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To store your document for later retrieval, you must save an electronic file in

your computer.

Save your document with a meaningful name or title. Give your document a
title you will remember.

B.00 Untitled
e 58 T Type the name of your document here.
NOW iS Where: | (i3] Documents (\.:J rhe

aid of 1

[ — \This tells you the folder in which your
File Format: | Rich Text Format q d 'll b d
ocument wi e stored.
(" Cancel @

®From the File menu, choose “Save As....” This will open the “Save As” dialog
box, shown above. When you want to save a document for the first time, use
“Save As” because the application needs to know the name of the file, where to
put the file and what kind or type of file it 1s. If you select “Save” instead of
“Save As” for a brand new document, you will still get the “Save As” dialog
box.
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e Type the name of your file in the “Save As” field and click the Save
button (or hit the Return or Enter key).

The Mac has saved your file into the Documents folder.
oo JAIiGoodMen The disclosure triangle shows or
hides the rest of the dialog box, as
d8)
N

seen here.

Save As: [AIIGoodMen\
AN

e ) ey
— - f
(> ) [38 I=] m( [ @ Documents ) W @ This window shows you exactly
\ 4| Date Modified . :

¥ DEVICES hT : »

g Madintosh HD SCDCHosting2/\0/2010.0ds 3/4/10 ~ Where your ﬁle 1s going to b.e

Pt - SCDCHosting2/12010.pdf 3/4/10 stored---you can see that this file

! Sign-upSheet.ods 5/11/10 will go into the Documents folder.

¥ PLACES (] Statements 7/23/10

Desktop L] Sun CipyDance Co.quickendata 2/14/11

An extension is the dot and three-letter

4} michiekobayas Uring the Mac 9/23/10
/A Applications . Touring the Mac, Use an App - return  1/23/11 m abbreviation that appears at the end of a
W . Touring the Mac, Use an Application 711 '+ file name, such as .pdf or .jpg. It tells the
[B Sereen shot20... v| [ WindowsPC - L7711 *  Mac what kind of file it is.
I . - / Y
B L ich TexsPormat &2 Do not type an extension yourself---the

Mac will automatically add the correct

((Cancel ) (_Save ) one for you. But you can choose whether

V

# Hide extension

or not you want to see the extension.

Do not ever remove an extension and do
not change it.
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You don't have to wait until your document is finished before you save it. In
fact, you should title it and save it as soon as you start, and then keep saving
the changes along the way. If you don'’t save regularly and something happens
like the power goes out for a split second, you have lost forever whatever was
not saved.

To save your changes or updates to your originaﬂy stored document, press
Command S every few minutes. This ensures that if something happens, you
won't lose more than a couple of minutes of work.

Make several versions of the same document. Sometimes you might want to
create changes in a document, but you still want to keep a copy of the original
without the changes. That’s when you'll use “Save As...” a second time to
give the document a new name, which actually creates a new, separate file and
leaves the original file intact.

This automatically puts the original document safely away in your folder and
creates a new one on the screen. The name in the title bar of your document
changes to the new name. Any changes to the new document will not affect
the original.
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Print your document. This presentation will cover the briefest of directions
for printing your pages. It assumes that the printer has been added to your
computer, is plugged into the wall and into the computer, there is paper in the
printer, and the printer is turned on and warmed up.

® Open the document that you want to print.
®From the File menu, choose “Print....”

o Click the “Print” button (or hit the Return key).

N06 .| AllGoodMen

| Styles * 4qo0
%,_,_,_L,_,_ Printer: f Photosmart C7200 series [F432C1] @ @ o
NOW ' Presets: Standard 5 e
ﬂld 01 @.( Preview ) ( Cancel ) G*Print%

If you click “PDF” and choose “Save as PDF...,” your Mac makes a PDF file of this document for

you, which is a special type of file that you can send to anyone on any kind of computer and it will
look just like it does on your Mac. The other person doesn’t need to have the fonts or applications

you used or anything.



SESSION 4: SAVE, PRINT, CLOSE & QUIT
SAVE & PRINT (CHAPTER 7)

Page setup opens a dialog box where you can set specifications for printing the
document---use these in conjunction with the individual Print dialog box
specifications. Features of the Page setup dialog box may change with
different applications.

