














































































































































































































































































































Lesson 9: How to Save Your Work So You Can Use It Again Later 

150 

0. 

STEP SEVEN (Finding the Documents Folder}: 
Okay, you saved and closed your letter. Now, how do you get it back? Since it's a 
document, you know to look in your Documents folder. To get to it, take your 
mouse and click once on any empty desktop space to activate the Finder appli­
cation, then press-and-hold these three keys: Shift-Command-H. Your Home 
window will appear onscreen (this is kind of your home base, where you'll have 
access to all your stujf). In this window you'll see the Documents folder. To look 
inside that folder, just double-dick directly on its icon, and all the documents 
you've saved (including your letter) will be there (much like if you went to a 
traditional filing cabinet in your office, pulled out the drawer, and pulled out a 
folder named "Documents"). Depending on how many documents you have 
in your folder, you may have to do some scrolling (up or down by dragging 
the blue gel-like button on the far-right side of the window), but if this letter is 
the first thing you've saved, you won't have much trouble finding it. To open it, 
just double-dick on the document's icon, then TextEdit will launch and your 
document will open. Okay, so what happens when you do start saving a lot of 
files? You're about to find out. 

CHANGING THE VIEW OF A WINDOW 

By default, your windows show all 

your documents as large icons. However, 

if you'd like to see the contents of your 

window as an alphabetical list, just click 

Name 

on the List View button (nested in the group of three icons) in the top left 

of your window (its icon looks like four horizontal lines) . 
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STEP EIGHT (Organizing Your Documents Folder): 
Let's say that business is great, and you wind up writing quite a few letters. 
Before you know it, you've got dozens of letters in your Documents folder, 
along with dozens of other documents. The way to keep them organized is by 
(are you ready for this?) creating folders that live inside your Documents folder. 
Don't let this throw you, because just like a traditional filing cabinet, you'd have 
more than one folder in there, right? And there are probably some really thick 
folders in there that have some other folders inside, right? Well, that's all you're 
doing here (if you do this once, it will make more sense). So, let's create a folder 
called "Customer Thank-You Letters;' into which we'll drag all those thank-you 
letters that are cluttering up your Documents folder. Now, you already have 
your Documents window open (from the previous step) so just take your mouse 
and click directly on the word "File" at the top left of your screen, and when the 
menu appears, move your mouse down to New Folder and click once. A new 
folder will appear in your Documents window and its name "untitled folder" 
will already be highlighted. All you have to do is type a new name, "Customer 
Thank-You Letters;' and then press the Return key on your keyboard. Now, any 
customer service letters you see loose in the Documents folder need to go in 
this new folder, so click-and-hold on a letter's icon, drag it onto your new folder 
(when your letter moves over the folder, the folder will highlight), and release 
the mouse button to drop it right in. 
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STEP NINE (Deleting Files): 
So far, we've only been concerned with saving your documents, but what if 
you want to delete a document from your Mac? Just look in your Documents 
folder for the document you want to delete, then click-and-hold directly 
on that document's icon and drag it into the Trash icon that appears on the 
far-right side of the Dock at the bottom of your screen. Think of the Trash 
icon on your Mac much like a trash can in your kitchen. You put things in 
there, but they're not really "gone" until you take that can to the street and it's 
picked up by the local sanitation company. Anytime until that point, you can 
just reach into the garbage can in your kitchen and pull something out (like a 
half-eaten eclair). Your Mac's Trash is pretty much like that. You put things in 
there that you want thrown away, but they're not really gone until you choose 
Empty Trash (which is your Mac's equivalent of the sanitation truck pulling 
up and emptying the garbage [you'll learn how to empty the Trash in the next 
step)). Before you choose Empty Trash, just like in your kitchen, you can pull 
something back out of your Mac's Trash. You do that by clicking once on the 
Trash icon in the Dock. The Trash's window will appear onscreen, showing you 
all the stuff you've put in there (that's right-stuff). If you see a document you 
wish you hadn't trashed, just click-and-drag it out of the Trash onto your Mac's 
desktop. If you wipe it clean with a moist towel, you can still probably eat it 
(okay, that was really lame-sorry). 
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STEP TEN (Deleting Files for Good by Emptying the Trash): 
Once something is in your Trash, you can empty the Trash by first clicking 
anywhere on your empty desktop to make the Finder application active. Then, 
click once on the word "Finder" in the menu bar at the top of your screen. 
When the menu appears, move your mouse down to Empty Trash and click on 
it once. You'll get a warning dialog that asks: "Are you sure you want to remove 
the items in the Trash permanently?" If you click the OK button, they're gone 
for good, so make sure that's what you really want to do. 
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Lesson 10 

