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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Read Books

ac0S includes the Books app, which enables you to enjoy electronic books, or e-books; 6
m MacBook. Using Books, you can read e-books that you already have on your MacBook, down[®®
free or paid-for e-books from online stores, or read PDF files stored on your MacBook.

Before you can read e-books that you have on your MacBook, you must add them to Books. You can
then open a book and start reading it.

Read Books

Add Your E-Books to Books

Note: This method shows you how to add
e-books not purchased from Apple. Any
books you have bought via Books appear
automatically in the Books app when you
sign in using your Apple Account.

&o Click Books (L1) on the Dock.

Note: If Books () does not appear on the
Dock, click Apps (=) on the Dock to display

the Apps screen in Spotlight, type d
then double-click Books (L

The Books window opens.

@ Click File.
The File menu opens
© Click Import-

The Import dialog opens.

(@ MNavigate to the folder that contains
the books.

@ select the books you want to add
to Books.

@ Click Import.
The Import dialog closes.

The books appear in Books.

}Nm: You can also swipe left or right
on the trackpad to change pages.

Q Icons and Buttons

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

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

© Bold

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

@ Italics

Italic type introduces and defines a new term.

CHAPTER

Enjoying Music, Video, and Books 1

Read E-Books

@ In the Books sidebar, click the button
for the view by which you want to
browse. For example, click Books in the
Library section to view the books in
your library.

) You can search for a book by clicking
Search (Q) at the top of the sidebar
and then typing keywords in the Search
box, which appears at the top of the
screen.

@ Double-click the book you want
to open.

The book opens in a new window.

© Press £ to display the next page
or [ to display the previous page
(not shown).

© You can click Appearance (s4) to
adjust the appearance of the page

and the text.

@ Vhen you finish reading, click
Close (@).
The book closes, and your library
appears.

How can I add my Kindle e-books to Books?

As of this writing, Books cannot display books in Amazon's proprietary Kindle format. To read Kindle books
on your MacBook, download the free Kindle app from the App Store and log in to the Kindle service using
the e-mail address and password you have registered with Amazon.
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CHAPTER 1

Getting Started
with Your
MacBook

Apple’s MacBook laptops are among the best portable computers you
can get. The powerful MacBook Pro and the lightweight MacBook
Air enable you to work — or play — anywhere that suits you. Each
MacBook comes with mac0S, Apple’s easy-to-use operating system.
This chapter shows you how to set up your MacBook, navigate the
macO0S interface, and perform essential actions.

@

Language

I

Espafiol (EE. UU.)
Espariol (Latinoamérica)
Espafiol
English (UK)
English (Australia)
English (India)
ez
i
S (FiE)
BxE

Erancaic
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Understanding the MacBook Pro and MacBook Air

M acBook is the family name for Apple’s laptop computers. As of this writing, the MacBook family
consists of the powerful MacBook Pro models and the slim and lightweight MacBook Air models.

Each MacBook has similar core features, such as the display for viewing information and the keyboard
and trackpad for entering data and controlling the computer. Beyond that, the MacBook models
differ in various ways — from design, size, and weight to screen size, memory and storage capacity,
and processor type and speed.

Identify Your MacBook’s Main Features

O Display

The MacBook's display provides a
sharp, bright, and colorful view into
all that you do.

O Camera

The built-in camera enables you
to videoconference, take photos,
and more.

O Keyboard

Along with the standard letter and —
number keys, the keyboard provides 6 ==
modifier keys — such as (3, (000,

and (£21) — to control your
MacBook. The keyboard has a backlight that illuminates automatically when you are using the MacBook in

dim light, enabling you to see what you are doing.
O Trackpad

The trackpad enables you to manipulate objects on the screen using finger gestures. The entire trackpad is
also the button that you click or double-click to give commands. On most MacBook models, you can also use
a pressing movement called Force Touch to access commands quickly.

O USB-C Ports

The USB-C ports enable you to connect your MacBook to its power adapter and to other devices, such as
external drives, external displays, iPhones, and iPads.

@ Microphones

The microphones enable you to use your MacBook for audio and video calls without needing to connect a
headset.

O Speakers

The speakers enable you to listen to music or other audio.

