where the dock would have otherwise been visible. It magically glides into view. The dock retreats to its cave when you glide the cursor away. If you find you miss the dock after all, repeat the previous steps, but now choose Turn Hiding Off.

				A minimizing effect

				The dock isn’t the only thing you’d like to nudge out of the way from time to time. Sometimes entire windows take up too much screen real estate or cover up other windows you want to see. You can close the objectionable window altogether, but that is sometimes a Draconian maneuver, especially if you intend to work in the window again a moment or so later.

				You can minimize the window instead. Move the mouse to the upper-left corner of your open window and find the tiny yellow droplet flanked by tiny red and green droplets. (That is, they are red, yellow, and green by default.) I’d show you a picture, but this book is in black-and-white. I’d say leave it to your imagination, but something tells me you’re already familiar with this red, yellow, and green idea. In any case, if you single-click the yellow circle in the upper-left corner of a window, the entire thing shrivels up and lands safely on the right side of the dock (assuming you’ve stuck with Minimize using Genie Effect inside Dock preferences).

				To restore the window to its full and (presumably) upright position, single-click its newly created dock icon.

				[image: Warning(bomb).eps] Be careful not to click the tiny red circle instead. That closes the window instead of minimizing it.

				Clicking the green circle maximizes the window to its full potential and clicking it again returns it to the previous size. If one of the circles appears with no color, it means that particular function is currently unavailable.

				Stockpiling Stacks

				I have myriad stacks of paper in my office. And in theory anyway all the papers in one stack are related to all the other papers in the same stack.

				This same organizing principle applies to a handy new Leopard feature called Stacks. Stacks are quite simply a collection of files organized by theme, and they do wonders for all you clutterholics in the crowd, of which, alas, I am one. You’ll find Stacks to the right of the dashed divider on the Dock.

				Apple has already put together two useful premade Stacks right off the bat. One is a Stack for your documents, the other is reserved for all the stuff you might download — such as saved Mail attachments, file transfers through iChat, and files captured from the Internet with the Safari browser. As you’ll see, it’s a breeze to create your own Stacks.

				I’m fond of the Downloads Stack in particular, which bobs up and down to let you know a new arrival is there. Before Leopard, downloaded files had a tendency to mess up your desktop.

				The icon for the Downloads Stack takes the form of the most recent item you’ve downloaded, a PowerPoint presentation, Audible audio file, or whatever it happens to be.

				Opening Stacks

				To view the contents of a Stack, click the Stacks icon. It immediately opens in one of two ways:

				Icons for the files, along with their names, fan out in an arc (see Figure 3-9). The most recent file is at the bottom of the fan.

				Files and names appear as a grid (see Figure 3-10).

				By default, the fan or grid decision is determined automatically by the number of files in a Stack. So while the fan view is more attractive, a grid lets you peek at many more icons at once. However, both views have their storage limits. There is no way to display, for instance, hundreds of documents in a grid or a fan. So you’ll see an icon that says 598 More in Finder or whatever the actual sum is. Clicking the More in Finder icon takes you to the Finder.

				[image: Tip.eps] Cool special effect: Hold down the Shift key when you click a Stack, and it opens in slow motion, as a fan or a grid. If you already had a Stack open when you Shift-click another Stack, you can watch one collapse slowly while the other opens.

				[image: Tip.eps] You can dictate whether Stacks spring out as a fan or grid. Right-click or Control-click the Stacks icon in the Dock to instantly bring up the Stack’s contextual menu, as shown in Figure 3-11. Or hold down the left mouse button for just a second until the menu appears. From the menu, choose Fan, Grid, List, or Automatic to give the Stack your marching orders. You’ll notice a few other choices in this contextual menu. You can sort the Stacks icons by name, date added, date modified, date created, or kind of file.

				
					Figure 3-9: Fanning out your files.

				

				[image: 278178-fg0309.tif]

				
					Figure 3-10: There is more than one way to blow up your Stack.

				

				[image: 278178-fg0310.tif]

				
					Figure 3-11: A menu to control Stacks.
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				[image: Remember.eps] You can summon a contextual menu for all your other Dock items. Choices: to remove the item from the Dock, to open the program in question when you log in, or show it in Finder.

				Adding Stacks

				You can turn any folder in your arsenal into a Stack by dragging it from the Finder or desktop to the right of the dock’s dashed line and to the left of the Trash. Easy as that.