. AllGoodMen

Settings: | Page Attributes 4

Format For: | Photosmart C7200 series ... + |

HP Photosmart C7200 series

Paper Size: | US Letter

8.50 by 11.00 inches

Click here for Help Orientation: || ] 1=

Scale: 100 %

Cancel OK

® Paper Size: This refer to the size of the paper that the document will be
printed on, not the size of the page you are typing on. If you have other-sized
paper to use, choose it from this menu.

® Orientation: Should the document be printed normal (8.5 x 11) or sideways
(11 x 8.5); also known as Portrait or Landscape, Tall or Wide.
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®Scale: Enter a number here to enlarge or reduce the printed page. For
instance, enter 50% to print your work at half size. Remember, half of an 8.5 x
11 1s 4.25 x 5.5---you must halve both directions. On paper, this looks like the
image 1s 1/4 the original size; it 1sn’t---1t’s half of both the horizontal and the

vertical.

Print specifications: You will see different print dialog boxes depending on
which printer you are connected to, and the dialog boxes within different
applications will look slightly different but basically all you need to do 1s
answer the questions asked.

Most applications have a special menu option for specifications particular to
that application. For this presentation, we are using the options for printing

from TextEdit, mmooo Adicooitien —
Printer: [ Photosmart C7200 series [F432C1][3) (4] <@ Clle thiS blue disclosure

et ey v o coma et Presets: | Standard -4 ]

Copies: 1 ™ Collated (] Two-Sided trlangle to view all the
Peges: O Al _— options for printing your

OFrom: 1 to: 1

Paper Size: [ US Letter 5 ] 8.50 by 11.00 inches document
.

This shows the name of the

—_— application; press this menu
to get other standard

(@ (CPOFv ) /ilowlink (cancel )

printing features.
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Name of the application.

Printer: | Photosmart C7200 series [F432C1]b-é§ E}
Presets: | Standard 4

oo Copies: 61 ™ Collated (] Two-Sided Under “Style,” you'll find Mailing Labels,
Pages: (2 All . .
* Ofrom: 1 to: Envelopes (all sizes), Lists, and Pocket
[ Address Book

Address Book pages for putting into your

—
Style: [ Mailing Labels y B

Addresses: | All

daytimer.

, Each of those styles gives you more
3 . .
- options of what to include, how to set up

Print in: | Postal Code Order

the layout, color of ink to print, and so
Print: [_| Company
ey much more.

[ Except my country

1 address 0 P~ — o Add a graphic or photo to each label.
Font: Skia Regular-13.0
B Change the font on the labels.
}m« ik s
N—

See a preview. You might want to see a full-sized preview of all the pages of
your job before you print, especially if you've made some specific settings.

o Click the “PDF” button in the bottom-left of the Print dialog box, shown

circled above.



SESSION 4: SAVE, PRINT, CLOSE & QUIT
SAVE & PRINT (CHAPTER 7)

@ m _ . Low Ink (Cancel) ( Print )

( Open PDF in Preview )

/ Save as PDF...
Save as PostScript...
Fax PDF...
Mail PDF
FPacee == RAF Vv v

® Choose “Open PDF in Preview” from that menu. This opens your document
in the application called Preview and shows you what it will look like when
printed.

o [f the job looks great, just click the “Print” button in the bottom-right of the
Preview window. Click the “Cancel” button to make changes.

‘®00 Preview of “Untitled”.pdf (1 page) =]
EEES D SR RS mQ
Previous  Next Zoom Move Text Select  Annotate Sidebar Search

Apple Inc.
1 Infinite Loop
Cupertino CA 95014

( Cancel ) | Print )
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N6 .| AllGoodMen _
Printer: [Photosmart C7200 series [F432C1]5 [Z]
e o ool osd e 10 come e the Presets: | Standard B
Copies: 1 # Collated [ ] Two-Sided
Pages: (® All
O From: 1 to: 1
Paper Size: f US Letter @ 8.50 by 11.00 inches
Orientation: @ ”;_:
[ TextEdit )

I Print header and footer

d | <« lofl >

—_ s T T ——

@ . Low Ink (Cancel) ( Print 3

Very often you will not need to go beyond this first dialog box, where you can
always choose how many copies to print and which pages to print.

® Copies: type in the number of copies you want to print.

10



SESSION 4: SAVE, PRINT, CLOSE & QUIT
SAVE & PRINT (CHAPTER 7)

® Collated: If you're printing more than one copy of a multi-page document,
you can make the printer collate the copies---it will print all the pages of one
set, then print the next set. If you don'’t click collate, you will get, for instance,
five copies of page 1, five copies of page 2, five copies of page 3, etc. It takes a
bit longer for the printer to collate than to print multiple copies of one page at a
time.

