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Index
Numerics
802.11ax wireless standard, 143
802.11b/a/g/n/ac standards, 146

A
access levels, 129
account name, 130
account’s access settings, 

managing, 134–135
AC outlet, standard, 12
Action button, 58
active window, 41, 50, 186
Add a Caption box, 191
Add a Title heading, 191
Add Column After 

command, 225
Add Column Before 

command, 225
Add Controls button, 54
Add Faces button, 192
adding users, 129–131
Add List button, 90
Add Reminder button, 91
Address box, 108
Add Row Above command, 225
Add Row Below command, 225
Add Slide button, 235
Add To Favorites button, 187
Adjust button, 198
adjustments, filters and, 198
administrator account, 128, 

129, 132, 134. See also 
user accounts

Advanced Audio Coding 
(AAC), 168

Advanced Data Protection, 76

AirDrop, 72, 83, 94, 99, 142, 148, 
159, 187, 195. See also file 
sharing; network sharing

AirDrop & Continuity 
option, 72, 122

airline flight information, 84
AirPlay, 72, 142, 171, 172, 181
AirPods, 181
AirTag, 267
Album Artist field, 175
aliases, 42
Alignment buttons, 224
Allow Guests to Log In to This 

Computer, 133
Allow This User to Administer 

This Computer, 131, 134
All Photos button, 186, 191
App corner, 71
Appearance pane, 77–78
Apple A18 Pro CPU, 11
Apple Account pane, 267
Apple Authorized Service 

Provider, 253–254
AppleCare, 278
AppleCare & Warranty, 72
AppleCare Protection 

Plan, 23, 24
AppleCare toll-free number, 21
Apple Creator Studio, 212, 

218, 228, 239
Apple Help Online, 254
Apple ID, 24, 89, 120, 121, 123, 

124, 163, 171, 180, 184, 267
Apple Intelligence Writing 

Tools, 214–215. See also 
Writing Tools

Apple Lossless format, 168
Apple Mail, 16, 17, 23, 30, 

49, 51, 133

Apple menu, 33, 246, 249
Apple Music, 168, 172, 177, 180
Apple Music Radio, 179–180. See 

also internet radio
Apple online store, 278
Apple Pencil, 123
Apple’s digital lifestyle suite, 16
Apple’s digital 

productivity suite, 16
Apple Support website, 

60, 250, 268
Apple technician, 247
Apple TV, 142, 171
Application menu, 33
Application Support folders, 258
Application Windows corner, 71
App Store, 16, 20, 257
Arrange All command, 40
arrow keys, 38, 43
aspect ratios, 187, 197
associated files, 258–259
Audiobooks, 168
audio CDs, ripping, 177–178
audio chat, 160
audio equalizer, 178
audio features, 9
audio files, 172, 177, 178
Auto Enhance, 198
AutoFill, 108, 109
AutoFill & Passwords, 72
Auto Login, 137
Automatically Hide and Show 

the Dock, 68
Automatically Hide and Show 

the Menu Bar, 74
automatic macOS updates, 262
automatic song information, 176
Automatic Updates, 71
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Auto-Save feature, 207, 219, 233
Avast Security for Mac, 251

B
Back and Forward icons, 64
Back button, 108, 184, 186
background shapes, 213
backups, 259–260, 271
base station, 145
battery, 10

Battery pane, 21, 22, 73–74
calibration, 22
icon, 21, 22
management, 21–22
-monitoring system, 21

Beach Ball of Doom, 245
Birthday photos, 192
bit rate, 178
Blank template, 206
Bluetooth, 11, 148, 268–269

mouse, 36
networking, 123
speaker systems, 9

Bookmarks, 107, 109, 111, 112
boot drive, 246, 249
boot volume, 249
branding your Neo, 268
Brightness slider, 66
broadband modem, 

144, 150, 152
Browse All Versions, 234
Browse Content button, 239
Browse Time Machine 