Using Your PowerBook 
or iBook Portable 

When it comes to Mac OS X Tiger, it really doesn't matter which type of Mac you run 

it on (iMac, Gs, Mac mini, etc.) because it's pretty much a consistent experience, and 

that's a good thing. However, if you have a Power Book or an iBook (Apple's versions 

of the "laptop" computer), you'll want to become a master of battery management, and 

you'll be exploring a few areas of Mac OS X Tiger that people with desktop Macs will 

never see. This lesson looks at some simple things you can do to keep from needlessly 

draining your battery. That way, you don't wind up on an airplane, finishing the last 

chapter of your book, when suddenly the battery runs out, and .... 
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STEP ONE (Putting Your PowerBook/iBook to Sleep): 
If you shut down your computer, it completely turns off, and when you want 
to use it again, you'll need to start it up from scratch (which takes a minute 
or two). However, if you're just stepping away from your computer for a few 
minutes (or even an hour or so), rather than turning the computer off, you can 
just put it to "sleep:' An advantage of putting it to sleep (rather than shutting 
down) is that it "wakes up" almost instantly, so you can immediately get back 
to whatever it was you were doing before it went to sleep. This means that 
when it wakes, all of the documents and applications you had open are still in 
place from when you last left it (versus when you shut down, which closes all 
applications and open documents). The Sleep option also saves battery power, 
because if you stop using your computer for a few minutes, it automatically 
goes to sleep. You can put your PowerBook/iBook to sleep in one of four ways: 

(1) Just close the lid and it will immediately go to sleep. 

(2) Choose Sleep from the Apple menu. 

(3) You can configure your PowerBook/iBook so it goes to sleep on its own 
after a period of inactivity that you choose (you'll learn how in the next step) . 

(4) Press your PowerBook's/iBook's Power On button and a dialog will appear 
with a Sleep button. Click on that button to put your Mac to sleep. 

To wake from the Sleep mode, open the lid or (if it's already open) press any 
key or click using the scrolling touchpad (or if you have one, use your two­
finger scrolling touchpad). 
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STEP TWO (Setting It Up to Sleep Automatically): 
Apple has set up your PowerBook/iBook to automatically go to sleep if there's no 
activity for 15 minutes. This means if you haven't moved/clicked the mouse, pressed 
a key on the keyboard, etc. in the past 15 minutes, your computer figures you must 
be doing something else, so to save battery power, it goes to sleep. Apple chooses 
15 minutes, but you can adjust that amount (you can even set it so it doesn't go to 
sleep at all, which is helpful if you're doing slide show presentations or watching 
a DVD movie). You do this by first going under the Apple menu and choosing 
System Preferences. When the System Preferences dialog appears, click on the 
Energy Saver icon (it's in the center). When the Energy Saver options appear, the 
Sleep preferences are displayed. At the top of the window, there's a pop-up menu 
called "Settings For:' Click on the menu and choose Battery. Below that, where it 
says "Put the computer to sleep when it is inactive for;' there's a slider (and it's likely 
set to 15 minutes). For a longer duration, drag the slider to the right. If you don't 
want it to sleep at all, drag it all the way to the right (to Never). Now click on the 
small red button in the top-left corner of the window to close System Preferences. 

