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Tips and Tricks

50 best Mac tips, tricks and timesavers

By Christopher Phin and Matthew Bolton December 14, 2015 How To

All the awesome things you forgot your Mac could do
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Adobe Flash Player

Adobe Flash Player
IS a program that
allows you to watch videos
from the Internet
ONn your computer.
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Show / Hide Dock

<o (o]

Magnification:

Position on screen: () O i
Left Bottom Right

Minimize windows using: | Scale effect B
Double-click a window's title bar to | minimize B

("] Minimize windows into application icon
Animate opening applications

(] Automatically hide and show the Dock
Show indicators for open applications




Add Special Characters

The shortcut is “Control + Option + Spacebar”

P ——
L J L)L)
N N

() Frequently Used
Y Favorites

Smileys & Pecple

Animals & Nature
Emoji

Arrows Food & Drink

Bullets/Stars .
Activity
Currency Symbols

Latin Travel & Places
Grinning face
Letterlixe Symbols

&3
=
@
]
@

Objects —
Math Symbols : | Add to Favorites |
Symbols

Qol
Ry

Parentheses —
Font Variation

n Pictographs

U

Flags
Punctuation




Batch Rename

Right Click

5 Pictures

(& B wo) (@) (%) (8] (@)

View Arrange Action Share EditTags

EX
Dropbox

Pictures

Shared Folder

cyclone

E Documents

Date Modified Date Created Size Kind
\ / y . * Y \ / y o 3" DA/ . Y=

0o May 29, 2013, 9:41 PM May 29, 2013, 9:41 PM 3.1 MB
3.1 MB

Name v

JPEG image

[] DSC_5617.JPG JPEG image

0 Downloads
o= Disk Utility....
’ L )

Utilities
-;A,- Automator....
’ |

@ tdmill
m Pictures

H Movies

I l Music

o

Google Drive

@ AirDrop

Devices

[] DSC_5616.JPG
[] DSC_5615.JPG
[] DSC_5614.JPG

Open

[] DSC_56
[] DSC_56
[] Dsc_56
[] Dsc_56
[] DSc_56
[] Dsc_56
[] DSC_56

Get Info

Duplicate

[l
O
oy
/=3

B 019.pg

B 018.pg

B 018_pp.til
& FusioniMac > [

Share

Open With

Make Alias
Quick Look 18 Items

Move to Trash

Copy 18 Items

May 29, 2013, 9:41 PM
May 29, 2013, 9:41 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:40 PM

New Folder with Selection (18 Items)

v

£ Move to Dropbox

Rename 18 Items...
Compress 18 Items

Show View Options

Tags...

May 29, 2013, 9:41 PM
May 29, 2013, 9:41 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:40 PM
May 29, 2013, 9:39 PM
May 29, 2013, 9:39 PM
May 29, 2013, 9:39 PM
May 29, 2013, 9:39 PM
May 29, 2013, 9:39 PM
May 29, 2013, 9:38 PM
May 29, 2013, 9:38 PM
May 29, 2013, 9:38 PM
May 29, 2013, 8:57 PM

3.2 MB
3.1 MB
3.2 MB
3.2 MB
3.1 MB
3.1 MB
3.2 MB
2.6 MB
2.6 MB
2.6 MB
2.6 MB
2.6 MB
2.6 MB
2.6 MB
1.9 MB

JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image

PEG image

Jul 30, 2013, 2:00 PM
Jul 30, 2013, 2:01 PM
Jul 30, 2013, 7:05 PM

4.9 MB
4.9 MB
22.6 MB

JPEG image
JPEG image
TIFF image




Batch Rename

cyclone
Docugs

Downloads

Disk Utility....
A y

Utilities

A Automator....
tdmill
Pictures
Movies
Music

Google Drive

@ AirDrop

Use the Actions Feature!

DSC_5619.JPG

DSC_5618.JPG

DSC_5617.JPG

DSC_5616.JPG

DSC_5615.JPG

DSC_5614.JPG

DSC_5613.JPG

DSC_5612.JPG

DSC_5611.JPG

DSC_5610.JPG

DSC_5609.JPG

DSC_5608.JPG

DSC_5607.JPG

DSC_5606.JPG

DSC_5605.JPG

DSC_5604.JPG

DSC_5603.JPG

L (5 O O o ) ) o ) ) N ) I I

DSC_5602.JPG
019.jpg
018.jpg

~ MO

8 Pictures

New Folder with Selection (18 Items)

New Folder
Open
Open With

Move to Trash

Get Info

Rename 18 ltems...
Compress 18 ltems

Duplicate
Make Alias

Quick Look 18 Items

Copy 18 ltems

Arrange By

Show View Options

Tags...