® Pages: All or From to : You can choose to print all of the pages

contained in your document, or just pages X through Y.
If you want to print just page 3, for example, type 3 in both boxes.
Choose All to override any numbers in the From/to boxes.

In this dialog box, you cannot print non-consecutive pages, such as pages 3, 7,
and 11 (you'll have to print those pages individually). If you use a page layout
or other more sophisticated application, you will have the option to print non-

consecutive pages.

11
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Layout: Choose Layout (from the menu below) when you want to print
multiple pages on one sheet of paper.

Printer: [ Ph t C7200 series [F432C1] 3] E]

Afterburner’s SRR -
: Presets: | Standard ()
H === es:[1 | @collated (] Two-Sided
: 3 Faoes 8::Lm: 1 to: 1
. i . Paper Size: | US Letter o ] 8.50 by 11.00 inches
== T Orientation: —‘
— (e = You can only print two-sided (automatically) if
R — you have a two-sided printer and installed its
= Ll o o D .
— LhE e f %‘ . f software. The option is grayed-out if the printer
Two-Sided: @ iS not Capable-
[ Reverse page orientation
(I Flip horizontally
(@) (PoFv ) L Lowink (Cancel )

®Pages per sheet: Choose how many pages of your document you want to see
on each printed sheet of paper. Every page will be reduced to fit.

®Layout Direction: Click a layout to determine how the pages are arranged on
the sheet.

®Border: Choose one of the four border options so each page will be clearly
defined on the printed sheet.

12
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In color inkjet printers, the type of paper you specify and put in the printer
makes a remarkable difference in the finished image. Photo-quality paper with
a high-quality mode can make an image look like a photograph you had
enlarged at a photo studio. Use the Print Settings to specify the paper
(“Media Type”) you have in the printer, plus the quality of your finished
product.

Your “Print Settings” might not look exactly like the one shown below.

Printer: | Photosmart C7200 series [F432C1][%] (4]

Tips for printing photographs:

Presets: | Photo paper } :i

e Use “photo quality” paper.

Copies: 1 M Collated | Two-Sided “ . > “ ”
Pages: @ Al eFrom the “Media Type” or “Paper Type
OFrom: 1 to: 1 1’1 th th t b t
Paper Size: | Borderless 4x6 i... i:} 4.00 by 6.00 inches menu.’ cnoose e paper él. €S
Lo describes the type you put into the
[ Paper Type/Quality W\] prlnter'
PRI 1 premiums Photo Pepersiil] ® Choose the highest quality printing
Quality: | Normal 43 option.
e I " e Reference your printer manual to help
!Prim Borderless . .
BordS i | you choose specifications for the best
» Color Options printing.
® . Low Ink Cancel )

13
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Using the print queue window: You have a print queue window for each
printer that you have added to your Printer List. A “print queue” is a lineup or
sequence of jobs waiting to print. With this window you can control your print
jobs, delete jobs, cancel them, queue them up for printing later, and more.

To get the printer job window (the print queue) at any time, even if you're not
printing yet, do the following:

®From the Apple menu, choose “System Preferences....”
®Single-click the “Print & Fax” icon.

® Choose a printer from the left-hand pane.

o Click the button to “Open Print Queue....”

The print job window, or print queue, will appear.

14
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You can open the print queue window at any time through the System

Preferences:
Finder File Edit View Go B OO 3 System Preferences
About This Mac
Software Update... 1
App Store... Personal
System Preferences...
Dock : B & M B @ Q
Recent Items > Appearance  Desktop & Dock Exposé & Language & Security Spotlight
Screen Saver Spaces Text
Force Quit... AW 30}
Hardware
Sleep X#a . — — |
& W ( = =~ A
Shut Down... - u % U E
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Fax Sound
Log Out Michie Kobayashi... {%Q Saver
2
®e0n Print & Fax

= Photosmart C7200 series [F432C1] (2 Jobs) (@]

Printers

- Photosmart C7200 s... Photosmart C7200 series [F432C1]
=

~* & Paused, Default %
Open Print Queue... 4

5 Options & Supplies...

Printing ‘Untitled.’

