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System Preferences > Mouse

Mouse
<(» Show All Q
Tracking Double-Click Scrolling
Co Y o O =
Slow Fast Slow Fast Slow Fast
[ Button 3 +9
| Primary Button i % — | Secondary Button 4
| Exposé - All Windows 3
Scrolling: | Vertical and Horizontal +9
ZZoom using scroll ball while holding  ~ Control 2 ( Options... )

(" Set Up Bluetooth Mouse... ) @

» Make sure that Primary, Secondary, and Button 3 are set. You may want to reverse

Primary and Secondary if you are left handed.
» Set Tracking, and Double-Click to one notch below fast — or whatever you are

comfortable with.
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System Preferences > Keyboard

[ ] < Keyboard

w Text  Shortcuts

Input Sources

Key Repeat Delay Until Repeat

Off Slow Fast Long Short

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

When this option is selected, press the Fn key to use the special
features printed on each key.

Adjust keyboard brightness in low light

Turn off when computer is not used for:

5 secs 10 secs 30 secs 1min 5 mins Never

Show Keyboard, Emoji, & Symbol Viewers in menu bar

Set Up Bluetooth Keyboard... Modifier Keys...

» Set Key Repeat, and Delay Unit Repeat to Fast and Short. However, this won’t work on
Carson’s computers because you need to access Terminal to enable keyboard repeat.
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System Preferences > Dock

1

"H& 06

T M POUXE _EHOE® B

el @QOORT

Size:

Magpnification:

Position on screen:

Minimize windows using:

Dock Q ¢

Small Large

Min Max

©

Left Bottom Right

Genie effect a

Double-click a window's title bar to = zoom
Minimize windows into application icon
Animate opening applications
Automatically hide and show the Dock
Show indicators for open applications

» Adjust the Size, Turn on Maghnification, and adjust the Magpnification.

> | like to set the dock on the left since the screen is wider than it is tall.
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You can remove unnecessary apps from the dock by click and drag off the dock. Make
sure you hold your drag until the “Remove” shows up.

If you accidentally remove apps or you need more apps, click on the Desktop. Then
open up applications. Then drag the app onto the dock.

You can re-order the apps by clicking and dragging within the dock.

Enclosing Folder in New Window ~3T

B All My Files 0 8F
% Documents 080
[ Desktop 438D
© Downloads 8L
{5} Home O %H
O Computer {3C
@) AirDrop 0 %R
@ Network 8K
< iCloud Drive 381

M utilities 38U
Recent Folders >
Go to Folder... 038G

Connect to Server... #K
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System Preferences > Date & Time

[ ] < EH Date & Time

Date & Time  Time Zone el g
Show date and time in menu bar

Time options: o Digital Analog
Display the time with seconds
Flash the time separators
Use a 24-hour clock

Show AM/PM

Date options: [ Show the day of the week
Show date

Announce the time:  On the hour

[_] Ciickthe lock to make changes.

» Check Show the day of the week and Show date.
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System Preferences > Built-in Display

[ ] < i Built-in Display Q
[ Display XS

Resolution: ° Default for display
Scaled

Brightness:
Automatically adjust brightness

AirPlay Display: = Off B
Show mirroring options in the menu bar when available ?

» Adjust the brightness to your comfort level. | like to uncheck Automatically adjust
brightness — sometimes, this will unexpectedly make your screen brighter or darker.
You can also use F1 and F2 to make adjustments.

System Preferences > Sound

[ ] < HH Sound Q

Sound Effects m Input

for d output:

Name Type

Internal Speakers Built-in

Settings for the selected device:

Balance:

Qn riém
Output volume: #{ of ))) Mute

Show volume in menu bar

» Adjust the volume level so that it doesn’t bother people around you. However, it is best
if you use ear-buds. You can also use F11 and F12 to make adjustments.
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Adobe Acrobat Reader

[ ] [ ] [#% Applications
< a5 ED]] on 2B X~ Q Searc
Favorites Name ~  Date Modified
<™ iCloud Drive » [ Adobe Apr 5, 2014, 6:¢
@ AD v Bl Adobe Acrobat DC Jul 14, 2016, 3:
2 Irore
e BH Acrobat Distiller Apr 14, 2015, 3
{2} amorywong Acrobat Uninstaller Jul 14, 2016, 3:
A Applications B Adobe Acrobat Apr 14, 2015, 3
. » % Adobe Acrobat XI Pro Feb 1, 2014, 8:t
£ Al My Files > Adobe Creative Cloud Mar 4, 2016, 1:¢
[ Desktop > Adobe Photoshop CC 2015 Jun 22, 2015, 2
@ Documents & App Store Jul 19, 2016, 6:
Z# Autamatar Mar 2N 201R 1

M nownlnads

» Acrobat Reader has not been initialized on the Macs so you cannot read my PDFs from

Safari. You need to start it up and accept the license agreement. Then you can quit.
Now you can open PDFs in Safari.