4 N
[} ) { ) [} )
N_/ L

Services

Jul 30,
Jul 30,

-7 - — I

2013, 2:00 PM
2013, 2:01 PM

A b IAA

Dropbox

Date Created

May 29, 2013, 9:41 PM

Search

May 29, 2013, 9:41 PM

May 29, 2013, 9:41 PM

May 29, 2013, 9:41 PM

May 29, 2013, 9:40 PM

May 29, 2013, 9:40 PM

May 29, 2013, 9:40 PM

May 29, 2013, 9:40 PM

May 29, 2013, 9:40 PM

May 29, 2013, 9:39 PM

May 29, 2013, 9:39 PM

May 29, 2013, 9:39 PM

May 29, 2013, 9:39 PM

May 29, 2013, 9:39 PM

May 29, 2013, 9:38 PM

May 29, 2013, 9:38 PM

May 29, 2013, 9:38 PM

May 29, 2013, 8:57 PM
Jul 30, 2013, 2:00 PM
Jul 30, 2013, 2:01 PM

R e




Adding a Return to a
Text Message Without

“Sending”

f - N a | "‘r aJ a aYa ‘/r o ‘r/r‘ ) r -
AL 1T1C11 USC UIC QJQHQH J_j‘/ AaNAd Return 10 add a

SPalCe.




Adding an Image
to a Text Message!

- lype text. Then use the Option Key and Returntoadda =
space and then drag or paste image.




Share Anything with
someone else!

The “Share” isn’t always obvious!

—_—

(") Send a Copy

Share Anythig e -
_With someong 9|SE!. | i35

Doub#*click to edit




Use Split Screen

Use the Green Maximize Button to position one app.
Then pick another open app or window.

9. Use Split Screen

are Anything
with someone else!

-The “Share" Isn't always obvious!-
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Share Anythi
with someongelse!
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Fast & Easy Edit in Preview.

Preview

File

Edit

Crop, resize and tweak images!

View Go
B8 Jacin

I Window

Show Inspector
Show Magnifier

Adjust Color...
Adjust Size...

Annotate

Rotate Left
Rotate Right
Flip Horizontal
Flip Vertical

Assign Profile...

Help
gt |

=1

\- %C Aarkup

%)

Adjust Color - Jacinta Ryan Luke 009 copy.jpg

i s A
Exposure: & . 4 ®
Contrast: O L J 4
Highlights: ® @ ®
Shadows: © @ ®
Saturation: (E) L 4 (=)
Temperature: ¢ L £
. Tint: @ L 4 ®
Sepia: (1) @

Sharpness: ] L ]




iICloud Keychain!




ICloud Keychain cont.

https:/support.apple.com/en-ng/HT204085

iCloud

Contacts

'.7 \ Calendars
L—

Tom Miller
tdmill@me.com

: Account Details |

: Set Up Family |

@ Back to My Mac

g Find My Mac

Sign Out 149.82 GB Available | Manage... :I



https://support.apple.com/en-ng/HT204085

Make Keyboard Shortcut!

Keyboard | Q |

[ Keyboard | Text EESICMeTCH Input Sources |

To change a shortcut, select it, click the key combination, and then type the new keys.

M Launchpad & Dock v All Applications
B Display Show Help menu
B} Mission Control v Calculator.app

__| Keyboard Open Calendar
» Screen Shots

4 Services

& Spotlight
&9 Accessibility
7~ App Shortcuts

FFIE]

Full Keyboard Access: In windows and dialogs, press Tab to move keyboard focus between:

() Text boxes and lists only
© All controls

Press Control+F7 to change this setting.

Keyboard battery level: @ 21%




et Notifications

Notifications

Notification Center shows your alerts in the upper-right of your screen, without interrupting what you're
doing. Show and hide Notification Center by clicking its icon in the menu bar.

'@ Fox News
e Calendar alert style:

s Game Center
ﬂ iCloud Photos

iTunes

None Banners

Banners appear in the upper-right corner and go away

Mail automatically. Alerts stay on screen until dismissed.
al

Show notifications on lock screen

- Show in Notification Center: | 5 Recent ltems B

Badge app icon
Messages o e
Play sound for notifications

Notes

OnyX

Notification Center sort order: | Recents B




Empty lrash

Empty trash without a warning!

Finder Preferences

k ‘ | @ '—‘
) :
o '~
A ' LA A

General Tags Sidebar Advanced

Show all filename extensions

Show warning before changing an extension

Show warning before emptying the Trash

v en performing a search:

| Search This Mac B




Store Anything in iCloud Drive!

How much storage depends on your iCloud Acct.