Backups, 261
bundled software, 15–16
bus-powered devices, 271

C
cables, 18, 251

connecting, 14
internet connection, 14
power connection, 14

Caches folders, 258
Calendar, 17, 95
camera, external, 17
Caps Lock key, 20
Cat5/Cat5E/Cat6 Ethernet 

cables, 149
CCleaner for Mac, 259
CD audio, 168
cells, navigating and 

selecting, 221–222
cell shading, 224–225
Cell tab, 223–225
cell text alignment, 224
cellular connections, 159
Chart button, 227
charts, 227
ChatGPT, 228–229
Cheat Sheet pages, 4
checklists, 94
check-mark keyword, 193
Chess, 17
cleanup utilities, 259
Clipboard, 209–211
Close button, 40
Collections entry, 190
ColorSync profile, 66
Comments field, 175
commercial cleanup tool, 259
commercial utility app, 246
Completed list, 91
Compose feature, 215, 229, 237
Configure IPv4 

pop-up menu, 150
connecting cables, 14

internet connection, 14
power connection, 14

Contacts, 17, 83, 99, 160
Contacts Card, 131
Containers, 248
Content & Privacy 

settings, 181–182
Content Hub, 212, 228, 239
Content pane, 100–101, 107
contextual menu, 33, 36

Continuity Camera, 17, 163
Control Center icon, 21, 31–32, 

53–54, 74, 269
cookies, 116–117
Copy command, 210
copying items, 44–45
CPU, 11
Create button, 206
cropping and straightening 

images, 196–197
CSV (comma-separated values) 

files, 218
currency formatting, 223
custom Music Radio 

stations, 179–180
Cut command, 209–210

D
Data Access, 77
data entry and editing, 222–223
Data Format, 223
data migration

from old Mac, 24–26
from Windows, 26–27

Date & Time, 72
Delete Album command, 191
Delete button, 252
Delete Column command, 225
Deleted Users folder, 132
Delete Items After Import 

option, 189
Delete key, 173, 236
Delete Row command, 225
Desktop & Dock pane, 50, 

51, 56, 66
Desktop & Stage Manager 

settings, 69
Dock settings, 67–68
Mission Control settings, 70–71
widgets settings, 69–70
Windows settings, 70

Desktop & Stage Manager 
settings, 69

desktop computers, 1
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Desktop corner, 71
Desktop customization, 52–53
Desktop settings, 128
Desktop widgets, 55–56, 96
Details tab, 175–176
Device Management, 73
DHCP server, 150–151
Diagnostics category, 253
digital audio playback, 168

finding songs, 172
removing songs, 173

digital extraction, 177
digital lifestyle suite, Apple, 16
digital productivity 

suite, Apple, 16
disclosure triangle, 59
Disc Number field, 175
Disk Utility, 247–250, 262. 

See also First Aid; laptop 
troubleshooting

Display Calibrator, 66
Displays pane, 65–66
Dock, 30–31, 36, 56

customization, 54
adding applications and 

extras, 54–55
Desktop widgets, 55–56
resizing, 57
Stacks, 56–57

settings, 67–68
documents

creating, 206, 218
iCloud Drive, 121–122
opening, 206–207
saving, 207
sharing, 216
Word, 216

Download New Updates When 
Available, 262

Downloads folder, 57, 113
dragging, 43–44, 54
drive maintenance, 262
Driving mode, 97
DSL internet router, 14

Duplicate command, 235
duplicating items, 45–46
DVD drive, 12, 169, 171, 177–178
Dynamic Host Configuration 

Protocol (DHCP), 151
Dynamic Wallpaper, 75
Dynamic WEP encryption, 147

E
Edit button, 187, 195
editing song 

information, 176–177
Edit Keywords button, 194
Edit menu, 214
Edit Widgets button, 95
Eject icon, 58
email, 16, 23, 83, 109, 159, 

201–202, 275, 277
emoji, 161
Empty Trash command, 258
ePub file, 216
equalizer, audio, 178
Equalizer window, 178
Esc key, 40, 190, 196
Ethernet adapter, 14
Ethernet cable, 14, 18, 149
Ethernet hub or switch, 14
Ethernet jack, nearby, 12
Ethernet LAN port, 146
Ethernet network, 11
Ethernet switch, 145, 149
explicit content, 181
Explore mode, 97
Export button, 199
Export To command, 216
external camera, 17
external devices, 245, 250–251
external drives, 37, 53, 142. See 

also Time Machine
external keyboard, 12, 13, 15
external monitors, 65, 66, 75
external optical drive, 

177, 248, 249

external storage, 270
connecting external drives, 271
USB-C ports, 270

F
Facebook profile image, 197
FaceTime, 95, 96, 159–160, 163. 

