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THIS BOOK BREAKS THE SACRED RULE OF COMPUTER BOOKS

Really?

Absolutely. It's a time-honored tradition that all computer books make you (the reader) wait

until everything has been explained fully, in great detail, before you're allowed to do anything.
In fact, many books make you start by reading chapters on the history of computing,

followed by in-depth looks at how computers work, and what a “bit” and a “byte” are, and

blah, blah, blah—all before they let you do anything. | call these “tell-me-all-about-it” books.
But this book breaks that mold. It's a “show-me-how-to-do-it” book, so instead of

explaining all that junk that most people don't really care about, | show you, right from the

beginning, step-by-step how to do the things you bought your Mac for in the first place.
The whole book is tutorial-based, so you'll be learning to do the things you really want

to do, right off the bat: stuff like getting on the Internet, sending email, working with photos

from your digital camera, downloading and importing music. You know, the fun stuff.

So where should you start?

If you've never used a computer before (and therefore, you probably don't know how to
use a mouse), turn to Lesson 0, where | take just a few moments to taunt and ridicule you
(kidding). Lesson 0 isn't really a lesson—it's just four pages—but if you don't know how to
use a mouse or double-click, they may be the most important four pages in the book.

So, if you know how to use a mouse, you can jump straight to Lesson 1. However, it will
help you along your path to Macintosh enlightenment if you go through the book in order:
Lesson 1, Lesson 2, Lesson 6 (just seeing if you were paying attention), etc. That's because
later lessons build on what you've learned in previous lessons. Now, do you have to go in
that order? Absolutely not, because I'm pretty careful about spelling everything out, so if
you really want to download some songs, connect your iPod, and go, you can do just that
by turning to the music lesson (Lesson 3) and following my step-by-step instructions.

So | get to start doing fun stuff now?

Yup. Now, Lesson 1 is about setting up your Address Book, which may not sound like
that much fun at first, but when you compare it to a chapter on the history of personal
computing, it's absolutely riveting. Actually, what makes it fun is how brilliantly Apple
has designed even simple things like the Address Book, so | thought it would be a great
place to start—so turn the page, and start using your Mac now!



Time This lesson takes approximately 3 minutes to complete.

Goals To learn how to navigate around on the screen, double-click to
launch an application, and quit an application using the mouse.




Lesson O

Four Things You Might
Need to Know First

Now, I'm guessing that if you bought this book, you've already mastered the basics of
using a mouse, and you know how to launch (and quit) the software applications on your
Mac. But that’s just a guess, and that’s also why I used the word “might” in the lesson title.
You might not know that stuff, and if that’s the case, there are four key things that you're
going to need to know before we can start the lessons in this book. They are: (1) How

to move around the screen using a mouse; (2) how to double-click the mouse button;

(3) how to launch an application; and (4) how to quit out of an application. Now, how
hard is it to learn these four things? They’re a breeze, and that’s why I've only dedicated
four pages in the book to learning them. Yes, these four things are critical things, but
they’re also very, very easy, so let’s get right to it—turn the page and we'll go over all four.
Note: If you already know how to use the mouse (double-click, etc.), you can skip the

next few pages and catch up with me at Lesson 1.
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D G

The cursor (arrow) is By clicking on the icon once using
moving toward an icon. the mouse, the icon is selected.

Moving Around Your Mac Using a Mouse:

If you have a desktop Mac (like an iMac, a Power Mac G5, a Mac mini, or an
eMac), you'll be using a mouse to move around the screen, to select different
objects and menus, and to click on things you want to work with. Using a
mouse is fairly simple—as you slide the mouse around on your desk, you'll see
an arrow move around onscreen. If you see something you want to work with,
just slide your mouse until the onscreen cursor (the arrow) is directly on top
of that object, then press down lightly on your mouse and release. You'll hear a
little “click” sound. That’s “clicking,” so in this book when I say something like
“click on the icon” that means to move your mouse so the onscreen cursor is
directly over the object, then lightly press and release your mouse so you hear
the click sound. That’s it.
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How to Double-Click (and Why You’d Want to):