Pictures
Arrange Action Share Ecit Tags
Pictures

Favorites

< - ro Modif Creat
Dropbox e Date Mogified Date Created

D All My Files B Windows XP..o Aua 17 20 153 AM N 7 2014 11:53 AM
" Windows XP..omplete 2.} g 17, 2014, 11:5( 2014, 11:50 AM
.-»A.' iCloud Drive B Windows XP..omplete 1
indows Hacking.|peg
@) AirDrop findows Hacking 3.jpeg

; , fllysTreanor

A‘ Applications @ skarMirror.jog J . :

p L Whi . children 1.jpeg ) 2 7203 PM

L—.J Desktop 2 wniteOS@log b 24, 2010, 2:58 PM

el WheatLealSN@R.ipg 2012, 8:37 PM

K WheatLealand 558 vy 13, 2012, 8:33 PM

kel WheatLealand#2 |08 y 13, 2012, 8:31 PM
WheatLealand JPG May 13, 2012, 817 P

n Wedding Lattice./peg

r] WasherDryer.jpg

B4 VerloneCreditCard jpg

cyclone

Documents

Downloads

[2
O
A

’ \

Disk Utility.
untitied folder 2
Utiities 0 Uniden 2.4 G._Cordiess. jpg

TruckGuard copy.|pg May 1

Automator.... Truck Jack.jpg Feb1, 20

v -

ripToSpringtleldiL Mar 4, 2015, 5:41 P Dec 31, 1969, 6

1 4

-,
.

tdmill Tripod.jpg an 27, 2012, 12 ‘ Jan 27, 2012, 12:03 PM

mo

TriPhiAprild ginals J 2015, 7:04 PN - g , 714 PM
Pictures TriPhiApril201 20riginalsb

TriPhiApril20120riginals
Movies TriPhl 2012-..nd 2013 may

Treadmill.jpg

Music TransforHamiett

- - ToolBox with Wheels 2. jpx
Google Drive -
oolBox with Whee

TomsBusinessphoto.|p J
TomMBlerPicture. iog Mar 26, 2014, 317 PM
uson iMac » Users » 3 tdmill » pictures » ™ Wooden Easels [+

Tl B

AirDrop

10f 725 selected, 1.28 T8 avaiable




Store Anything in iCloud Drive! cont.

How much storage depends on your iCloud Acct.

No Service ¥ 4:02 PM : No Service ¥ 4:02 PM

< Settings iCloud £ iCloud Storage

STORAGE
Q Tom Miller
dmill@me.
tdmill@me.com Total Storage

Available
'S Set Up Family Sharing...
Manage Storage

Storage
Change Storage Plan

% iCloud Drive
% Photos
™ mail

. Contacts

Calendars




Share Contact Info.

tom Miller Photography

p

on

Pacific Ink Ink Pactic Pacific Ink

Email Card
—— — rDrop Card
o aminders
" Dan Shay Email

Barb barbaramiller98@gmail.com Emal




nother User
Password

b , = L5, &4



Add Another User
With Password cont

[ Password Login Items |
~ Tom Miller

Admin . Tom Miller | Change Password... |

n Guest User

Enabled, Managed

Contacts Card: |E|

(] Allow user to reset password using Apple ID

Allow user to administer this computer
m Login Options

I

-

(] Enable parental controls | Open Parental Controls... |

EL Click the lock to prevent further changes.




Restrict What Someone Can Do!

Parental Controls

\Pps Stores ERILG Other |

IS Weekday time limits

Allows access te this computer Monday threcugh Friday for the
specified number of hours only.

ﬂ Guest User

(] Limit weekday use to:

Weekend time limits

Allows access te this computer Saturday and Sunday for the
specified number of hours only.

(] Limit weekend use to:

Bedtime

Prevents access to this computer during the specified hours.

(] School nights: 10:00 PM 8:00 AM

[ ] Weekend: 10:00 PM 8:00 AM

[l Ciick the lock to prevent further changes.




over Your Tracks in Safari

It clears your history from all devices signed into your iICloud account too.

& Safari File Edit Hist Bookmarks Develop Window Help
ory

Show History

Back

Forward

Home

Search Results SnapBack

Reopen Last Closed Window
Reopen All Windows from Last Session

© hack to remove square head nuts - YouTube
Thanks for Your Order
ReplacementLaptopKeys.com - Express Checkout
) Apple Macbook Air Keyboard Ke... - ReplacementLaptopKeys.com
. e siee Apple Macbook Air Replacement ...| Keyboard Keys | Keypad Keys
Apple Laptop Replacement Keys | Keyboard Keys | Keypad Keys
ReplacementLaptopKeys.com - Shopping Cart
ReplacementLaptopKeys.com - Sign in
Laptop Key Replacement | Keyboard Keys | Keypad Keys
& My eBay Purchase History
I Electronics, Cars, Fashion, Collectibles, Coupons and More | eBay
O fiffffEffff - Google Search
& Feed - Quora
L2 Mac can't find startup disk

Adarwy o rrage

&% how to remove a square head nut with a ratchet - YouTube

howd Seyetute Bow Al remove a square head nut with a ratchet - YouTube
on RMove a square head nut with a ratchet - YouTube
() L drive 1 - YouTube

Earlier Today

Tuesday, January 19, 2016
Monday, January 18, 2016
Sunday, January 17, 2016
Saturday, January 16, 2016
Friday, January 15, 2016
Thursday, January 14, 2016

Clear History...



Email Huge Files

Tom Miller <tdmill@me.com>

test large file

Would you like to deliver this file using
Mail Drop?

-