See also video chat
FaceTime HD camera, 

9–10, 131, 157
Fast Forward button, 183
Fast User Switching, 136–137
Favorites, 101, 106, 

107, 111–112
file downloads, 113
File Open dialog, 49
files, saving, 260
file sharing, 87, 153. See also 

network sharing
FileVault, 138–139, 267–268
Fill heading, 224
filmstrip, 159
filters and adjustments, 198
Filters button, 198
Finder, 29
Finder and app shortcuts, 47–48
Finder menu bar, 10, 21, 22, 33, 

73, 74, 77, 82, 246, 254
Finder Search window, 86–87
Finder tabs, 46, 260
Finder windows, 33, 38, 42, 

168–169, 173, 180, 183, 189, 
219, 227–228, 233, 239–240, 
257–258, 260, 261

closing, 40–41
minimizing and restoring, 39
moving and zooming, 39–40
scrolling and resizing, 38–39

Find My icon, 267
Find My Mac, 125, 267
Find My Network, 125
fire sharing, 138
firewalls, 154–155. See 

also unsecured 
wireless networks
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First Aid, 248–249, 262
flagged reminders, 91–92
floating objects, 212
Flyover Tour option, 97
folders and icons, 42. See also 

Finder windows
copying items, 44–45
duplicating items, 45–46
Finder Tabs, 46
icon types, 42–43
moving items, 45
selecting items, 43–44

folders sidebar, 93
Font Color button, 224
Font Family button, 224
Font Size button, 224
Force Quit dialog, 37, 245
Format button, 210, 223, 226, 

227, 234, 238
Format Inspector, 211
Format menu, 211, 238
formulas and functions, 225–226
Forward button, 108
full-aspect-ratio thumbnails, 187
Full Name text box, 130
full-screen mode, 40, 

108, 187, 199
Function list, 220

G
General pane, 71–73
Generate Image button, 212
Genius feature, 173
Genius playlists, 173
Get Info command, 

191, 195, 258
Google Mail, 23
graphics, 212
grid display, 56–57
grocery lists, 92
Guest account, 132–133
guest users, 132–133

H
Handoff, 122–123. See also 

Continuity Camera; Sidecar
Hard Disks, 32
headphone jack, 9
healthy laptop checklist, 20–21
help resources, 60

Apple support website, 60
online resources, 60
Tahoe Help system, 60

hidden parts, 10–11
high-speed internet, 11, 14
History, 109, 114
Home button, 111
Home folder, 48–49, 128, 

131, 132, 138
home page, 108–109
hot-corner settings, 71
https connections, 277
Hulu, 142

I
iCloud, 24, 119

account, 89, 92, 267
configuration, 124–125
connectivity, 92
Handoff, 122–123
how iCloud works, 120–121
iCloud Drive 

documents, 121–122
settings, 76–77
Sidecar, 123
storage management, 125
tab, 110, 200, 201

iCloud+ button, 76, 125
iCloud Drive, 125, 206, 

207, 233–234
iCloud ID, 24
iCloud Keychain passwords, 117
iCloud Links, 201–202
iCloud Photos, 124–125, 200.  

See also Photos

iCloud Shared Albums, 201
icon types, 42–43
Image Playground, 195, 212
images, 188

editing, 195
Auto Enhance, 198
cropping and 

straightening, 196–197
filters and adjustments, 198
red-eye removal, 198
retouching, 198
rotating images, 196

importing, 188–189
organizing, 190

keywords, 192–193
keyword searches, 194
location searches, 194–195
People & Pets, 191–192
photo albums, 190–191

and 3D objects, 227–228
IMAP mail servers, 23
iMovie, 157, 163
Important Hidden Stuff (IHS), 10
Imports album, 189
Info dialog, 175–177
inline objects, 212
Insert button, 228
Insert menu, 212
Inspector, 210, 220, 238
instant messaging, 16
internal devices, 11
internal drives, larger, 266
internal drive 

upgrades, 269–270
Internet Accounts, 92, 94
internet and network 

connections, 251
internet connections, 14, 152
internet features, 16
internet, high-speed, 11, 14
internet radio, 178. See also 