Double-clicking is what we do when we want to “start the action” (so to speak).
For example, if you just click once on a folder, that folder is selected (it changes
color so you know you've selected it), but nothing else happens. If you want

to actually look inside the folder to view its contents, then you would need to
double-click (which just means pressing down on the mouse twice in rapid
succession, and by rapid I mean two clicks as fast as you can do them). It
shouldn’t be click...click (with a slight pause in between); it should be click-click!
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How to Launch an Application:

In this book, we'll launch all our software applications (except one) by using
the Dock that appears along the bottom of your screen (it's shown above).
Each application is represented by a small image called an “icon” (Note: If
you're not sure which icon represents the application you want to launch, let
your arrow cursor hover over the icon and the name of the application will
appear near your cursor.) To launch an application from the Dock, you just
move your mouse so that the arrow cursor appears right over the application
you want to launch, then click (press the mouse down and release) only once.
In a few moments, the application will appear onscreen. To know which
applications are open, look for a black triangle below each icon. If the icon has
a black triangle beneath it, that application has been launched and is open for
you to use.
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iTunes

How to Switch Between Applications:

You can switch between open applications anytime by moving your arrow
cursor down to the Dock at the bottom of your screen, then moving it directly
over the icon for the application you want to switch to and clicking once on

it. You can also switch right from the keyboard itself by holding down the
Command key (that’s the key with the little Apple logo on it, found on both
the immediate left and right of the Spacebar key), then tapping the Tab key

on your keyboard. This brings up a large row of icons at the center of your
screen for each open application (as shown above). To switch to another open
application, keep holding down that Command key, then tap the Tab key. Each
time you tap it, you select the next application’s icon. When you've selected
the one you want, just release the Command key.



Time This lesson takes approximately 10 minutes to complete.

Goals To get all names, addresses, phone numbers, and other contact
info for your friends and family into your Mac's Address Book,
50 you can retrieve them anytime in just seconds.




Lesson 1

How to Set Up
Your Address Book

When you first considered getting a computer, I'm sure you probably thought about
sending email, getting on the Internet, etc., and I'll bet you also thought about having
all your software “work together;” right? Right. Believe it or not, one of the corner-
stones of making everything work together is to set up your Address Book (and by that
I mean entering the name, address, phone number, and other contact info for your
friends, relatives, companies you do business with, etc.). Luckily, there’s an application
that comes with Mac OS X Tiger called (surprisingly enough) Address Book. It does a
wonderful job of managing all your addresses, and best of all, it shares this information
with other software applications that you’ll be using to simplify and organize your life
(well, as far as your computing life goes, anyway). Now, don’t worry if there seems to
be a lot of steps to set up your Address Book—it’s really simple and only takes a few
minutes (unless, of course, you have hundreds of friends, in which case it'll take longer,

but at least you’ll have the consolation of knowing that you're obviously very popular).
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STEP ONE:

Using your mouse, click once on the Address Book icon in the Dock at the
bottom of your computer screen (its icon looks like a little brown book with a
large white @ symbol on it).

i 8

Apple Computer Inc.

main 1-800-MY-APPLE
home page hite/Avway.apple.com
work 1 Infinite Loop

Cupertino CA 95014
United States

STEP TWO:

The Address Book window will appear. The first time you launch Address
Book, you'll see Apple Computer’s contact info (just to give you an example of
how a listing in your Address Book will look once you add your own entries).
Besides Apple’s contact info, you might also see a second name: “Admin User,”
or your own name. You can ignore that for now.
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e ‘ [Eirst|Last

ﬂDirectories | | i Apple Computer Inc. g

| 4 Admin User : pany

work s Phone
mobile + Phone

work s Email

friend  Names
assistant $ Names

STEP THREE:
Now let’s add someone to your Address Book. How ’bout me? Just in case you
ever want to call. If you do, wait until after 10 p.m. EST when I'm sound asleep.
To add me to your Address Book, start by clicking on the plus sign (+) button
found just below the Name column near the left side.

ast
B Gompary

work $ Phone
mobile + Phone

work s Email

friend $ Names
assistant $ Names

STEP FOUR:

This brings up a blank Name page, and if you look in the capture shown above,
you'll see that the word “First” is highlighted for you. That’s telling you to enter
the person’s first name (remember, for your first person you're entering my
name, so using your keyboard type “Scott”). If you type the wrong letter, press
the Delete key on your keyboard to erase your mistake.
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. Al i SC°
5 (@ Directories i Apple Computer Inc Go y

A Admin User {0 Company

work 3 Phone
mobile + Phone

waork  Email

friend + Names
assistant 3 Names

STEP FIVE:

Once my first name is entered, press the Tab key on your keyboard to

jump over to where you'll enter my last name (you can see the word “Last”
highlighted in the capture shown above). Now type my last name, “Kelby.”
Again, if you make a mistake, press the Delete key to erase any wrong letters.