4
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Getting Started with Your MacBook 1

O Analog/Digital Audio In/Out ? M ) @O ¢

All the MacBook models include an ; _— ] f

—_— = = o
analog/digital audio in/out port that
enables you to connect an external
microphone, headphones, or speakers. Beyond that, some MacBook Pro models feature MagSafe charging
ports, an HDMI graphics port, and an SDXC card slot.

This port looks like a standard analog headphone port, but it works for both analog and digital audio and
combines audio output and audio input. For analog audio output, simply connect headphones or analog
speakers. For digital audio output, use a TOSLINK cable to connect digital audio equipment, such as
surround-sound speakers. For audio input, connect a microphone or other sound input device.

O MagSafe 3 Port

Connect the MacBook’s power adapter to this port. The MagSafe 3 connector attaches magnetically,
providing a secure connection but detaching easily if force is applied — for example, if someone’s foot
snags the power cord.

@O SDXC Card Slot

You can insert SDHC, SDXC, and other types of SD cards here so you can store files or transfer files to or
from your MacBook.

The SDXC card slot accepts regular-size SD cards, which are 32mm X 24mm X 2.1mm. To use a miniSD card
or a microSD card, get an adapter.

Standard-size SDXC cards protrude from the SDXC slot. This makes them easy to remove but even easier to
damage if you leave them in the slot while transporting your MacBook. If you need to leave an SD card in
the slot, get a microSD card and a low-profile adapter such as those made by BaseQi (www.basegi.com).

© USB-C Ports

The MacBook Pro models include two or three USB-C ports for connecting your USB devices. To connect a
device that uses a cable with the flat, rectangular USB-A connector, you will need a USB-C-to-USB-A
converter or a device that includes such a converter. If you need to connect multiple USB-A devices,
consider getting a docking station that includes multiple USB-A ports.

@ HDMI Port

The 16-inch MacBook Pro includes one HDMI port for connecting an external display of up to 4K resolution
or 8K resolution, depending on the model.

continued B>
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Understanding the MacBook Pro and

MacBook Air (continued)

he current MacBook Air and MacBook Pro models include a row of hardware function keys above
the keyboard. These keys are marked F1 through F12; each has a dedicated function, such as
changing screen brightness or controlling media playback.

Some MacBook Pro models have the Touch Bar instead of the hardware function keys. The Touch Bar
is a multitouch control strip whose contents change to suit the current app or selection. Some users
find the Touch Bar convenient, but others prefer to have the physical function keys.

O Decrease Brightness O Previous/Rewind

Press (] to decrease the screen’s brightness. Press (i) to move to the previous item or rewind in
Music and other applications.

O Increase Brightness

Press () to increase the screen’s brightness. O Play/Pause
@ Mission Control Press (i) to play or pause Music and other applications.

Press (i) to open Mission Control so you can quickly @ Next/Fast-Forward

move between working spaces. Press (2] to move to the next item or fast-forward
O Search in Music and other applications.

Press (] to open or close the Spotlight © Mute

Search pane. Press [ ] to mute your MacBook.

@ Dictation O Volume Down

Press (i) to start Dictation. Press [ ] to turn the volume down.

@ Keyboard Backlight @® Volume Up

Press (=) to adjust the keyboard backlight. Press (=] to turn the volume up.
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O Power/Touch ID Button @ Control
Press the Power button to turn on your MacBook; Press (2. ] to give keyboard shortcuts.
press and hold the Power button to force your O Option

MacBook to turn off. For Touch ID, place your .
registered finger on the button without pressing. Press (12110 to give keyboard shortcuts.

O Shift ® Command

Press (£ to type capital letters or the symbols Press (] to give keyboard shortcuts.

that appear on the upper part of the keys. O Arrow Keys
O Globe/Alternate Function Press (), (1, (3, and [ to move the pointer around

Hold down (3/(Z0) while pressing a function key to  the screen.
perform the alternate task.

The Touch Bar is a flat sensor strip that replaces the row of physical function keys with virtual
keys and controls that change depending on the app and the actions available to you. If your
MacBook Pro has the Touch Bar, you may be able to take a wide variety of actions from the Touch
Bar by using the buttons and other controls that appear on it.

Unfortunately, as of this writing, macOS Tahoe appears not to support the Touch Bar fully. Many
users of Touch Bar-equipped MacBook Pro models report partial or complete loss of Touch Bar
functionality after upgrading to macOS Tahoe. However, Apple has not officially announced that it
is deprecating the Touch Bar, so support may improve.