Apple Music Radio
custom Music Radio 

stations, 179–180
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radio playlists, 179
streaming stations, 179

internet router, 144–145, 
149, 150, 152

internet service provider 
(ISP), 23, 251

internet-sharing device, 
144–145, 149, 152

iOS devices, 120–123
IP address, 150
iPhone, 16, 17
iPhone and iPad, syncing 

with, 180–181
iTunes Store, 180, 183–184,  

257

J
Journal entries, 159

K
keyboard and trackpad, 9
keyboard shortcuts, 46, 181

Finder and app 
shortcuts, 47–48

special keys, 47
keyboards, liquids near, 276
Keynote, 16, 231

background shape, 239
creating presentations, 232
media, 239
opening presentations, 233
Presenter Notes, 238
printing slides and 

notes, 241–242
saving presentations,  

233–234
slides, 235
slideshows, 240–241
slide text, 236–237
text, shapes, and graphics 

boxes, 236
text formatting, 238
3D objects, 240

toolbar, 234, 236, 238, 239, 242
window, 234–235
Writing Tools, 237

Keyword Manager, 193, 194
keywords, 82, 192–193

searches, 194

L
Language & Region, 72
LAN (local-area network), 146
laptop bags and 

sleeves, 265–266
laptop cleaning, 278
laptop docking station, 18
laptop sleeve or case, 17
laptop troubleshooting, 243, 244

Disk Utility, 247–248
First Aid, 248–249
myths, 244
rebooting, 245–246
Safe mode, 246
steps, 249

cables, 251
Disk Utility checks, 250
internet and network 

connections, 251
login items, 252
recent changes, 250
screen savers, 252–253
System Information, 253
Trash, 251
virus scans, 251

technical support, 253
Apple Help Online, 254
local service, 253–254
macOS Help Center, 254

launching and quitting 
apps, 36–37

Layout pane, 209
LED display, 8
Left Option+Left Shift+Left 

Control shortcut, 246

links, 107
Liquid Glass, 77
List of Users login, 136
List view mode, 57
Live Updating, 174
Loading Startup Options 

message, 246, 249
local service, 253–254
location considerations, 12–13
location searches, 194–195
locked applications, 245
Lock Note, 95
logging out, 137
login items, 37, 133–134, 252
Login Items & 

Extensions, 72, 133
login options, 136–137
login password, 138–139
Loop icon, 199
Low Power Mode, 21, 74
Lyrics button, 177

M
MacBook Neo, 13

connecting cables, 14
internet connection, 14
power connection, 14

handling, 15
setup and unpacking, 13–14

Mac laptop, 8
hidden parts, 10–11
parts, 8

audio features, 9
battery, 10
FaceTime HD camera, 9–10
keyboard and trackpad, 9
power button, 9
power cable, 9
screen, 8

ports, 10
USB-C ports, 11–12

macOS Disk Utility, 247
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macOS Help Center, 254
macOS Help system, 27
macOS Quick Look feature, 37
macOS Tahoe, 1, 2, 15, 29, 50

applications, 17
bundled software, 15–16
Control Center 

customization, 53–54
Desktop customization, 52–53
Dock customization, 54

adding applications and 
extras, 54–55

Desktop widgets, 55–56
resizing, 57
Stacks, 56–57

Finder windows, 38
closing, 40–41
minimizing and restoring, 39
moving and zooming, 39–40
scrolling and resizing, 38–39

folders and icons, 42
copying items, 44–45
duplicating items, 45–46
Finder Tabs, 46
icon types, 42–43
moving items, 45
selecting items, 43–44

help resources, 60
Apple support website, 60
online resources, 60
Tahoe Help system, 60

Home folder, 48–49
internet features, 16
keyboard shortcuts, 46

Finder and app 
shortcuts, 47–48

special keys, 47
launching and quitting 

apps, 36–37
Mission Control, 50
operating system (OS), 30
printing, 58–59

setting up, 22–24
Spaces desktops, 51–52
Stage Manager, 50–51
Tahoe Desktop, 30

Control Center, 31–32
Dock, 30–31
Finder menu bar, 33
Finder window, 33
icons, 32
menus, 32–33
widgets, 34

trackpad and mouse 
controls, 34–36

Trash, 57–58
magnification, 67
Mail, 83, 95, 99
Mail button, 109
malware, 275
Manage Storage, 256, 258
manual cleanup, 257

associated files, 258–259
unneeded files and 

folders, 257–258
Maps, 96–97, 122

directions, 99
map views, 97–98

Memories, 190, 195
menu bar, 32–33

background, 74
Menu Bar pane, 74
menu commands, 2
Messages, 9, 16, 83, 

142, 160–161
messaging, instant, 16
metadata, 84, 194
Migration Assistant, 25, 261
Minimize button, 39
minus sign button, 252
Mission Control, 50–52, 70–71. 