Scott Kelby
L Admin User i & Company

work 3 Phone
mobile ¢ Phane

waork  Email

friend $ Names
assistant $ Names

STEP SIX:
Once you've entered my first and last name, press the Tab key on your

keyboard to move to the next entry—Company. Type “KW Media Group,”
then press Tab to jump to the Work Phone field.

10
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@Al e Scott Kelby
ﬁ Directories Computer Inc. K0 Media Giroup:
L Admin User B pany
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work s Email

friend + Names
assistant + Names

STEP SEVEN:

Now, let’s type my work number: “813-433-5000.” Once you've entered it,
press the Tab key to jump down one field, in which you’ll enter my cell
phone number.

ENTERING NUMBERS

When entering phone numbers, you don’t have to add dashes
between the numbers. Once you enter a number and press the Tab key
to jump to the next field, Address Book automatically adds the dashes

for you.
If you type it this way: Address Book formats it like this:
8134335000 813-433-5000

11
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Scott Kelby
KW Media Group

([ Company

t ﬂ Directories
] AL Admin User

1

% ]

STEP EIGHT:
Apple set up the next line so you could enter the person’s mobile (cellular)
number, but what if youd like to enter a person’s home number first? (For
our example, let’s assume that you want my home number to appear directly
below my work number.) To do that, just click once directly on the word
“Mobile’—a menu listing alternate choices will appear.

I

Scott Kelby

I“Apple Computer Inc. | KW Media Group
&L Admin User O Company

) |

huo: .

work $ Email

i friend ¢ Names
i assistant $ Names

N\

STEP NINE:

Using your mouse, move your arrow cursor up until “Home” is highlighted,
then click the mouse button to select Home as the new name for this field.
So, from now on, if you see a field and you want to change its name, you’ll
know what to do.
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7 N ]
| [Z]Scott Ke Scott Kelby
|1 Apple Comp KW Media Group
| & Admin User i Gompany

(-] work + 813-433-5000
O% home ¢ 813-555-1212
‘ work =

friend + Names
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STEP TEN:
Once the field name has been changed to Home, enter my home number:
“813-555-1212,” and press the Tab key. Now the Work Email field is highlighted,
and there’s no mobile phone field (we replaced it with Home in the previous
steps). So, to add an extra field (in this case, a field for my cell phone number),
click on the green plus sign (+) button (shown circled above).

STEP ELEVEN:
When you click that button, a new Mobile Phone field is added directly below
the Home Phone field. Personally, I never refer to my cell phone as my “mobile
phone,” so if you're like me, you'll want to change the name of this new field to
Cell. Just click once on the word “Mobile” and choose Custom from the menu
that appears.

13
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work s 813-433-5000
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STEP TWELVE:

When you choose Custom, a little naming dialog pops down from the top of
the Address Book window. Just type the new name (in this case, type the word
“Cell”) and click on the OK button. Now, this new field will be named Cell. Go
ahead and type my cell number: “727-555-1214,” and then press the Tab key to
jump to the Work Email field.

: =) waork$ 813-433-5000
A ¥ e home $ 727-555-1212
| [ Directories -1+ Cell ¢ 727-555-1214

@ wark 3 skelby @photoshopuser.com

|©© home page + hitp/Avww.scottkeby.com
friend + Names

@ assistant ¢ Names

work 3 user name AIM 3+

work + 333 Douglas Road East
Oldsmar FL 34677
usa

Make sure you only call Scott

STEP THIRTEEN:

By now, I'm sure you see what comes next: You'll press the Tab key to get from
line to line, typing in information. If you don't like the label for a field, you’ll
change it by clicking on the name and choosing a new one from the pop-up
menu (or by choosing Custom from the pop-up menu and making your own).
Fill in the rest of the card using the info I've entered above (you're doing this
just to get the hang of it).
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home 3 727-555-1212
Call $ 727-555-1214