WHEN YOUR COMPUTER IS PLUGGED INTO AN OUTLET 

~ If you want to choose different settings for when your Power Book/ 

iBook is plugged into a power outlet (and not running on battery power), 

go to the Settings For pop-up menu at the top of the Energy Saver window 

and choose Power Adapter. Now you can drag the slider to select a separate 

time for that power option (since you're not running down your battery, 

you can select a longer duration). 
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STEP THREE (Saving Battery Power by Putting Your Display to Sleep): 
It's helpful to know multiple ways to lengthen the life of your battery 
(especially if you're using your PowerBook/iBook on a flight). First, you need 
to determine which activities drain your battery the most. One of the worst 
offenders of battery drain is the display (also known as your monitor) . Hey, it 
takes a lot of juice to run that big bright display, so it only makes sense that if 
you're not using your computer for a few minutes, you'll want that display to 
turn itself off, even before your computer goes to sleep. You can set the time 
for your display to "go to sleep" in the same place where you set your entire 
computer to go to sleep-under System Preferences, in the Energy Saver 
section. If you look under the "Put this computer to sleep . . . " slider, you'll see 
another slider that says, "Put the display to sleep when the computer is inactive 
for:' Drag this slider to adjust the duration that your display is active. Choose 
a length that is less than the sleep time for your system; you want the display to 
sleep before the computer does to preserve the battery charge. For example, if 
you have the computer set to sleep at is minutes, you might want the display to 
sleep after only s minutes of inactivity. Don't worry-the display wakes up even 
faster than when the computer itself is asleep, so having the display sleep is even 
less of bother. To get the display to spring back to life, just press a key or move/ 
click with the scrolling touchpad. Note: Because the screen saver can conflict 
with your display going to sleep, you might want to turn it off. Just click on the 
Desktop & Screen Saver icon in the System Preferences window, and when the 
Screen Saver options appear, drag the slider to the right (toward Never). 
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STEP FOUR (Saving Battery Power by Dimming the Screen): 
Now that you know the display is a big battery hog, here's something else you 
should be aware of: The brighter it is, the more battery juice it uses. If you're 
working on something that doesn't require a very bright screen (for example, 
you're working on a spreadsheet, a text document, or listening to music), you 
can dim your screen so your battery will last longer. You can dim the screen 
in two ways: Go under the Apple menu and choose System Preferences. In 
the System Preferences dialog, click on the Displays icon. When the Displays 
options appear, start dragging the Brightness slider at the bottom of the 
window to the left until your screen gets darker (but not so dark that you 
can't see). Then, close System Preferences by clicking on the small red button 
in the top-left corner of the window. Now that was easy enough. For an even 
faster way, just press the F1 key on your keyboard a couple of times and a 
large Brightness indicator will appear near the bottom third of your display 
(the icon kind of looks like the sun). Each time you press the F1 key on your 
keyboard, your display gets dimmer. Set it as low as you can (while still being 
able to see what you're working on, of course) to get the maximum battery 
savings. To increase the brightness again, press (you guessed it) the F2 key. 
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STEP FIVE (Another Battery-Saving Strategy): 
There's another little thing you can do make your battery last longer. In the 
Energy Saver options under the System Preference (where you set the time for 
when your PowerBook/iBook goes to sleep), there's a checkbox you should 
turn on. It's named "Put the hard disk(s) to sleep when possible:' Ensure this 
is selected for another way of saving battery life so you can work without 
power interruptions. 
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STEP SIX (Shutting Down): 
If you want to shut down (turning your Mac completely off), you have 
two options: 

(1) Go under the Apple menu and choose Shut Down. A dialog will appear 
asking, ''Are you sure you want to shut down your computer now?" You can 
click the blue Shut Down button to shut down immediately or you can just 
relax, sit tight, and in a few minutes your Mac will automatically shut down. 

(2) Press the Power On button once. This brings up a dialog that asks, ''Are you 
sure you want to shut down your computer now?" Click the blue Shut Down 
button and your Mac will close any open applications and documents, and 
shut down. 

