FILE MANAGEMENT
ON A MAC
(OS Mojave)
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Go to Menu to Change Folders




BUTTONS TO SWITCH VIEWS
ICON VIEW
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COLUMN VIEW
Contents to the Right — Can see Folder Structure more clearly

Full Path - Client Projects — Explore California - Files
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” I Photos > Globe Bank » & ec_brochure.pdf
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(& Recents B Tax Files » [ No Obstacles » 3 Explore California.pptx
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Tags
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GALLERY VIEW
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PDF document - 4 MB

Tags

Created 5/23/15, 8:53 AM

Modified 3/25/15, 12:04 AM
Show More
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PDF document - 887,

Tags
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SHOW HARD DISKS ON THE DESKTOP

| Finder Preferences

iolam 1,0

- e o i Show these items on the desktop:
e

A
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v al g =

CDs, DVDs, and iPods
Connected servers

New Finder windows show:

B Recents B

2 Open folders in tabs instead of new windows




BASE FILE LEVEL

Macintosh HD

Network Remote Disc




Main File Structure
(Every MAC has these folders)

No reason to open Library and Systems Folders — DON’T DELETE ANY FILES HERE



USERS FOLDER

CxXx 0 Users
(<> S = ORI Bvi&v O] O Q Search
Favorites

el >
& Recents |
Guest

# Apphcations Shared
[ Desktop
% Documents

Name Folder — Where Your Personal Files should be stored. Each user will have their own Home
Folder.

Pre-made Default Folders by System

o0e 24 nicholasbrazzl
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orn | N =
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[ Desktop
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FOLDERS CREATED BY USER

@0 e [ ¥ Documents — Local ]
&des a0 OLMERN L=
Favorites B3 Chent Projects -

S i 8 Photos .

Qm B8 Recipes »

& Recents B Tax Files >

A Apptcatons

B9 Analban

Different Default Views for Folders

Show Path Bar (at bottom)

& Macintosh HD » [l Users > 2 nicholasbeazzl

Important Guideline — Files Associated with User

Create Folders in Home Folder or in these Subfolders



FAVORITES

Shortcuts to Important Folders

f'e'ororces
=
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To list Folders on Sidebar:

Shwthoukguhlhlﬂdobv:
Favorites
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Folders created by User

“ Droy 0 Recipes » B H+
& Recents B Tox Files » BB No Obstacles

ok, i, S

) iCloud Drive
Locations

(VISR

8 Macstosh HO » Bl Users » 2 mcholasteazzi » [l Documents > [l Chent Projects

Drag folder to Favorites Sidebar - Wait for Line and drop below other existing short-cuts

Right-mouse click on Folder for Options

LRI VRIS I S
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CREATING A NEW FOLDER

@ Macintosh HD » g Users > @ nl
—_—

3 untitied folder

B0 ORI e
| B9 Ctient Projects » [ Cinque Terre »
- I Photos » I Florence »
B2 Recipes » BB Geneva »
B Tax Files » BB intedaken .
B Montreux .

B Pisa >

>

* [ interiaken .
& Maciotosh HD » [ Users » 7 rcholasbrazl » B Docurents » B8 Photes » [ untitied folder
B wtaetrae -

Rename to Italy

Open in New Tab
Move to Trash

i& Compress “untitied folder”

Quick Look “untitied folder "
Share

»
»

Right-mouse click on Folder
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COPYING AND MOVING

In List View:
Drag and Drop Folders to other Folders

Moving Florence to Italy

eoe I Photos
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To Select Multiple Files to Drag & Drop

Shift Key — Select Sequential Folders

e

LI As B

} Rome
B8 Switzerand
B w
B Venice
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Pisa

v e -,
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Command Key - Select Non-sequential Folders
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m ,

Can also Drag to Sidebar Shortcuts
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"lf;"::“ L & Macintosh HO »> [l Users > @ nicholasbrazzi » i) Documents » [l Photos
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Drag and Drop Folders from one Window to Another

N Finder Window

b
Y MR
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@ AirDrop
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3 Desktop
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© Downloads
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B0 Tax Files
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)
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COPYING - Drag + Option Key
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Using the Edit Menu to Copy/Paste

W Finger rie J View Go Wwinagow Heip
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1 Photos
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9 Tax Files

& Macintoth HD > [l Users > 4 nicholasbrazzl » i) Documents » [l Photos
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DELETING FILES

Drag Item to the Trash Icon

{3 Documents — Local
==[llcls- o]0
) Client Projects »
@ Airorop B9 Recipes ’
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Using the Menu to Delete (Move to Trash)

Move to Trash p
~ N

move to trash cmd + delete

Drag out of trash back to folder

{n =)
Fevorhes [ Client Projects * B Explore Caktornia » [ Converted from Google .
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Emptying the Trash

8 Linked[l}]

1x~ [cc] %¥

| .
i Are you sure you want to permanently erase anver!
| the items in the Trash? + Spo
g You can’t undo this action., +.Spa

Spa

Cancel Empty Trash F“"e’
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FILE EXTENSIONS
7 No Obstacles
==flc m- (8- 6] O