8 work ¢ skelby@photoshopuser.com
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STEP FOURTEEN:

What if you decide you want to delete a field—then what? You do that by clicking on
the little red minus button (-) to the left of the field. For example, let’s say I asked you
never to call me on my cell. You would delete my cell phone number by clicking on the
red minus button to the left of the Cell Phone field. Note: You may not be able to delete
some fields entirely because they're required by default. Fields with both a green plus
and red minus sign can be deleted entirely by clicking on the red minus sign; otherwise,
when you click the red minus sign, only the information in that field will be deleted.

- Scott Kelby
% . KW Media Group

P I 2

[ Directories

work $ 813-433-5000
a-T+) home $ 727-555-1212

=(-) work ¢ skeby@photoshopuser.com
| @@ home page ¢ hitpZ/Avww.scottkelby.com

3 friend ¢ Names
@ assistant ¢ Names

work ¢ user name AIM$

3 cards

STEP FIFTEEN:

By the way, if you scroll to the top of the Name page (drag the blue gel-like bar
on the right), you'll see a gray silhouette of a person’s head in a box that appears
to the immediate left of the person’s name. This is where you can place a photo
of that person. If you have a person’s photo on your computer, find the photo on
your hard disk, then click directly on it and drag-and-drop it right onto that little
square. A little round green plus sign next to your pointer lets you know that the
photo is being added.

15
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[l Directories

STEP SIXTEEN:

When you drag-and-drop your photo on that square, a little window appears
that shows you a preview of how that photo will look when it’s shown in your
Address Book. The slider underneath the preview makes the photo larger or
smaller, so you can drag that slider to determine how the photo will fill the
frame. Once the photo looks the way you want it to, click on the Set button.

Scott Kelby
KW Media Group

work 813-433-5000
home 727-555-1212
Cell 727-555-1214

work skelby@photoshopuser.com
home page httpJivww.scottkelby.com

work 333 Douglas Road East

STEP SEVENTEEN:
Now that you've added a photo, click the Edit button (shown circled above) to
see how your final Address Book card will look. Now, you're going to repeat
this same process to add all the people and companies that you want to appear
in your Address Book. Once they’re all added, you can put your Address Book
to work.
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Dave Cross

1 ﬁ Directories {2} Dave Damstra Ko Medk Grcup.

Dave Moser

viork 813-433-5000
home 813-565-2525
friend www. photoshopuser.com

work 333 Douglas Road East

STEP EIGHTEEN:

Once you have a number of people added to your Address Book, finding them
can be as easy as clicking on their name in the Name list in the center column.
But if you've got more than 15 or 20 names, it’s quicker to use the Search
feature, found in the top-right corner of the Address Book window. Just type
the first few letters of the person’s name (or company name) in the Search field,
and their name (along with anyone else with a similar name) will appear in the
Name column.

i ns In ' ‘ Adobe Systems Inc.
| i34 Apple Computer Inf{| M}bc Adoba Gorporats

[ Bruce Bicknell
(=] Dave Cross
[L] Dave Damstra work 408-536-6000
work fax 408-537-6000

work info@adobe.com

home page www.adobe.

[=] Chris Main

[£] Dave Moser San Jose CA 95110
USA

work 345 Park Avenue

STEP NINETEEN:

Once you have a lot of contacts added to your Address Book, you can make
finding people (and companies) easier by grouping things together (like one
group with the phone numbers of all your favorite restaurants or one with all
your co-workers). To do that, you start by clicking on the plus sign (+) button
at the bottom of the first column (shown circled above).

17
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{1l Directories
( | Group Name )

No Card Selected

STEP TWENTY:

This adds a listing to the Group column (it’s the first column from the left),
and its current name, “Group Name,” is already highlighted, meaning all you
have to do is start typing your new name (in our example, I'm creating a
group of my co-workers). After you've typed it in, press the Enter key on your
keyboard to confirm your naming is complete.