This section shows you four examples of how the Touch Bar changes. First, the Touch Bar can
display keys for the dedicated functions of the hardware function keys:

When the Photos app is active, the Touch Bar can display controls for navigating among photos
and performing common operations, such as marking a photo as a favorite, enhancing a photo,
and rotating a photo:




Set Up Your MacBook

f you have just bought your MacBook, you need to set up macOS and create your user account
before you can use it. Your user account is where you store your files and settings on the MacBook.

This section shows you the key decisions you make when setting up your MacBook. The first user
account you create is an administrator account, which can create other accounts later for other
users. You may also choose to create a personal account for yourself, leaving the administrator
account strictly for administration.

Begin Setup and Choose Your Country
To begin setup, position your MacBook on
a desk or table, connect its power supply, @
and then press the Power button. On most
MacBook models, the Power button is at Language
the upper-right corner of the keyboard
and doubles as the fingerprint reader. Espariol (EE. ULL) I
Espafiol (Latinoamérica)
When the Language screen appears, click e
your language (A), and then click Continue Ergion huscte
(<>, B). Then, on the Select Your Country !
or Region screen, select your country b
or region, and click Continue. s
9
Choose Whether to Transfer )
Information to Your MacBook
On the Transfer Your Data to This Mac a
screen, choose whether to transfer J

information to your MacBook. )
Transfer Your Data to This Mac

You can transfer your data from another Mac or Windows

If you have information on another MaC, PC. If you don't want to transfer from a computer, you can
a Time Machine backup, or a Mac’s startup e o o S sk ersetip s Mac itheut

disk, select From a Mac, Time Machine
backup or startup disk (©, C). If you

How do you want to transfer your information?

have information on a Windows PC, select o e, Time Nachine, o st dis 4
From a Windows PC (©, D). If you want (D R

the MacBook to pick up settings from your :t:“‘h;““ﬂ

iPhone or iPad, select Set up with iPhone 6

or iPad (@, E). If you have no information

Continue

to transfer, select Set up as new (Q, F).

After making your choice, click Continue (G).
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Choose Written and Spoken
Languages Settings

On the Written and Spoken Languages
screen, verify that Preferred Languages (@,
H) shows the language you want the mac0S
user interface to use, that Input Sources (&, I)
shows the keyboard layout you want to

use, and that Dictation (0, J) shows the
language you will use for dictating text to
your MacBook. If you want to change any of
these settings, click Customize Settings (K)
and then choose your preferred language,
keyboard layout, or dictation language.

When the Written and Spoken Languages
screen shows the settings you want, click
Continue (L) to proceed.

@

Written and Spoken Languages

The following languages are commonly used in your
region. You can set up your Mac to use these settings, or
customize them individually.

(H i)
input Sources
(3 2

Preferred Languages
English (US)

Dictation
English (United States)

?

Continue

Customize Settings 0

Apply Any Accessibility Settings
You Need

On the Accessibility screen, you can choose
whether to enable any of mac0S’s
accessibility features now so that you can
use them during setup and thereafter. Click
Vision (@, M) to enable features such as
VoiceOver, Zoom, and Pointer Size. Click
Motor (i), N) to enable Accessibility
Keyboard, an on-screen keyboard. Click
Hearing (), 0) to enable the Closed
Captions feature and the Flash for Alerts
feature. Click Cognitive (), P) to enable
features including Appearance, Speak
Selection, and Typing Feedback.

®

Accessibility

Accessibility features adapt your Mac to your individual
needs. You can turn them on now to help you finish setting
up, and further customize them later in System Settings.

?See what's avail@n each of the cah@ies below. ?

Vision Motor Hearing Cognitive

9

Not Now

You can enable and disable these accessibility features — and others — at any point after finishing setup.
Click Not Now (Q) if you do not want to set up any Accessibility features.

continued >
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Set Up Your MacBook (continued)

hen creating an account, you can use either your full name or a shortened version. You can edit the

username that macOS suggests based on that name. You can choose whether to set a password hint
to help yourself remember your password. You can also choose whether to let your Apple Account reset
the password, enabling you to recover from a lost password by logging in using your Apple Account.