Don't worry if you choose one of these accidentally (or if you just change 
your mind) because there's a Cancel button you can click to terminate your 
shut down. 
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Index 
A putting display to sleep, searching for screen 

accept ing chat invitation, 158 names, 114 

118 saving with automatic seeing who's online for, 

Address Book sleep settings, 157 116 

adding contact names, shutting down computer video, 124- 126 

9-10 to save, 161 what your buddy sees, 

adding extra fields, blocking chats, 118 118 

13- 14 bookmarks clicking mouse, 2, 3 

deleting fields, 15 creating for Web sites, 92 closing 

entering phone numbers, displaying, 93 Dashboard, 98 

11-14 Buddy List (iChat) files , 149 

grouping contacts in, audio chats, 122 Widget Bar, 101 

17-19 text messaging, 113-114 widgets, 100, 106 

launching, 8 video chats, 124, 125 colored text, 82 

looking up screen buying songs, 44 connecting to Internet, 75, 

names, 114 76,88 

navigating between c contacts 

fields of, 14 Calculator widget, 99-100 adding names to Address 

photos added in, 15-16 calendars Book, 9- 10 

searching for names adding events to, 25- 26 grouping in Address 

in, 17 changing and deleting Book, 17-19 

Spotlight built into, 135 events, 16 searching for in Address 

AIM accounts, 111 , 112, changing months, 24 Book, 17 

115 making custom, 28 controlling slide shows, 64 

AirPort, 94 preparing home, 23 cropping photos, 57 

albums scheduling events on currency converter, 102 

creating, 60-62 custom, 29 cursor, 2 

printing photos from, 69 setting event duration, 31 custom calendars, 28, 29 

applications setting event times, 32 customizing widgets, 106 

launching, 4 subscribing to online, 34 
Spotlight built into, 135 viewing/hiding, 27, 30 D 
switching between, 5 chats Dashboard 

audio chats, 122-123 about iChat, 109 about, 97 
auto-erasing photos, 54 accepting, blocking, and Calculator widget, 
automatic sleep settings, declining, 118 99-100 

157 audio, 122-123 closing Widget Bar, 101 
ending, 119 closing widgets, 100, 106 

B inviting someone for, 117 Dictionary widget, 105 

battery power launching iChat, 110 downloading more 

dimming screen to not available for, 116 widgets, 104 

conserve, 159 photo icons for, 120-121 features of, 99 

putting disk to sleep, 160 preparing iChat for, Flight Tracker widget, 
111- 113 106 
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Index 

getting to or quitting, 98 downloading Flight Tracker widget, 106 
iTunes widget, 106 from iTunes Music Store, folders 
Phone Book widget, 105 42-43 finding Documents, 150 
tips for widgets, 106 widgets, 104 saving documents to 
Unit Converter widget, drag-and-drop photos into specific, 148 

102 Address Book, 15-16 selecting or opening, 3 
viewing more widgets, fonts, 82 

101 E 
Weather widget, 103 editing G 

declining to chat, 118 chat icon photos, 121 Google, 90 
deleting phone numbers, 12 grouping contacts in 

Address Book fields, 15 photos, 57, 59 Address Book, 17-19 
calendar events, 16 slide shows, 64 
files, 152-153 email H unwanted email, 85 customizing text, 82 

Dictionary widget, 105 hard disk in Sleep mode, 

digital cameras 
deleting unwanted, 85 160 

auto-erasing photos 
getting, 84 hiding calendars, 27, 30 

from, 54 
mailing text with home calendar, 23, 26 

photos, 87 
connecting to Mac, 52 photos sent via, 66-68, 
disconnecting, 55 86 
importing photos from, replying to, 85 iBook. See portable 

53 sending, 81. 83 computers 
stopping photo setting up Internet iCal 

importing, 55 service, 75 adding events, 25-26 
digital photography, 51 setting up Mail, 76-80 alarms, 33- 34 
display emptying Trash, 153 changing and deleting 

dimming, 159 ending chats, 119 events, 16 
putting to sleep, 158 erasing last search, 132 changing months, 24 

documents. See also making custom 
TextEdit F calendars, 28 

choosing folders for opening, 22 
saving, 148 file management preparing home, 23 

creating in TextEdit, 145 deleting files, 152-153 scheduling events on 
deleting, 152-153 finding Documents custom calendar, 29 
finding Documents fo lder, 150 setting event duration, 31 

folder, 150 frequently saving files , setting events for specific 
naming, 147 149 time, 32 
opening in TextEdit, 150 naming files, 147 Spotlight built into, 135 
saving, 146- 149 organizing Documents subscribing to online 
viewing list or icons folder, 151 calendars, 34 

of, 150 putting documents in viewing/hiding 
Documents folder, 150, specific folders, 148 calendars, 27, 30 