' ‘ Adobe Systems Inc.
A adobe Corporate
Adobe
Bruce Bicknell
Dave Cross

Dave Damstra viork 408-536-6000

Christine Edwards |} | work fax 408-537-6000

work info@adobe.com
[£] Matt Kloskowski home page www.adobe.com/aboutadobe/contact

Chirie Malny work 345 Park Avenue
ave Moser San Jose CA 95110

Felix Nelson

] Aaron Reincheld

STEP TWENTY-ONE:

You'll want to add your co-workers’ cards to that group. First, click on the
All group (which appears at the very top of the Group column). This lists all
of your address cards (you can see them listed in the Name column).

18
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STEP TWENTY-TWO:

Now you just scroll through the Names column (by clicking-and-dragging
the little blue pill-shaped button up and down) until you find the name of a
co-worker. When you find a co-worker’s name in the list, click-and-drag it to
the Co-workers group that we created in the Group column, then release your
mouse button.
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[£] Dave Cross : K Madia Group
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home page hitp/ww.scoftkeby.com

work 333 Douglas Road East
Oldsmar FL 34677
UsA

STEP TWENTY-THREE:

Once you've added all your co-workers to your Co-workers group, click
directly on that group in the Group column. Then you’ll see why creating
groups is so handy—now only your co-workers’ cards are listed in the center
Name column, making it easier to find the co-worker you're looking for.
Now, in that Name column, just click on the co-worker’s name to see that
person’s card (with phone number, address, picture, etc.).
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Time This lesson takes approximately 30 minutes to complete.

Goals To organize and track your appointments for home and work; to
create a custom calendar; and to use iCal’s visual tools to keep
everything instantly accessible and easy to use.




Lesson 2

How to Set Up
Your Calendar

You're going to set up your calendar (it’s just like a regular calendar, where you can view
holidays or note appointments, birthdays, work stuff, etc.). The idea behind iCal is to give
you a simple way to differentiate all your various appointments with just a quick glance

at your calendar. You do this by color coding your appointments. For example, you can
have all your work appointments appear in one color (let’s say green, for example), and
all your home appointments appear in another color (let’s say blue). That way, you can see
exactly which appointments are which. But to take it a step further, you can turn off these
sets of appointments, so you can see just your work appointments, or just your home
appointments, or just holidays, or just...well, whatever you want because creating these

individual color-coded calendars is simple.
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STEP ONE (Accessing iCal):

Home
Description

To open the iCal calendar program, click once on the iCal icon in the Dock

at the bottom of your computer screen (looks like a desk calendar with a red
bar across the top and the number 17 below). The first time you launch iCal,

it opens in Week view, and you’ll see today’s date highlighted in light blue. By
the way, you can see just today’s appointments by clicking on the Day button in
the bottom-left side of the iCal window, or to view the entire month, click the

Month button.
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STEP TWO (Preparing Your Home Calendar):

If you look in the top-left side of the iCal window, you’ll see a Calendars panel,
and listed in that panel are two views: Home (in blue) and Work (in green).
They’re different colors to help you visually keep track of which appointments
are for your personal life (Home) and which are for work (you guessed it, Work).
So, if you see an entry in green, you instantly know it’s for work. But first, we're
going to start by adding some appointments to your Home calendar, so in the
Calendars list, click on Home (a blue highlight bar will appear over the word
“Home” to let you know you’re adding things to your Home calendar).
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STEP THREE (Changing Months):

Because you're going to add a number of different appointments (called
“Events”) on different days of the montbh, it'll be easier to do this in the Month
view. To switch to Month view, click on the Month button at the bottom of

the iCal window, then click on the right-facing arrow button that appears just
to the right of the Month button until August appears at the top of the window.
(Why August? Because that’s when the NFL preseason starts. What bearing
does that have on this tutorial? None. I just like football.)
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STEP FOUR (Adding a New Event):

Double-click in the white space in the center of the 7th day and a “New Event”
(in blue) will appear. It’s highlighted and ready for you to type a name for
the event, so type “Scott’s birthday,” then press the Return key when you’re
done. (By the way, that’s not my birthday, but it easily could’ve been if I were
born a month later than I was.) Now, double-click in the white space on the
12th and add “Register Michael for school” (Note: Double-click on the white
space to add an event; don’t double-click on the date itself or iCal will switch
to Day view.) On the 17th add “Meet repairman at house,” and on the 22nd
add “Dentist appt. at 2 p.m.” This is pretty typical stuff that you might add to
your calendar, especially if your son is named Michael, you've got a broken
appliance, and you're coping with gingivitis.
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STEP FIVE (Creating Events for a Work Calendar):