Set Up Your Mac Account .
On the Create a Mac Account screen, click the icon Create aMac Account

The passwoagmmeu create here will be used to log in to this
(A) you want to use as your avatar and then type Mac.
your name the way you want it to appear in the
Full Name box (B). In the Account Name box (C), + @ & @ @a; @
macOS automatically enters a default account name &(P )
consisting of your Full Name entry changed to 0
lowercase and stripped of spaces and punctuation — & 0
for example, if you type Maria Jones as the full name, oot 4
mac0S suggests mariajones as the account name. You Aecou o s it yeut Ale Account i et sep o
can edit the account name as needed. e
Type a new password in the Password box (D) and the comnus

Verify Password box (E). Optionally, click Hint (F) and
type a password hint that will help you to recall your password.

Select Allow computer account password to be reset with your Apple Account (3, G) if you want to be
able to reset this password by using your Apple Account. This feature helps you avoid getting locked out of
your MacBook. Click Continue (H).

Sign In to Apple’s Services with Your
Apple Account

The Sign In with Your Apple Account screen enables
you to sign in to Apple’s services using your Apple

Sign In to Your Apple Account

Account, a credential consisting of an e-mail address Sign in o use iCloud, the App Store, and other Apple
services.
and a password.
p marla_z_innes@imeud‘mmﬂ
If you already have an Apple Account, type the e-mail | — QWi - 4 )
. . Create new Apple Accoun
address in the Apple Account box (I) and then click Forgot passord?

Use different Apple Accounts for iCloud and Apple media purchases?

Continue (J). The Sign In with Your Apple Account
screen then displays the Password box. Type your
password in the Password box (K) and then click

Continue (still J). Wmmﬂ Contue

If you do not have an Apple Account, you can click
Create new Apple Account (L) and follow the prompts to create one.

If you prefer not to sign in with an Apple Account at this point, click Set Up Later (M).

10
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|

Choose Settings on the Make
This Your New Mac Screen

The Make This Your New Mac screen
summarizes the settings that the macQS
installer will apply to your user account.
Review the list of settings, which may
include items such as Location Services,
Device Analytics, App Analytics, Siri,
Screen Time, and Appearance. If you are
content to keep your existing settings, click
Continue (N); otherwise, click Customize
Settings (0) and then choose custom
settings as needed.

Make This Your New Mac
Here's everything set up as you had it on your iPhone.

@ Learn More...

Location Services on
Allow Maps and other apps and services like Find My to
gather and use data indicating your approximate
location.

g Device Analytics off
Help Apple improve its products and services by
allowing analytics of usage and data from this Mac.

g App Analytics off
Help developers improve their apps by choosing to
share app activity and crash data with them through
Apple.

n Siri on

Allow Siri to use your voice input, contacts, and location
10 Process your requests.

Customize Settings £ Sscreen Time Continue
Enable Screen Time If You Need It
When the Screen Time screen appears, decide B port wih insighte about your screen i,
whether to activate the Screen Time feature, manage. dlts can aiss s parental Gontol for  chikf's
which tracks your or other users’ computer device.
usage so that you can analyze it. If you want R View ahiy oo ekl charts an ot nsights about your seroen
to use Screen Time for either yourself or ::ﬂﬁme“mmm
another user of your MacBook, click Continue D Sehecule e sy rem the sereen ancl set daly e inits for
(P); mac0S enables the Screen Time feature © SoumamerRe e
as a whole, and you can configure the downloads, and privecy. '
settings later. If you do not need Screen 838 Vo screentima to chicren fom your Wac or (05 davice, or
Timel cljck Set Up Later (Q); Shou[d you use a screen time passcode on your child's device.
want to use Screen Time later, you can
enable it and configure it at that point.

Set Up Later Continue

After you finish configuring mac0S, the
Welcome screen appears. Click Get Started

to display the macOS desktop. You can start using your MacBook as explained in the rest of this book.

11



Start Your MacBook and Log In

hen you are ready to start a computing session, start your MacBook and log in to macOS with the

credentials for the user account you have set up or an administrator has created for you. After
you start your MacBook, macOS loads and automatically displays the login screen by default or logs
you in automatically. From the login screen, you can select your username and type your password.

When you log in, macOS displays the desktop with your apps and settings.

Start Your MacBook and Log In

0 Press the Power button on your
MacBook (not shown).

Note: This book uses “(not shown)” to
indicate that a numbered step in text does
not appear on the corresponding screen.

A screen showing the list of users
appears.