151 reasons for, 143 iChat 
double-clicking mouse, 3 saving documents, about, 109 

146-149 
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iChat (continued) setting up service, 7S viewing music 
accepting, blocking, and wireless networks, 94 downloaded to, 4S 

declining chats, ll8 inviting someone to chat, iTunes Music Store 
audio chats, 122-123 117 accessing, 42 
creating accounts, l ll iPhoto buying songs, 44 
ending chats, ll9 auto-erasing photos finding songs in, 43 
entering screen names, from camera, S4 iTunes widget, 106 

ll3, ll5 creating albums, 60-62 
inviting someone to cropping photos, 57 K 

chat, 117 disconnecting camera or Ken Burns Effect, 63 
launching, llO card reader, SS Kodak Print Service, 71 
muting audio chats, 123 editing for contrast and 
not available for, ll 6 color, 57 L photo icons for, 120-121 emailing photos, 66- 68 
searching for screen importing photos from launching 

names, ll4 camera to, S3 Address Book, 8 

seeing who's online for launching, 52 applications, 4 

chat, ll6 ordering photo books, 72 Dashboard, 98 

setting up account, 112 organizing photos before iCal, 22 

video chats, 124-126 importing, S4 iChat, llO 

icons, Address Book, 8 print orders from Kodak iPhoto, S2 

IMAP accounts, 76, 77 Print Service, 71 TextEdit, 144 

importing printing photos, 69-72 
M photos from camera, removing red eye, S8 

S3,SS retouching photos, S9 .Mac account, 111, 112, 
songs from CD, 41 rotating photos, S6 115 

incoming mail server, 78, slide shows, 63-65 Mac computer 
80 stopping importing, SS connecting digital 

instant messaging. See viewing imported camera to, S2 
chats photos, 56 disconnecting camera or 

Internet iPod, 37,48 card reader from, SS 
accessing iTunes Music iSight cameras, 121, 124 managing power for 

Store, 42 ISPs (Internet Service portable, lSS- 161 
bookmarking Web Providers), 75, 76 navigating around, 2 

sites, 92 iTunes putting display to sleep, 
buying songs from importing songs from 1S8 

iTunes Music Store, CD,41 shutting down, 161 
44 organizing songs in waking from Sleep 

connecting to, 7S, 76, 88 playlists, 46-47 mode, 156 
displaying your playing music CDs, Mail 

bookmarks, 93 39- 40 customizing text, 82 
entering Web addresses, setting up, 38 deleting unwanted 

91 things you can do with, email, 8S 
getting on Web, 88 37 emailing photos, 86 
searching on Web, 90 transferring music to entering general 

iPod, 37, 48 information, 77 
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getting email, 84 
mail server set up, 78-80 
mailing text with photos, 

87 
replying to email, 85 
sending email, 81, 83 
setting up account, 76, 

78 
Spotlight built into, 135 

Mail Photo dialog, 67 
mail servers, 78-80 
memory card reader, 55 
mouse 

double-clicking, 3 
navigating with, 2 

movies 
finding in Spotlight, 138 
playing within Spotlight, 

139 
music. See also iTunes; 

iTunes Music Store 
finding in Spotlight, 138 
importing from CD, 41 
organizing in playlists, 

46- 47 
playing on CDs, 39-40 
playing within Spotlight, 

139 
setting up iTunes, 38 
slide show, 65 
transferring to iPod, 

37,48 
turning off slide show, 

65 
muting audio chats, 123 

N 
naming document files, 

147 
narrowing searches, 133 
navigating 

between fields of 
Address Book, 14 

Websites, 89 

0 
online calendar 

subscriptions, 34 
opening Safari, 88 
ordering photo books, 72 

organizing 
Documents folder, 151 
photo albums, 62 
photos before importing, 

54 
songs in playlists, 46-4 7 

outgoing mail server, 791 

80 

p 
panning, 63 
passwords for email, 76 
Phone Book widget, 1 o5 
phone numbers 

adding to Address Book, 
11-14 

editing, 12 
photos. See also iPhoto; 

slide shows 
adding in Address Book, 

15-16 
adding to iChat 

messaging, 120-121 
albums for, 60- 62 
auto-erasing, 54 
cropping, 57 
editing, 57, 59 
emailing, 66-68, 86 
finding with Spotlight, 

