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Chapter 10

Mac & Windows
“Varsity” SKkills

Mac/\WWindowsVarsity Skills

Adjust the Clock

Desktop Pattern

Move Graphics

Screen Snapshot

Application Access

Expand Directories

Move Text

Shortcut Menu

Application alias

Extensions/Safe Mode

Other Characters

Sound & Volume

Backup Files

File Formats

Play Audio CDs

Sound Files

Battery on Laptop

File Server

Play Movies

Sticky Menus

Change the Battery

Fixing a Screen Freeze

Print from Desktop

Macintosh Only Skills

Collapse Windows

PC Only Skills

Control Panels

Keep Files on Desktop

Recently Used Files

Copy Selected Files

Lock Files (Read-Only)

Reorganize Folders

“The more you know about the other platform, the

Adjust the Clock

ApplicationAccess

more you know about your own!”

-- Knute Holian 6/10/96, Skill Path Seminar --

Mac- Click on the Date in upper right hand of desktop, choose
Open Date &Time.

Windows- Double click the time icon on the taskbar and choose
Date/Time to edit the month, date, year and time. Click OK when
you are finished.

Mac- Drag and drop application icon from your application folder
onto the Dock.

Windows- Drag the icon of a file, foldeshortcut to the Start But
ton.
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ApplicationAlias

Backup Files

Battery on Laptop

Change the Battery

Collapsewindows

Control Panels

Mac- Create thalias by selecting the file, folder or application at
the desktop and go to File Menu and choose Mdiks. Then drag
theAlias icon to the Desktop.

Windows- Create the shortcut by selecting the file, folder or-appli
cation and right mouse click; then do not release the mouse but
drag and drop the icon onto the desktop; because you do not re
lease the mouse, the contextual menu will have the choiceto Cre
ate Shortcut heréfter making that choice, release the mouse but
ton. To put the Shortcut into the Start Menu, drag the icon onto the
Start Button.

Mac andWindows- Rather than taking files one at a time, it is eas
ier to backup entire folders. Perhaps keep a Current Folderfor re
cent tasks. Multiple Backup Files by day or week should also be
maintained.

One generic tip for laptop users is to fully disgeand rechge

the battery at least every 2 montAeomalies happen with laptops
where the "power manager" gets corrupted and suddenly the com
puter runs oAC but not battery (or vice versa). One book suggests
unplugging electricity and removing battery for 10 minutes. More
drastically on the Mac, zap the PRAM.

Most Macs and PCs have a tiny battery which keeps active the
clock and various settings from 1 session to the next. Usual battery
life is 2-5 years. One obvious warning is when the date changes
unexpectedly

Mac-You can minimize a window by double-clicking its title .bar
To enable this feature, choo&spple menu, then System Prefer
ences and clickppearance. Make sure "Minimize when double-
clicking a window title bar" is selected.

Windows-TheWindows version of collapsing is minimizing a
window down to a button on thsk barTo do this, click on the
minimize button, the first of three boxes on the far right of each
window.

Mac-Go to System Preferences on the Dock or ufdple Menu.

Windows- under the Start menu, you will find control panels N
Add New Hardware/Programs, Mouse, Network, Printers, Change
Desktop theme, screensaveackground.
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Copy Selected Files

Desktop Pattern

Expand Directories

Extensions/Safe Mode

Mac-To select noncontiguous files, hold Command down & click
on each subsequent file. Drag the batch of files onto the desired
destination.

Windows-T0 select contiguous files, in either text or icon view
click on first file, then hold Shift and click in the last of the series.
To select multiple non-contiguous files, hold down CTaid

click. Then right-click and choose Sefd.

Mac- Go to System Preferences, then Desktop and Screen Saver
You can choose one of tAg@ple supplied backgrounds or an-im
age from your iPhoto libraryMake your desired choice and then
click the close button.

Windows- Start Menu, then Control Panel. From Pick a Category
chooseAppearance an@ihemesThen from Pick &ask, choose
Change the desktop pattern. Cligsply to see what your choice
will look like, but you can keep choosing options and applyen
you find the one you like, choose OK.

Mac-When looking at the list view folders, you can click on
downward triangle next to the cog icon. Choose "Skaw Op
tions."You will be able to add more information options for that
window only or for all windows.

Windows- Open a folder and make a choice fromvtieev Menu.
To add more information about each file you see, select "Choose
Details."You can add Date Created, Categaryd much more.

Mac-When you hold down Shift at time of start-up, your Mac
starts up without extensiorBhis can be useful for troubleshooting
but will cause many anomalies. In Safe Mode or Safe Boot, only
required items in the Startup Items and Extensions folders are
loaded.

Windows- Holding down the F8 key at time of start-up allows your
computer to start in Safe Mode, again for troubleshootihg.
word SAFE will appear in the top left of the screen.
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