
OS X

Welcome to the OS X Basics Learning Module.

This module will teach you the basic operations of the OS X operating 
system, found on the Apple computers in the College of Technology 
computer labs.

The navigation is simple.  To go from one topic to the next, simply use the 
dock at the bottom of the screen.  The lessons go from left to right.  There 
will also be some instructions along the way to help guide you through it.  
When you get to the sections with videos, be sure to click on the image of 
the video and not the play button below.

When you are ready to begin, click the button below.  It will take you to a 
log in screen.  Please type in your name and click the “Log In” button to 
continue to the lessons.

Click Here
to Begin
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Please open the 
OS X Tutorial 
application to 

continue...
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To turn on the Mac in the Tech Lab simply push the large round button 
on the rear left hand side of the monitor base. To restart your computer 
and not lose SAVED information that may be on the desktop, press 
and hold the power button until the computer monitor shuts off to begin 
reboot. Note: if your information has not been saved and you restart your 
computer you will only get the last saved version. If you totally reboot 
your computer, anything not on your disk will be lost.

Please click on the next icon at the bottom of the screen to continue...

Navigate from left 
to right here...

Power On
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Finder

Macs work in layers. The common screen is the Desktop. All applications 
and things you are working on are displayed over this, in layers. The 
Finder is located in the upper left hand corner of your screen and is 
basically ground zero, the interface through which you manage and open 
your files. When you first start you Mac and the desktop appears, you are 
said to be “in the Finder.”

You can tell you 
are in the Finder by 

looking up here
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Apple Menu

The Apple Menu is located in the upper left hand corner of your screen 
and is basically a shortcut to recent items and system settings. This is 
also one way the computer can be shut down or restarted.
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Dock

One of the most innovative new features of OSX is the dock. Currently, it 
is probably located at the bottom of your screen. It contains shortcuts to 
the applications on your computer and indicates those which are currently 
open (designated by a small black arrow under the application icon). It 
also acts as a holding bin for open documents and windows. Open up 
Safari for example. Once the browser window opens either double click 
the frame at the top of the window or click the yellow button in the upper 
left of the window. The window will immediately shrink and drop into the 
dock, clearing your desktop.

Note that the document is still open and can be clicked on at any time 
in the dock to bring it up full screen again. Under the Apple menu there 
are settings for the dock to change its size, placement and even hiding it 
when not in use.

Dock

To watch videos 
within this module, 
click on the video 

image below 
and it will play 
automatically...
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Expose

Another great feature of OS X is Exposé. When working between multiple 
windows and applications, as is often done in VCT, Expose gives you 
instant access to any open window with a single keystroke. It will tile all 
open windows as thumbnails or hide all windows to quickly locate a file 
on your desktop. Click F9 on the keyboard to tile all open windows, then 
click on the window you would like to bring full screen.

Clicking F11 on the keyboard will immediately clear all open windows out 
of the way so you can access the desktop.

Expose
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Trash Can

The trash can is located in the dock. This is where you drag unwanted 
items from the desktop or your disk. Dragging items and dropping them 
in the Trash does not mean they have been completely deleted, which is 
very important to remember when you move items to the trash which 
is on your storage media (zip disk, USB jump drive, etc). You can still 
open up the Trashcan and retrieve the files, which means they are still 
occupying space on the computer or your media. To completely delete 
the files after dragging and dropping them in the Trash, click somewhere 
on the desktop to bring up the Finder menu across the top of the screen. 
Click on FINDER in the top menu bar and click on Empty Trash. A screen 
will pop up and ask if you want to permanently delete the information. 
Click yes to permanently delete the information.

Note: If you click yes to this pop-up you will not be able to retrieve any 
information that was in the Trash, it has been permanently deleted.
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Downloading

Downloading images from Safari is a common procedure which will be 
utilized in lab quite often. To download an image from the Internet, roll 
the pointer over the image. Next click and hold the CTRL key on the 
keyboard and click the mouse button. A pop-up box will appear, select 
Download Image to Disk and select where you want it to be downloaded 
to. If you choose Copy Image there is a chance that you will lose the 
image or that the image may not transfer correctly.