Location:
Kind: HP Photosmart C7200 series @ Printing page 1, 97% complete...
Status: Paused

The following ink cartridges are low on ink: Magenta.

(] Share this printer on the network

Status Name | Sent Completed
+ | = Printing Untitled 2:06 AM
o - Gmail - thi... think about 2:07 AM
Default printer: [ Photosmart C7200 series [F432C1] H
Default paper size: [ US Letter [
[ﬁ Click the lock to prevent further changes. @

156
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To display the print queue window while printing:

*As soon as you click the “Print” button, a printer icon appears on the right

side of the Dock.

eSingle-click that icon to get the printer job window.

®no = Photosmart C7200 series [F432C1] ZZ Jobs) (@)

Printing ‘Untitled.’
- Printing page 1, 97% complete...

The following ink cartridges are low on ink: Magenta.

| | status Name Sent Completed
Printing Untitled 2:06 AM
Q- Gmail - thi... think about 2:07 AM

16
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Control your print job: Below is the print queue window where you manage

your printing.

The name in the title bar of the window 1s the name of the printer that 1s
printing these particular files. You have menu items in the menu bar at the top.
The following describes things you can do using the menus or the icons in the

toolbar.

®no = Photosmart C7200 series [F432C1] ZZ Jobs) =

Printing ‘Untitled.’
- Printing page 1, 97% complete...

The following ink cartridges are low on ink: Magenta.

Status Name Sent Completed
Printing Untitled 2:06 AM
Q- Gmail - thi... think about 2:07 AM

17
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To control printing of individual documents and also of the entire printer:

If you tell a document to print and it doesn’t print and you keep telling it to
print over and over again, open the print queue window and you'll see all of
those documents waiting in line to print, just like you told them.

*To fix the queue, first select the duplicate job names and click the “Delete”
button, then determine the cause of problem. When you have fixed the
problem, print the document again.

®NO0o = Photosmart C7200 series [F432C1] (5 Jobs)

120 & - %

Delete JHold JobInfo  Resume Printer Supply Levels Printer Setup

0

Printer Paused

‘%é’_j

The following ink cartridges are low on ink: Magenta.
Paused.

(

Name Sent Completed
AllGoodMen Today 2:05 AM
AFD-100920-010.pdf 2:05 AM

Untitled 2:06 AM

Gmail - thi... think about 2:07 AM

Gmail - thi... think about 2:07 AM<—— Duplicate

18



SESSION 4: SAVE, PRINT, CLOSE & QUIT
SAVE & PRINT (CHAPTER 7)

STOP ONE JOB from printing: In the print queue window, click once on
the name of a document in the list, then click the “Hold” button (or go to the
Jobs menu at the top of the screen and choose “Hold Job”). This does not
delete the job from the queue---it just puts it on hold.

art C7200 series [F432C1] Edit‘@ Window Help
®no = Photosmart C7 ~ Delete Job G D

—~

Resume Job
Quick Look "Gmail - things to think about”
Show Job Info 8l

Printer Paused

FE:__ Show Completed Jobs

Show Everyone’s Jobs
The following ink cartridges are

Paused.

Status Name Sent Completed
- Gmail - thi... think about Today 3:05 AM

19
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STOP ALL THE DOCUMENTS from printing: If the jobs are in the
process of printing, find the icon in the toolbar labeled “Pause Printer.” Single-
click it to stop the entire lineup of documents waiting to print. While it 1s
stopped, you can delete jobs, print an individual job, do something else, etc.

®no = Photosmart C7200 series [F432C1] ZZ Jobs) =

1 E5N
> ‘ | | 4 B

Printing ‘Untitled.’

i:t!.ﬂ:‘ Printing page 1, 97% complete...

The following ink cartridges are low on ink: Magenta.

T Status Name Sent Completed
Printing Untitled 2:06 AM
Q- Gmail - thi... think about 2:07 AM

20
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If you try to print several times and nothing goes through, check to make sure
the jobs have not been paused. You'll know the queue has been paused
because the icon in the toolbar will be labeled “Resume Printer.”

800

= Photosmart C7200 series [F432C1]

el A
o -

The following ink cartridges are low on ink: Magenta.
Paused.

?

 Status Name | Sent Completed [

21
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Plus, if you see an exclamation point in the Print dialog box, that means the

queue has been paused.