Note: Your MacBook may not display the
list of users on the login screen. Instead, it
may simply log you in automatically or
show a different login screen. Chapter 12
shows you how to tighten your MacBook's
security by turning off automatic login.

Note: If the login screen shows another
user's name and icon, move the pointer over
the name or icon to display the list of users.

0 Click your username. Sat Oct 25

Note: On a Touch ID-equipped MacBook,
Touch ID is not always available for login.
For example, you may need to type your
password after restarting the MacBook,
after not having used it for an extended
time, or following multiple failed attempts
to use Touch ID. This is a security measure.

@ The Enter Password box appears.

© The prompt Your password is required to
enable Touch ID may appear.

@ If password hints are enabled, you can
click Hint ([@)) to display your
password hint.

12
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() Your password hint appears.

e Type your password in the Enter _sstoazs
Password box. Jl o7 ™

o Click Log In (B).

Note: Instead of clicking Log In (&),
you can press

Your password is required to
enable Touch ID

The MacBook displays your $ o e ER Ve Go Wedow f S = m Q8 @ ssouis e
desktop, the menu bar, and the
Dock. You can now start using the
MacBook.

Why does my MacBook go straight to the desktop instead | Why does my MacBook not show the list
of displaying the list of usernames? of usernames?

Your MacBook is set to log in automatically. Logging in Hiding the list of usernames provides extra
automatically is convenient when you are the only one who security and is widely used in companies,
uses your MacBook, but it means that anyone who can start | but it is usually not necessary for a

your MacBook can use it without providing credentials. MacBook used at home. Type your username
Chapter 12 shows you how to tighten your MacBook's in the Name field and your password in the
security by turning off automatic login. Password field and then click Log In (§).

13



Explore the macOS Desktop

our MacBook runs the macOS operating system, which is currently in version 26, a version called

Tahoe. The Macintosh operating system has long been known for being intuitive and is also
pleasing to look at. It was the first major system interface to focus on graphical elements, such as
icons. The macOS desktop is the overall window through which you view all that happens on your
MacBook, such as looking at the contents of folders, working on documents, and surfing the Web.

Explore the macOS Desktop \

o Menu Bar A & Finder File Edit View Go Window Help

The menu bar usually appears at the
top of the screen, showing the menus

for the active application or app. e

macOS hides the menu bar in certain

situations, such as when you display g e
an app full screen. ‘, B

@® Downloads p 5
. &) Pictures: - i A
O Drives ! ﬂ“
& iCloud Drive

The MacBook stores its data,

33 Dropbox MG_067ipg MG_D227pg IMG_023017g IMG_0255 jpg

including the software it needs to G o

. . . 0 MacBook Air
work, on an internal drive. This L
drive is a solid-state device, or SSD, s

rather than a traditional hard drive

containing spinning platters, but it
is often referred to as a “hard disk.”
You can also connect external drives for extra storage. You can choose whether to display an icon for each
hard disk on the desktop.

@ iPod, iPhone, or iPad

You can connect one or more iPods, iPhones, or iPads to your MacBook to transfer files.

O Folders

Folders are containers that you use to organize files and other folders stored on your MacBook.
O Files

Files include documents, applications, or other sources of data. There are various kinds of documents, such
as text, photos, graphics, songs, or movies.

@ Finder Windows
You view the contents of drives, folders, and other objects in Finder windows.

1B0e =i EA@8- "7 %7 A

O App and Document Windows
When you use apps, you use the windows that those apps display, for documents, web pages, games, and so on.

14



Memories, 270
People, 270
Smart Albums, 282, 283
Auto Enhance, 278
browsing
by albums, 270-271
by collections, 270
by years and months, 270
bursts, 272-273
color enhancement, 278-279
cropping photos, 274-275, 277
e-mailing photos, 286-287
Filter By pop-up menu, 269
Filters pane, 280-281
importing photos, 268-269
Library, 282
location information, 270, 271
Media Types category, 270, 271
months, browsing by, 270
navigate from photo to photo, 271
Pinned category, 271
Revert to Original, 275
rotating photos, 276
Sharing category, 271
slide shows, 284-285
straightening photos, 276-277
thumbnails, 270-271
Touch Bar, 7
Utilities category, 271
viewing photos, 268
years, browsing by, 270
Pictures folder, 131
Playlists, Music app
creating, 254-255
organizing, 255
Smart Playlist, 256-257
play/pause, 6
Podcasts app, 260-261
point, click, and drag with trackpad, 18-19
Point & Click tab, 60
Pointer Control pane, 61
pointer size, 55
pointing devices, configuring, 60-61
ports
analog/digital audio in/out, 5
HDMIL, 5
MacBook, USB-C, 4
MagSafe 3, 5
SDXC card slot, 5
USB-C, 5
Post Office Protocol (POP), 189
Power button, 7, 12
previous/rewind, 6