Now we'll add some business-related appointments in August, so in the
Calendars list on the left side of iCal, click on the word “Work” (so your
appointments will be added to the Work calendar). Double-click in the white
space on the s5th and type “Meeting at 10 a.m”, then press the Return key to
set that appointment. (You'll notice that this entry appears in green—the
same color as your Work calendar.) On the 11th double-click and type “Second
Quarter financials due,” and on the 22nd add “Flight to Detroit at 7:30 p.m”
(You already have an entry on the 220d—on your Home calendar—so to add
this, double-click in the white space below your Home appointment.)

CHANGING AND DELETING EVENTS

If you've created an appointment, and need to change it
(for example, if your 10:00 a.m. has been changed to 11:00 a.m.), you
can just double-click directly on the event and it will highlight the
text. Now you can type in your new information. If the meeting is
cancelled altogether, just click on the appointment in your calendar,
then press the Delete key.




Lesson 2: How to Set Up Your Calendar

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
X 2 3 7 Description

5
#Meating at 10
am

®Second
Quarter

August 2005
SMTWTEFS

(12 3 45 )
‘

STEP SIX (Easily View Specific Calendars):

Now that you've added events to both your Home and Work calendars, things
can start to look a bit crowded, but that’s where iCal shines. To see just your
Work appointments instantly, go to your Calendars list (on the left side of the
iCal window) and hide your Home appointments by turning off the checkbox
to the left of Home. Now only your Work appointments are visible, so it’s
pretty easy to see—with just a glance—what’s coming up for work. Note: To
see your Home calendar again, just click in the Home checkbox.

27



Lesson 2: How to Set Up Your Calendar

' i August 2005

3 : o i
EE i
s w:’: | sunday Monday Tuesday Wednesday Thursday Friday Saturday Untitled
| b SR 3 Description

5 Jordan Karate ! > 1 2 3 4

®Meeting at 11

10 11 12|
1Scott’s #Second [ Reglster
Quarter | Michael for |

16 17] 19

Meet
repairman at

{- - 21 22
®Dentist appt
gust 2005 a2pm.
TwTES || wFlight to
- Detroit at
23456

&
CEEETEED |
4

i Ay
S M
1

STEP SEVEN (Making Custom Calendars):

iCal gets really fun once you start adding your own custom calendars (other
than the preset Home and Work calendars), so we're going to add another one.
To add your own custom calendar, go under File and choose New Calendar.
You can also click on the plus sign (+) in the bottom-left corner of the iCal
window (it’s technically called the Add a New Calendar button). When the
new calendar appears in the Calendars list, type “Jordan Karate,” then press the
Return key. You'll notice the new calendar appears in red (the different colors
help you keep track of your different calendars). You can add as many of these
custom calendars as youd like—just click on the plus sign button.
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STEP EIGHT (Scheduling Events for a Custom Calendar):

Now, let’s add Jordan’s schedule for his karate classes to your calendar. Double-
click in the white space on the 6th, type “10 a.m. grappling,” and press the Return
key (you’ll notice that this entry also appears in red). On the 11th double-click
and add “3:45 p.m. core class,” and on the 22nd add “5 p.m. sparring” (you already
have entries on those dates from other calendars, so double-click below all the
other appointments to add new entries).
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August 2005
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STEP NINE (Viewing Only Your Custom Calendar):

If you just want to see your son’s karate schedule, in the Calendars list on
the left side of the iCal window, Option-Command click on the checkbox
to the left of the calendar’s name, and you’ll instantly see when your son’s
karate classes are, as all other calendars are temporarily hidden from view.
(Note: To view all the calendars again, Command-click on any unselected
checkbox to the left of a calendar that’s hidden.)
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STEP TEN (Setting a Duration for an Event):

So far, we've been adding events that start at a certain time, but have no ending
time. So, let’s add one that has a set duration. In the Calendars list, click on
Work, and then double-click in the white space on the 18th, type this event:
“Vacation in Orlando,” and press Return. Then, in the Info pane on the right
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