This tiny exclamation point means the print queue has been
stopped or paused and your job will not print.

|

Printer: | ® Photosmart C7200 series [F... 4| (a)

. PR —

ot s oy T ot he Presets: | Standard s

Copies: | ¥ Collated [ Two-Sided

Pages: (=) All
O From: 1 to: 1
Paper Size: | US Letter + | 8.50 by 11.00 inches
Orientation: m ]E
[ TextEdit B

[ 1Print header and footer

4 « lof 1 >l

—_—

@ /. Low Ink ( cancel ) ( Print )

22
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*RESUME printing one job: If a job has been put on hold, select its name in
the job window. Then click the “Resume” button (or go to the Jobs menu and
choose “Resume Job”).

rt C7200 series [F432C1] Edit “Printer JTTTH Window Help

= Photosmart C Delete Job W& |
S Hold Job
jobinio  Fause FAnter SUPPWES  Quick Look “Gmail - things to think about”
Show Job Info 8l
Printer Ready
P Show Completed Jobs
- _ Show Everyone’s Jobs
The following ink cartridges are
Status Name Sent Completed
On Hold Gmail - thi... think about 4:05 AM

23
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START ALL THE DOCUMENTS to print: If the queue has been paused,
the icon in the toolbar is labeled “Resume Printer.” Single-click this icon to
start the printing process for the entire lineup of documents. Or select one or
more documents, to the Jobs menu, and choose “Resume Job.”

rt C7200 series [F432C1] Edit “Printer JFITT) Window Help

8006 = Photosmart C7  Delete Job ®A |
e 5 ;"\ Hald Inh
m_esume Job
©  Quick Look "Gmail - things to think about”
Show lob Info 8l

mpleted Jobs
sryone’s Jobs

Completed

Printer Paused

The following ink cartridges are low on ink: Magenta.

Paused.

Status Name Sent Completed

24
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*CANCEL a print job: In the print queue window, click once on a document
name to select it, then hit the Delete button in the toolbar (or go the Jobs menu

and choose “Delete Job”).

You can select more than one job to delete: Hold down the Command key and
click each document name you want to delete. Then hit the Delete button.

wrt C7200 series [F432C1] Edit Printer, JTTTH Window Help
e O O = Photosmart C7 (" Delete Job ®8EE D
: N ' ."'"\ 0 0
W ] pesume ob
Resume Job
WFJ L

De'“e "°'d -'°b"'f° sl Sl Quick Look “Gmail - things to think about”
Show Job Info &8l

Printer Paused
= Show Completed Jobs

mEEE
QJ - _ Show Everyone’s Jobs
< The following ink cartridges are <
Paused.

Status Name Sent Completed
- Gmail - thi... think about Today 3:05 AM

25
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*CREATE A QUEUE: If you want to send several print jobs to the printer,
but you don’t want to print them right now, put them in a queue: First open the
print queue window and click the icon to “Pause Printer.” Then, in your
application, send as many jobs as you like to print. Each one will tell you that
printing has been stopped and ask if you want to put this job in the queue.

Click “Add to Queue.”

(L&) Omm " & Photosmart C7200 series [F432C1) f2 Jobs) (@)
090 (w) « ¥
Delete Hold Job Info \ Pause Printer /Supply Levels Printer Setup
T —
e Printing ‘Untitled.’ . This printer has been paused. Do you want it to
. L'ij Printing page 1, 97% complete... "-_Z; resume printing?
The following ink cartridges are low on ink: Magenta. )g!f' . .
| If you do not want to resume the printing of jobs, you may add

|
| this job to the queue for later printing. If you select Resume and
the printing of jobs cannot be resumed, this job will

| status Name Sent A
! automatically be added to the queue.

Printing Untitled 2:06 AM

Q - Gmail - thi... think about 2:07 AM : N
- [ Cancel ) ( Add to Queue ) ( Resume )

A

26
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Later, when you're ready, click the button to “Resume Printer” (or use the
Dock menu, Control-click or right-click on the icon) and they will all print one
after the other.

®Oo = Photosmart C7200 series [F432C1] (@D i Photosmart C720

@ﬁ@gm'? =

Delete Hold Job Info | Resume Printer Supply Levels Printer Setup

Printer Paused Resume Printer

.‘ "-E’,_',— — | Printer Setup
W! The following ink cartridges are low on ink: Magenta. Auto Quit

Paused.

Options

Status Name Sent Completed

Hide

27
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While you're printing, a printer icon appears in the Dock, then disappears
when the job is finished. If you print regularly, it comes in handy to have the
printer utility more easily accessible---you can keep it permanently in the

Dock.