136-137 
Ken Burns Effect for, 63 
mailing text with, 87 
organizing before 

importing, 54 
printing, 69-72 
removing red eye, 58 
retouching, 59 
rotating, 56 
slide shows of, 63-65 
taking with iSight 

camera, 121 

viewing imported, 56 
playlists, 46-47 
POP accounts, 76, 77 
portable computers 

dimming screen, 159 
putting to sleep, 156-158 
running with power 

adapter, 15 7 
shutting down, 161 
waking from Sleep 

mode, 156 
power adapters, 157 
power management 

automatic sleep settings, 
157 

dimming screen, 159 
putting display to sleep, 

158 
putting portable to sleep, 

156 
shutting down computer, 

161 
using power adapters, 

157 
PowerBook. See portable 

computers 
printing photos 

Q 

Kodak Print Service 
for, 71 

ordering photo books, 
72 

selecting images, 69 
setting up printer, 70 

quitting, audio chats, 122 

R 
Recent Items on Apple 

menu, 130 
removing red eye, 58 
replying to email, 85 
retouching photos, 59 
rotating photos, 56 

Index 
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Index 

s Spotlight v 
about, 129 video chats, 109, 124-126 Safari, 88 
built into other inviting buddy to, 125 saving 

applications, 135 multiple people on, 126 battery power, 156- 161 
documents, 146-149 erasing last search, 132 preparing for, 124 

scheduling calendar finding photos, 136-137 viewing 
movies and music calendars, 27, 30 events 

searches in, 138 downloaded music, 45 alarms for events, 33-34 
on custom calendar, 29 narrowing searches, 133 imported photos, 56 
setting duration, 31 playing music and list or icons of 

movies within, 139 documents, 150 specific times, 32 
sorting results in, 140 Spotlight results, screen names 

adding, 115 using, 131-132 133-135 
viewing results, 133-135 asking buddies for, 113 

stopping photo importing, w searching for, 114 
55 screen savers, 158 

switching between waking computer from 
searching. See also 

applications, 5 Sleep mode, 156 
Spotlight Weather widget, 103 

erasing last search, 132 
T Web 

iTunes Music Store for bookmarking sites, 92 
music, 43 text downloading music from 

for movies and music, creating documents in iTunes Music Store, 
138 TextEdit, 145 42-43 

narrowing searches, 133 customizing email, 82 entering Web addresses, 
for photos, 136- 137 mailing with photos, 87 91 
Recent Items for files, Text Edit 

finding widgets on, 104 
130 choosing folders for 

getting on, 88 
sorting Spotlight results, saving documents, navigating on, 89 

140 148 searches on, 90 
using Spotlight for, creating documents in, widgets 

131-132 145 Calculator, 99- 100 
viewing Spotlight results, finding Documents closing, 100, 106 

133- 135 folder, 150 closing Widget Bar, 101 
on Web, 90 launching, 144 

customizing, 106 
Shut Down button, 161 opening documents in, Dictionary, 105 
shutting down Mac, 161 150 downloading more, 104 
sleep settings, 156-158 saving documents, Flight Tracker, 106 
slide shows, 63-65 146- 149 

iTunes, 106 
adding music to, 65 Trash, 152-153 

Phone Book, 105 
creating, 63 turning off background tips for, l 06 
editing and controlling, music, 65 

Unit Converter, 102 
64 typing Web addresses, 91 viewing more, 101 

turning off background Weather, 103 
music, 65 u wireless networks, 94 

songs. See music Unit Converter widget, 102 work calendar, 26 
spam, 85 USB connector cable, 52 
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