I} Clent Projects * B Explore Colifornia All Recipes.docx

B Recipes » I Globe Bank Bio Reading.docx

BB Tax Files * BB He Customer Database3.xisx

Bl No Obstacies Furniture Sales xisx

Home Recipes.docx
Identity Bran..ignment.docx
July 2014 Sales Report. xlsx
Media campaign
No Obstacle...erPoint6.pptx
No Obstacle..e_music.mp3

NO_ sport_on_white.png
NO_transparent.jpg
Quarterly Ma.. Review pptx
Regional Sales xlsx

Double-click to open file in application

All Recipes.docx
Bio Reading.docx
Customer Database3.xlsx
Furniture Sales.xisx
Home Recipes.docx
Identity Bran...ignment.docx
July 2014 Sales Report.xlsx
Media campaign

= No Obstacle...erPoint6.pptx
No Obstacle...e_music.mp3

~ NO_ sport_on_white.png

= NO_transparent.ipg

= Quarterly Ma...Review.pptx
Regional Sales.xlsx

vav;

FILE EXTENSIONS -
.docx —WORD

Xlsx — EXCEL

.pptx — POWERPOINT
.ipg & .png — PICTURES
.mp3 - MUSIC
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GET FILE INFORMATION

@ @ Al Recipes.docx Info.

All Recipes.docx 25MB
| Modified: January 30, 2015 at 6:58 AM

¥ General:

Kind: Word 2007 (.docx) Document
Size: 2,503,870 bytes (2.5 MB on disk)

Cliont Projects » No Obstacles
Created: May 23, 2015 at 8:53 AM
Modified: January 30, 2015 at 6:56 AM

get info
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GALLERY VIEW - PREVIEW OF FILE

0 NO UDSIacies
= s v | # v [!'j < | | Q Searct

J Explore Calfornia 4 B AiRecipesdocx |
1 Globe Bank > Bio Reading.docx
1 He . Customer Database3.xisx
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" Home Recipes.docx

Identity Bran..ignment.docx

July 2014 Sales Report.xisx

B No Obstaclo...erPoint6.pptx

- No Obstacle..e_music.mp3
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}
I Media campaign

More Info for Picture File
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» All Recipes.docx

» | Bio Reading.docx

» Customer Database3 xisx

» Furniture Sales.xisx
Home Recipes.docx
Identity Bran._ignment.docx
July 2014 Sales Report.xisx
Media campaign

2 No Obstacle...erPoint6.pptx

No Obstacle..e_music.mp3
NO_ sport_on_white.png

= Quarterly Ma. Review.pptx
Regional Sales.xisx

NO OBSTACLES

X

NO_transparent.jpg
JPEG image - K8

All Recipes.docx
Bio Reading.docx
Customer Database3 xisx
} Furniture Sales.xisx
Home Recipes.docx
identity Bran._.ignment.docx
July 2014 Sales Report xisx
Media campaign
2 No Obstacle..erPoint6.pptx
No Obstacle..e_music.mp3
. NO_ sport_on_white.png
= NO_transparent. oo
= Quarterly Ma. Review.pptx
Reglonal Sales. xisx

NO_transparent.jpg
JPEG image - 53 KB

Tags
Created 572315, 8:53 AM
Modified 1/714, 12:39 AM
Content created 1172112, 2:59 PM
Dimensions 1042x390
Resolution 300x300
Color space RGB
Color profie sRGB IEC61966-2.1
Content Creator Adobe Photoshop
CS5 Macintosh

Sho"Lus
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QUICK LOOK

Select File + Spacebar — Quick Look

quick look press spacebar

Open with TextEdit

NO OBSTACLES

HOME

Essential Vogghe Recipes for the No Obstacles™ Kitchan

L3
Cooking with Asparagus

Asparagus is a low-calorie source of folate and potassium, and
its stalks are high in antioxidants. Asparagus is high in roughly
half the recommended daily intake of folate, a key nutrient in
taming homocysteine, a substance implicated in heart disease,
and is also high in potassium, Several studics indicate getting
plenty of potassium may reduce the loss of calkium from the
body. In addition, green asparagus is a good source of vitamin
C, which helps the body produce and maintain collagen, the
major structural protein component of the body’s connective
tssues. As if that weren't enough, asparagus also contains
substances that act as a diurctic, neutralize ammonia that causes
fatiguc, and protect small blood vessels from rupturing.
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Select Multiple Files + Spacebar — QUICK LOOK to TILE Multiple Files

Full Screen Button

RXETETT A

NO OBSTACLES

ez FLMIVIE,

Recipes for the
No Obstacles™ Kitchen

Chicago, IL 60661

‘www.no-obstacles-inc.com

NO OBSTACLES

HOME

Essentlal Veggle Recipes for the No Obstacles™ Kitchen

guid t PO
egenblu fme obsmds”' k:ourgoalmm it easy
and accessible for every: to live nhe althy lifestyle, in a toxic-

free environment. Thls redpe guide, along with your new kitchen EXit F u I I Scree n

Will open file in application

S Aan

| Openwijth TextEdit = ()
R
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SEARCHING USING SPOTLIGHT

Window  Help Q@ =

-1

¥

Macintosh HD

Searching Files and within Files (TEXT)

California — even within all files

spotlight cmd + spacebar
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Searching VENICE

Can play video in Spotlight Window

26



Sports Scores

Search in Finder Window

Select — THIS MAC - will default to Recents
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