One way to make the icon stay in your Dock 1s to wait until the next time you
print. You'll see the icon in the Dock. While it’s there, press it (don’t click)
and you'll get the menu shown below. Choose “Keep in Dock,” and the printer
utility will stay there even after the printing is done.

Resume Pri
Printer Set

Auto Quit

(Keep in Dock ) |TOBHGHS Press on the icon and hold for a full second to
Open at Login S pop up the menu. Click “Options” to display
Show in Finder Quit the list of options.

28
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There are three tasks you will constantly repeat while working on your Mac:
You will close documents you have created or opened; you will quit
applications; and you'll trash files you don’t need anymore.

Close vs. Quit When you choose “Close” from the File menu, you are closing
just the active window or document; it does not close the application. The
command to Quit will quit the active application. If you have unsaved
documents still open, you will be asked if you want to save them first.

Unsaved changes: If a document window has a dot in the middle of the red

button, that means it has unsaved changes, meaning you made changes to the
document since the last time you saved it (if ever). Perhaps you wrote more,
fixed a typo, or changed the typeface. If you don’t save those Changes before

you close, you'll get a message warning you.

Styles ﬂ [Ev = = | =] [ spacing ﬂ [ Lists ﬂ
| 3

..............

.................................

Now is the time for all men to come to the

29
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Close a document: When you are finished working on a document, you can
close that document window in number of ways.

eEither click the red button in the upper-left corner of the document window.
*Or choose “Close” from the File menu.

®Or in most applications, the keyboard shortcut to close a document 1s
Command W, just like closing a Finder window.

Remember, you are simply closing the document window and the application
1s still open. You still see the menu belonging to the application, even though
the rest of your screen may look just like your Desktop, and you might even
see windows that belong to other applications or to the Desktop.

30
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TextEdit

le Edit Format Window “

[=/= = =)/[spacing Iv][Lsts  [+] »e 4o
£ SN SN SN SN S SN S S SN SR SU Y i i v
To I |F) I3 Ig Is Ig T7 Tg Ty T1c

Now is the time for all men to come fo the aid of their country]

=Enm  (o#] |§

¥ DEVICES Name 4 Date Modified Size Ki
=} Macintosh HD || Address Book Nov 10, 2010 8:02 PM 20.8 MB AO
E ipisk A App Store Jan 11,2011 11:51 AM 7.4MB A
& Automator Nov 10, 2010 8:02 PM 16.5MB A
v PLACES @ Bejeweled 2 May 8, 2007 5:27 PM 201MB A
Eescop . Belkin Switch-to-Mac Utility Aug 21, 2009 2:56 PM 32MB A
michickonayashi Caffeine Dec 10, 2008 1:40 PM 385KB A
‘I || calculator Aug 16, 2010 12:40 PM 9.5MB A,
[*} Documents [T Yy < »l
53 items, 282.18 GB available A‘

TextEdit |File Edit Format Window m

This TextEdit document is open and
is the active window. The three
buttons in the upper-left are in color.

This Finder window is open but is not
active. The three buttons in the
upper-left are grayed out.

000 @ Applications —  The TextEdit document is closed
R ow (o [%- w Q ) but the TextEdit application is
¥ DEVICES Name 4 Date Modified Size | Ki still active.
= Macintosh HD || Address Book Nov 10, 2010 8:02 PM 20.8 MB AO
£ iDisk 4 App Store Jan 11, 2011 11:51 AM 74MB A
ﬁ' Automator Nov 10, 2010 8:02 PM 16.5 MB A
T pLAcES @ Bejeweled 2 May 8, 2007 5:27 PM 201MB A The Fi : ot
: : : inder window is still n
D‘f"‘f” |/ Belkin Switch-to-Mac Utility Aug 21, 2009 2:56 PM 32MB A € de do s st1ll ope
Caffeine Dec 10, 2008 1:40 PM 385KB A but is not active.
AL | [ calculator Aug 16, 2010 12:40 PM 9.5MB A,
[3‘] Documents v [T y el

53 items, 282.18 GB available
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The TextEdit icon in the Dock has a blue bubble beneath it; that’s because it’s
still active even though you can'’t see any TextEdit documents or windows.