				Quitting time

				It’s 5 P.M. (or in my world, hours later), so it’s quitting time. Here’s how to punch out of a specific application. Just to the right of the Ú menu, you see the name of the program you’re currently working in. Suppose it’s Safari. Single-click the Safari name and choose Quit Safari from the drop-down menu. Or if you had been working in, say, Word, you’d choose Quit Word from the drop-down menu. Here’s a quickie keyboard alternative: Press Ô+Q and choose the program you’re in from the drop-down menu.

				A Gaggle of Freebie Programs

				A major fringe benefit of Mac ownership is all the nifty software you get gratis. Many of these freebie programs, notably those that are part of iLife, are such a big deal that they deserve entire chapters unto themselves.

				In this section, I discuss programs of smaller stature. I’m not demeaning them; in fact, a number of these bundled programs are quite handy to have around.

				You’ll find some of the programs I am about to mention in the dock. But another good place to look is the Applications folder, accessible as follows:

				Click Applications in the sidebar.

				Choose GoApplications.

				Press the keyboard shortcut Shift+Ô+A.

				Staying organized

				Not all of us have the luxury of hiring an assistant to keep our life in some semblance of order or just to provide a jolt of caffeine when we need it. I sure don’t (sigh).

				Regrettably, a Mac still can’t make coffee. But it is reassuring that the computer can simplify other administrative chores. Check out the applications in this section.

				Address Book

				You just met an attractive stranger on the way to the Apple store? Address Book, accessed through the Applications folder or by clicking its dock icon, is a handy repository for addresses, phone numbers, and e-mail addresses. You can also add a picture and note about the person (“awfully cute; owns a Mac”).

				After opening the program, here’s how to add an Address Book entry:

				1. Under the column marked Name, click the + sign (shown if Figure 3-12).

				 You can alternatively open Address Book and choose FileNew Card.

				2. Type the person’s first and last names, company, phone number, and other information in the appropriate fields.

				 Press the tab key to move from one field to the next. You can skip fields if you don’t have information and add others as need be. For example, to add space for a new mobile phone number entry, click the + next to the field name.

				3. Close Address Book.

				[image: Tip.eps] If someone sends you a virtual address card (known as a vCard), just drag it into the Address Book window. If you already have an entry for the person, you’ll have the option to blend the new data with the old.

				
					Figure 3-12: Adding an entry in Address Book.

				

				[image: 278178-fg0312.eps]

				[image: Tip.eps] You can instantly draw a map to a person’s house in your Address Book. Here’s how:

				 1. Hold down the Control key while clicking an address.

				 2. Click Map Of in the contextual menu.

				 3. On the Google Map that appears, you can click to get directions or search for a nearby pizza shop or other destination.

				As you might imagine, Address Book has close ties to a bunch of other Mac applications that I discuss later in this book, most notably Mail and iChat. You can also synchronize contacts with other computers using your MobileMe account, to which I devote Chapter 12. If you have a Yahoo! address book, you can synchronize that too. And you can synchronize your Address Book with an account that uses a Microsoft Exchange server.

				Creating Smart Groups

				Now suppose a whole bunch of people in your Address Book have something in common. Maybe you all play softball on weekends. (That’s a good thing. Break away. Have fun. Limber up. Your computer will be waiting for you when you get back.) A Smart Group is a terrific way to manage information in Address Book on all your teammates.

				The key is to add a descriptive word that lumps you all together in the Notes field. Something, like, voila, softball. So whenever a new contact comes along and you type the word softball, he or she will become part of your Smart Group.

				To create a Smart Group from scratch, follow these steps:

				 1. Choose FileNew Smart Group.

				 2. In the Smart Group Name field, type a name for your group.

				 I typed Weekend Athletes.

				 3. Click the + and specify the group criteria using the pop-up menus, as shown in Figure 3-13.

				4. If you want to know when a new slugger has been added to the roster, make sure the Highlight Group When Updated option is selected.

				
					Figure 3-13: Creating a Smart Group.

				

				[image: 278178-fg0313.tif]

				iCal

				It’s swell that all your friends want to join the team. But good luck figuring out a time when everybody can play.

				For assistance, consult the Mac’s personal calendar application, iCal. It lets you share your calendar with people on the same computer or “publish” a calendar over the Internet to share with others, perhaps by subscribing to MobileMe. The program can help you find a convenient time everyone can meet.

				iCal also lets you subscribe to public calendars over the Internet (movie openings, religious holidays, and so on). As you might imagine, it can also show the birthdays of folks residing in your Address Book.