printers
connecting, 69, 298-299
printing without, 299
drivers, 299
Printers & Scanners contextual menu, 69, 298
Privacy & Security pane, 302-303
profiles, Safari, 184
configuring, 184-185
creating, 184-185
switching to another, 185
public calendar, 229
Public folder, 131
purchases, Family Sharing group, 83

Q

Quick Look Attachment, 197
Quick Look feature, 136-137
Quick Website Search, 175

R

Radio screen, 258-259
reading aloud, 117
Read & Speak features, 114

Detect Languages, 115

hear alerts from, 117

reading aloud, 117

using Dictation, 114-116
Recent Apps list, number of apps in, 111
reclaim drive space, 304-305
recovery

from backup, 312-313

from mac0S crash, 314-315
Recovery Utilities, 315

Disk Utility, 315

First Aid, 315

Reinstall macOS Tahoe, 315

Restore from Time Machine, 315
Reduce transparency option, 55
reloading web pages, 165
reminders, Siri, 121
Reminders app

creating reminders, 241

list, 240

multiple, 243

locations, 241

marking completed, 243

opening, 240

reminder list color change, 243

searching for reminders, 243

tracking commitments, 242
Remove Name from Sharing Group, 83
Reset Control Center, 47
resizing windows, 24
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restoring from Trash, 305
resume, MacBook, 33
Revert To option, 126-127

S

Safari browser
Background Image, 163
bookmarks, 176-177
cookies, 164
History, 170-171
home page, 174-175
links to web pages, 165
multiple windows, 167
music, 172
navigating among web pages, 168-169
Next Page, 168-169
opening, 162-163
Previous Page, 168-169
profiles, 184-185
Reader View, 178-179
Reading List, 179
recently visited web page, 170-171
reloading web pages, 165
search engine default, 174-175
Settings window, 167
Show All History, 171
start page, 162-163
tab groups, 180-181
videos, 173
web pages, opening, 164
multiple, 166
screen display, Hot Corners to control, 50-51
screen easier to see, 52-53
Hover Text feature, 54
Universal Access features for, 53
screen freezing, 314
screen savers
MacBook’s screen damage and, 39
set up, 38-39
Screen Time
Always Allowed, 88-89
for child, 84
Content & Privacy category in, 90-91
Downtime settings, 85
enabling, 11
time limits, apps and websites, 86-87
SDXC card slot, 5
search
files, 140-141
folders, 140-141
function key, 6
Quick Website Search, 175
for songs, 253
search engine default, 174-175
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Search icon, 16
secondary click with trackpad, 19
second display, 64-65
security
Automatic Login, 300
blocking incoming connections, 301
firewall, 301
Privacy & Security pane, 302-303
settings
extensions, 70-71
Language & Region, 70
setup
Accessibility screen, 9
information transfer, 8
language, 8
shared folders
connecting to, 294-295
disconnecting from, 295
not appearing in Shared list, 295
permissions, 297
sharing with others, 296-297
shared printers, connecting to, 298-299
Shared with You tab, 207
sharing MacBook
Family Sharing, 80-83
Fast User Switching, 78-79
shift option, keyboard, 7
Short Message Service (SMS), 217
Show All History, 171
Shut Down, MacBook, 33
sidebar, 16
customizing, 159
Sign-In & Security, Apple ID, 221
Sign In with Your Apple Account screen, 10
Siri
configuring, 118-119
Delete Siri & Dictation History button, 119
e-mail, sending, 120
event setup, 120
to gather information, 121
invoking, 119
on menu bar, 119
performing tasks with, 120-121
to play music, 121
reminders, 121
research questions, 121
text messages, 119
Siri Suggestions & Privacy dialog, 118, 119
sleep, 32
settings, 40-41
waking, 32, 41
slide shows, photos
arranging slides, 284
configuring, 285