Downloading
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Macintosh HD

The Macintosh Hard Drive icon is located in the upper right hand corner 
of the desktop. It contains all of the applications listed in the dock and 
sometimes more (if no shortcut has been created in the dock), however 
you will have to navigate to the Applications folder to find them. 
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USB Drives

You are required to use either a USB Jump Drive or an External Firewire 
Hard Drive. Both can be plugged into the back right side of the computer.

Be sure to eject the USB Jump Drive before removing to protect it from 
data loss.  To do so, simply drag the icon to the Trash Can.

USB Drives
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Burning

To place the blank CD or DVD in the drive, push the Eject key on the top 
right corner of the keyboard. The CD tray will open. Place the disk in the 
tray and push the Eject button on the keyboard again to close the tray. 
After a few seconds, a window will appear asking you to name the disk. 
Go ahead and type in a name. Then hit OK.

The Disc will appear on the desktop. Files can be saved directly to it 
from the save window in any application or by dragging them directly 
onto the disc icon on the desktop. Here’s the catch though, they are not 
actually added to the disc until you BURN the disc.

To burn the disc, click on the desktop somewhere to bring up the Finder 
menu at the top of the screen. Go to the File menu and choose Burn 
Disc.

A window will appear to confirm the burn. Choose Maximum burn speed 
and click the Burn button. Until you actually do this, NOTHING will be 
saved to your disc.

Burning
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Files / Folders

File hierarchy refers to the location and organization of items in particular 
area. It can be folders within folders for example. The easiest way to 
depict this is through a flow diagram. Hierarchy will be very important 
when we develop web sites. Be sure to keep a logical file system 
hierarchy on your storage media when saving files.

To create a folder from the desktop go to File > New Folder. A new folder 
will appear on the desktop and you can name it. To save this folder on 
a disk simply drag it over your Zip (it will turn dark gray) and drop it in. 
A pop-up box should appear saying that it is copying to the Zip Disk. To 
create a new folder in your Zip Disk, open your Zip Disk and follow the 
same directions.
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Saving

It is important to remember that the Save and Save-As function on 
the computer are very different from each other. Save simply saves 
your work as it is, if you open an already created document and make 
changes then hit Save. The program will save those changes over the 
original document and the original opened document will now be what 
was most currently saved.

The Save-As option gives you the choice to save over what you currently 
have or to rename your document something else, keeping the original 
document while creating a new one. This is ideal for making multiple 
versions of a file or if you need to refer back to the original document. 
This is a very common practice in VCT production. 
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Multiple Files

To select more than one file at a time from a file list or window hold down 
the Command key (Apple key) on the keyboard while clicking on as many 
files as you want.

Another way is simply to click and drag the mouse within a Finder 
window.  This will create a box that you can fill in with as many icons as 
you want.  A disadvantage to this is that it will select every single icon 
within the box, whether you want them all or not.

Multiple Files
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Volume

To quickly adjust or mute the volume of the computer, click on the 
speaker icons on the upper right corner of the keyboard.

It can also be adjusted by clicking on the speaker icon at the top right 
corner of the screen and then dragging the slider up or down.
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Printing

To print to the laser printers at the front of the 247 lab, go to File and 
choose Print in any application. The print window will appear. The two 
Tech lab laser printers should be listed in the pulldown menu at the top. 
Choose which printer you would like to print to and click Print.

Note: the color printer is behind the Tech Lab technicians desk and prints 
will be charged to your BGSU account if you use the color printer.
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Shortcut Keys

Bold text   Command (Apple key) + B 
Italic    Command + I 
Underline  Command + U 
Save    Command + S – this is not a Save-As 
Copy    Command + C 
Paste   Command + V 
Cut     Command + X 
Print    Command + P 

To take a snap shot of something on the screen: press the Command 
key, Shift key and the number 4 simultaneously. This will give you a 
cross hair cursor. Click the button on the mouse and drag a box around 
the area you want to capture. Release the mouse button and the image 
will be captured and saved to the desktop as a PDF with the file name 
“Picture”.

Screenshots

This is the
last lesson.

Click here to exit.



	cmasters-osx-intro
	cmasters-osx_beta
	cmasters-osx-last

	Login: 