				Oh, and if you need a reminder of all the things you have to do — Finish Dummies chapter — iCal lets you display a To Do list, (sorted manually or by due date, priority, title, or calendar).

				iSync

				Many of you use more than one computer (you should be so lucky if you have more than one Mac). You probably also have a cell phone, a personal digital assistant (PDA), and an iPod. Through iSync, you can keep your calendar, Address Book, and Internet bookmarks synchronized across multiple devices. If you change an e-mail address on your cell phone, you can connect the device to the Mac (even wirelessly through technology known as Bluetooth) and have the number automatically updated in the computer’s Address Book. Some sync functions are now the province of MobileMe.

				Stickies

				Walk around your office, and I’ll lay odds that some of your colleagues have yellow Post-it notes attached to their computer monitors. You too, huh? They’re a great way to make your supervisor think you’re really busy.

				The Mac provides an electronic version called Stickies. Just like the gluey paper kind, electronic notes let you jot down those quickie shopping lists, phone numbers, and To-Dos.

				But virtual Stickies have it all over their paper counterparts. Consider these stunts:

				You can resize Stickies by dragging the handle on the note’s lower-right corner.

				You can import text or graphics, and alter fonts and font sizes.

				You can check the spelling of words in the note.

				You can create translucent Stickies to see what’s behind them.

				You can delete a note without crumpling it or crossing out its contents.

				You won’t clutter up your good-looking Macintosh computer. (You will have to concoct another scheme to convince your boss how hard you are working.)

				Creating a new Stickie doesn’t count as work. After opening the app, choose FileNew Note. Then start scribbling, um, typing away.

				Tooling around for a reference

				A lot of what people do on a computer is look things up, mainly through Internet search engines (Chapter 9) and other online tools (Chapter 11). Help is closer at hand — in the Applications Folder.

				Dictionary

				Finding the meaning of words or phrases is as simple as typing them in a search box. Finding the meaning of life is something else altogether. The Mac supplies versions of the New Oxford American Dictionary and Oxford American Writer’s Thesaurus. With Leopard comes a new Apple Dictionary to look up terms you can’t find in this book. You can now consult the Wikipedia online encyclopedia or transfer English words to Japanese or vice versa. The computer can even read a dictionary entry out loud.

				TextEdit

				TextEdit is a freebie word processor. Although it offers nowhere near the flexibility of an industrial-strength word processor such as Microsoft Word (Chapter 7), it’s no slouch either. You can create tables and lists and apply a bunch of formatting tricks. And it can accommodate Word documents (if someone sends you one).

				Calculator

				Hey if all of us could do math in our heads, we wouldn’t need a calculator. In fact, the Mac supplies three on-screen calculators: Basic, Scientific, and Programmer. Choose the one you need from the calculator’s View menu.

				The Basic Calculator is for people like me who find the need to perform simple arithmetic here and there. You can use the numeric keypad on your keyboard or use the mouse to click the calculator’s keypad.

				The Scientific version adds square root, sin, cos, and other keys whose mere thought causes me to break out in hives. (Don’t count on seeing me as a future author of Math For Dummies.)

				[image: TechnicalStuff.eps] The Programmer calculator is even more intimidating. It has keys labeled Hide Binary, Byte Flip, Unicode, RoL, and RoR. You earn extra credit if you know what all these do.

				The Mac Calculator is capable of tricks that blow away even the fanciest pocket calculator, such as going online to fetch the latest currency exchange rates.

				QuickTime in the nick of time

				QuickTime Player, Apple’s free multimedia player, comes to the rescue when you want to watch a movie (but not a DVD), play sounds, or display pictures. QuickTime typically pops up as needed.

				If you want to edit movies or have other bold ambitions (that is, full-screen playback), consider springing for a $30 version of the program called QuickTime Pro.

				Previewing Preview

				Preview is a versatile program that lets you view graphics files and faxes, screen captures, convert file formats (e.g., from TIFF to JPEG), and handle PDFs with panache. (PDF is shorthand for Adobe’s portable document format.) Preview typically loads automatically as needed. For example, if you double-click a PDF file someone sent you, Preview is probably the program that lets you read it. You can use Preview also to rotate, resize, and crop images in one of the many file types it recognizes.

				[image: Tip.eps] Preview in Leopard added a bunch of new features, the coolest of which is probably Instant Alpha, which lets you remove an, um, insignificant other (or background) from an image.

			

		

	


End of sample
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