TextEdit icon in the Dock has a blue bubble beneath it. This indicates that the application is active.
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Quit an application: To quit an application, you must choose the Quit
command. This command is always in the application menu (the one with the
name of the active application), and “Quit” is always the very last item.

IE!Z“I File Edit |

About TextEdit [
Preferences... %, !
Services > !

Hide TextEdit $H |

Hide Others "\ %H
Show All

(Quit TextEdit ) #Q

If you haven’t saved all of your changes In any of the open documents when
you choose to quit, the Mac will ask if you want to save them at this point (it
also asks when you close an unsaved document).

’ Do you want to save the changes you made in
/ the document “Untitled”?
—

Your changes will be lost if you don't save them.

-

( Don’t Save ) ( Cancel ) ( Save... )
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This 1s what each button in the dialog box below will do:

Do you want to save the changes you made in
/ the document “Untitled"?

Your changes will be lost if you don’t save them.

——————
(" Don’tSave ) (" Cancel ) ( Save... )

Single-click the Don’t Save button if you decide at this point that you don't
want to save the latest changes (or the entire document if you've never named

1t).

You can use the keyboard shortcut Command D instead of actually clicking
the “Don’t Save” button. In some applications, you can just hit the letter D.

Single-click Cancel (or press Command Period) to return to your document
without saving any changes or quitting.

oIf you single-click Save and you haven't yet saved the document with a name,
you'll get the “Save As...” dialog box to name the document before quitting.

You can hit the Return or Enter key instead of clicking the Save button; in
some applications you can hit the letter S.
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Quit when you are finished working in the application for the day. Once
you quit, the application is removed from the computer’s memory. The blue
bubble under the TextEdit icon in the Dock is no longer there.

Shortcut to quit: You don'’t even have to open the application to do this. Just
press (don't click) the application’s icon in the Dock. In the pop-up menu that
appears, choose “Quit.”

You can also Control-click the application’s icon in the Dock (or right-click, if
you have a two-button mouse).
New Document

Options

Hide
_ Quit
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Force Quit: Sometimes an application acts so goofy that you have no choice
but to force quit. For instance, you might see the spinning ball for much too
long, or things just stop working in the application, or other weird stuff. And
then when you try to quit, you can't.

If you have to force an application to quit, do one of these things:

® Press Command Option Escape (esc). A small dialog box appears; make
sure the application name is chosen, then click the blue button to “Force Quit.”

———

(TN Force Quit Applications

If an application doesn't respond for a while,
select its name and click Force Quit.

& Google Chrome

£ Keynote

% Photosmart C7200 series [F432C1]

% Preview

& RDM+ Desktop

¥ TextEdit

K Finder

You can open this window by pressing
Command-Option-Escape.
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® Hold down the Option key and press (don'’t click) the Dock icon. The

command “Quit,” as shown below, turns in to “Force Quit.”

New Document

Options l

_Hide Others |
Force Quit |

N > :”

®You can't force quit the Finder, but you can “Relaunch” the Finder, which
sometimes helps clean things up a bit if it starts exhibiting puzzling behavior.

New Finder Window
New Smart Folder
Find...

Go to Folder... .
Connect to Server... Hold down the Option key and

L press the Finder icon in the Dock.

Relaunch
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Quit applications upon Log Out, Restart, and Shut Down: When you
choose to Log Out, Restart, or Shut Down (all from the Apple menu), the Mac
will automatically quit all open applications for you (unless you have enabled
“fast user switching” and logging out so another user can log in.

If you have documents still open that have changes that need to be saved,
you'll get a message for each one, giving you the opportunity to save them.
This 1s a great option if you tend to leave lots of applications open---at the end
of the day, instead of taking the time to quit each individual application, just
Shut Down and they will all quit anyway.

4

Are you sure you want to quit all

Y
/ N | applications and log out now?
If you do nothing, you will be logged out automatically

in 45 seconds.

( Cancel ) ( LogOut )

This 1s the message you'll get if you choose to Log Out (from the Apple Menu)
while applications are still open. Click the “Log Out” button to start the
process.
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Take note! If you have a lot of applications open, don’t choose “Shut Down” or
“Log Out” or “Restart” and then walk away from your computer. Wait until
you see the blue screen, because if there is an unsaved document anywhere on

you Mac, a message will pop up asking you to save it. If you aren’t there to

deal with 1t, the Shut Down process (or Log Out or Restart) times out and
P g

your computer just sits there, patiently waiting for you to come back, which

might be days.
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The End