creating, 284
playing, 285
Smart Albums, 282, 283
Smart inversion, 54
Smart Playlist, 256-257
Software Update, 306, 307
songs, playing, 252
in Albums View, 252
in Artists View, 253
in Genres View, 253
in Songs View, 252
sound, speakers, 68
spam. See junk mail
speakers, 4
connecting, 68
speech, System speech language, 115
Spotlight
opening apps from, 96
search, 140-141
Spotlight Search pane, 6
spring-loading, 61
Stacks, 138-139
Stage Manager, 110
apps, switching, 112-113
configuring, 110-111
enabling, 110-111
way to enable, 113
Startup Disk pane, 71
status bar, 16
Store Restrictions feature, 90-91
Sync This Mac option, 63
System Settings
Apple ID Pane, 220
for apps to run automatically, 102-103
Automatically log in as, 300
Fast User Switching, 76-77
firewall, 301
iCloud configuring, 62-63
keyboard layout, 59
Keyboard pane, 58-59
Media Sharing, 250
Printers & Scanners, 298
Privacy & Security, 302-303
Screen Time, 84
wallpaper, 36
System speech language, 115
system voice, 114, 115

T

tab bar, 16, 134-135

tab groups, Safari
assigning, 181
deleting, 181
organizing, 180-181

tags
customizing, 150
files and folders, 150-151
text messages, 217
Siri, 120
threads. See conversations
TikTok, 173
time limits on screen time, 86-87
Time Machine, 310-311
manual backups, 313
recovery and, 312-313
toggling settings, Control Center, 26
toolbar, 16
commands from, 23
customizing, 23, 158
Touch Bar, 6, 7
Touch ID, 7
trackpad, 4
Accessibility, 61
apps, switching between, 106
configuring, 60-61
Force Click, 60
natural scrolling, 60
point and click with, 18-19
Point & Click tab, 60
rotating, 60
swiping, 61
zooming, 52
Trash, 17
emptying, 304-305
file/folder deletion without emptying, 305
moving files to, 154
Put Back command, 305
recovering, 155
views, 304
turning on, Power button, 12
TV app, 262-263
playing videos with, 262-263

U

uniform resource locator (URL), 164
uninstall utility, 123
Universal Access features, 53
updates

applying, 306

App Store, 308-309

automatic, 307, 309

Updates Available, 306
USB-C ports

MacBook, 4

MacBook Pro, 5
USB drivers, 69
user account, creating, 74-75
username, 12-13

listing all, 13
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users
actions, reviewing, 92-93
Guest User, 76, 77
multiple, 76-77

v

vCard files, contacts, 233
versions supported, 127
videos
Music app, 263
playing, with TV app, 262-263
prevent site from playing, 173
websites, 173
View menu, 15
Vision, Accessibility screen, 9
volume
Control Center, 27
down, 6
mute, 6
up, 6

w

waking MacBook, 32, 41
wallpaper
built-in, 36
changing, 36
color as, 37
dynamic, 36
fitting image to screen, 37
photos as, 37
screen savers, 38
web pages. See also websites
bookmarks, 176-177
History list, 170-171
links
following, 165
opening in new tab, 166
navigating among, 168-169
opening, 164
multiple, 167
Reader View, 178-179
Reading List, 178-179
recently visited, 170-171
reloading, 165
websites
adult, blocking, 90
app downloads, 99
App & Website Activity, 92-93

Content & Privacy restrictions, 90

cookies, 164
downloading files, 182-183
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music, 172
Safari browser, 162-163
time Llimits for, 86-87
video sites, 173
widgets
adding, 30
displaying, 31
editing, 31
removing, 30
Wi-Fi
connecting, 20-21
connection status, 21
disconnecting, 21
standards, 21
Window menu, 15
windows
apps, 14
arranging, 104-105
border, 16
closing, 25
documents, 14
location, 25
Finder, 14, 16, 24
hiding, 25
minimizing, 25
moving, 24, 104-105
opening, 24
resizing, 24, 104-105
switching between, 109
title, 16
zooming, 24
wireless networks, connecting to, 20-21
Written and Spoken Languages screen, 9

Y

YouTube, 173

Z
Zip files
compressing files, 152
extracting files, 153
Zoom button, 15, 24
Zoomed Image Moves, 53
zooming windows, 24
Zoom pane
keyboard shortcuts, 52
Modifier key, 52
scroll gesture, 52
trackpad gesture, 52
Zoom style, 52