Application Switching

Most applications open windows to fill most of the screen. Instead of moving and resizing

windows to access your other apps, it’s easier just to hold down command 88 and press tab
until you get the desired app.

Microsoft Word
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Safari Bookmarks

To make Safari easier to use, it is a good idea to set up bookmarks for frequently used web
pages. | suggest that you bookmark at least the following pages:

carsongraham.ca

thepiguy.ca
carsongraham.managebac.com
your email

VVVYVY

First you need to view favourites.

Customize Toolbar...

Show Tab Bar CET
Show Status Bar ¥/
Show Sidebar o®L
Show Bookmarks Sidebar ~$81
Show Reading List Sidebar ~82

Show Shared Links Sidebar ~%$83

Now you need to type in the web addresses one at a time and bookmark it to Favorites.

Show Favorites
v Show Frequently Visited in Favorites

Show Bookmarks
Edit Bookmarks B Bookmarks

i Top Sites

Add Bookmark Folder Amory

Add to Reading List 0D v [HNVSD
Apple
StreakWise
[E Bookmarks Menu
Programming

Ll Tumnae Af NinAacanr

As with the Dock, you can re-arrange your bookmarks by clicking and dragging it to where you
would like to position it.
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Saving Documents and Working from Home

Type in something quick in Word.

@ Word FR Edit View Insert Format Font Tools Table Window &
[ NON | [31 Document1

L EOE® s C# @ 1 G @ e

|| # Home | Layout | DocumentElements | Tables | Charts | SmartArt | Rev
Font
[Cambria (Body) |v|[12 v/ A= A~/ A4+ %) = 2= |00
B |1 U |~ A A A ~™d-| /- v |z
h r, G2 e B
‘ | . | ' | |
-9 3
‘W :
N 1
g [
= tes]
®
ol

Then Save As and make sure you save into Documents.

i Save As: test ~
Tags:
|
: BI= EIIDJI - L) [ Documents A < Q
Favorites iChats
#~: Applications
[7-] Desktop
@ Documents
0 Downloads
12} 16339
Devices
CJ cGs-D305-M22-iMac
Shared
CGS-DC-01 A
cgs-dc-01.sd44.ca =
Format: Word Document (.docx) B

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

Options... Compatibility Report... .., Compatibility check recommended

T AR

[ L
| Hide extension New Folder Cancel
1
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Now you can quit Word and click on the Desktop to get to Finder. Use the menus to go to
Documents.

m Window Help
Enclosing Folder ®tT
& All My Files O 38F
% Documents 2380
= Desktops %D
© Downloads 8L
{5} Home 0 8H
2 Computer 0 %C

Now you need to back it up to your Network Folder (it’s the one that is named your UserID).
Click and drag the file into your Network Folder.

[ Documents ~ Macintosh HD

= [LEPEENE R E= Q
Name ~  Date Modified Size
iChats Today, 2:28 PM
Today, 2:49 PM

Zero bytes

Now load up Safari and go to Carson’s website and log into Portal.

Edit View History Bookmarks Develop Window Help ¢ @® [ a E

[ sd44.ca

Gmail ManageBac ThePiGuy Carson NVSD iCloud Wikipedia

Carson Graham Secondary

North Vancouver School District

Search
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Click on Home Drive.

North Vancouver School
District

OneDrive = Home Drive Public Site

me View
= x L & 4
(== \ 7 2N
New Upload
folder

4 » HomeDrive »

| Home Drive
> . Admin
. Badminton 2015
. Badminton 2016
> . C64 docs

Admin Badminton 2015 Badminton 2016 064 1

T -

s e

. Calc 12 -

Now you can select your file to Download. Once you are done your changes, don’t forget to
Upload it back to your Network Folder.

g 0% X = | ¥ @ i

Copy Delete Rename New Download = Upload Open
folder
Clipboard Organize New Transf Open

4 » Home Drive »

[ 4 | Home Drive gg ! P %

]
J. Badminton 2015
’ Numeric Pre-Calculus 12 PreCalc 11

i Badminton 2016 Integration  Course Outline 2015-16
.. C64 docs Schedule
.. Calc 12 c— )
.. Desktop
. Downloads
J EE “« |

b ). Favorites Report Card for Review anc

Mr Wong Completion Et
|. Flashonary_Screenshots
b crs — . =
| ICT 8 Diversity Poster E: — —
. ICT 8 Diversity PP Exem
/. ICT 8 Teach Me Exempl. /
. ICT 8 Wacky Faces Exel test - Title of My St
1. Interims 89_Guidebook_E
N

102items 1 item selected 21.4 KB