See also Spaces Desktops; 
Stage Manager

modems, 251
modules, 74

Mouse pane, 36
Move to Trash command, 257
moving items, 45
MP3 files, 168
multiplayer games, 142
Multi-Touch feature, 40
multiuser Neo, 127

access fairy tale, 127–128
FileVault encryption, 138–139
fire sharing, 138
logging out, 137
login options, 136–137
user accounts, 128–129

access levels, 129
access 

management, 134–135
adding users, 129–131
deleting user accounts, 132
login items, 133–134
modifying user 

accounts, 131–132
Music, 16
Music and TV, 167

audio equalizer, 178
digital audio playback, 168

finding songs, 172
removing songs, 173

internet radio, 178
custom Music Radio 

stations, 179–180
radio playlists, 179
streaming stations, 179

iTunes Store, 183–184
Music formats, 168
parental controls, 181–182
playlists, 173–174
ripping audio CDs, 177–178
song information, 175

automatic song 
information, 176

editing song information,  
176–177
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syncing with iPhone and 
iPad, 180–181

TV app, 182–183
Music controls, 171, 177, 181
Music Equalizer, 178
Music formats, 168
music for slideshows, 199
Music library, 128, 169–174, 

176, 180, 184
Music Radio station, 179–180
Music sidebar, 169
Music Videos entry, 170
Music window, 169, 171

N
Name and Password login, 136
Neo rules, 265

backups, 271
branding your Neo, 268
external storage, 270

connecting external 
drives, 271

USB-C ports, 270
FileVault encryption, 267–268
Find My Mac, 267
internal drive 

upgrades, 269–270
laptop bags and 

sleeves, 265–266
larger internal drives, 266
surge protectors, 269
wireless hardware, 

disabling, 268–269
Netflix, 142
network connections, 145

wired connections, 148
joining wired Ethernet 

network, 150–151
wired network 

hardware, 149–150
wired network setup, 149

wireless connections, 145

connecting to existing 
wireless networks, 145

joining wireless 
networks, 147–148

wireless base 
stations, 145–146

network printers, 153–154
networks, 141

advantages, 142
firewalls, 154–155
internet sharing, 144–145
wired vs wireless 

networks, 143–144
network sharing, 151

file sharing, 153
internet connections, 152
printer sharing, 153–154

News, 100–101
favorites and channels, 101
window, 100

Next button, 169
Night Shift button, 66
Notes, 92–95, 159
Notification Center, 35, 

55, 71, 95–96
Notifications settings, 78–79
number formatting, 223
Numbers, 16, 217

cell shading, 224–225
cell text alignment, 224
charts, 227
creating documents, 218
data entry and 

editing, 222–223
formulas and 

functions, 225–226
images and 3D 

objects, 227–228
navigating and selecting 

cells, 221–222
number formatting, 223
Numbers window, 220–221
opening spreadsheets, 219

printing spreadsheets,  
229–230

rows and columns, 225
saving spreadsheets, 219–220
spreadsheets, 218
window, 220–221
Writing Tools, 228–229

Numbers Edit menu, 228
numeric heading buttons, 221

O
Open at Login list, 252
Open dialog, 206–207
Open in New Tab command, 46
Open Recent 

command, 207, 219
operating system (OS), 30
optical drive, 9
Options icon, 249
Outline view, 242

P
Page Down key, 38
page orientation, 230
Pages, 16, 205. See also 

Keynote; Numbers
Apple Intelligence Writing 

Tools, 214–215
background shapes, 213
Copy command, 210
creating documents, 206
Cut command, 209–210
documents, 120
icon, 206
opening documents, 206–207
Paste command, 210
photos and graphics, 212
printing, 215
saving documents, 207
sharing documents, 216
spell-checking, 214
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Pages (continued)
tables, 211–212
text, shapes, and graphics 

boxes, 209
text editing, 209
text formatting, 210–211
3D objects, 213
window, 208

Page Thumbnails, 208
Page Up key, 38
parental controls, 181–182
Partitioning function, 247
Password Hint text box, 130
Paste command, 210
Pause button, 169
PDF button, 230
PDF files, 216
People & Pets, 191–192
phishing scams, 274–275
photo albums, 190–191
Photo Booth, 10, 157–159. See 

also FaceTime HD camera
Photos, 16, 185

and graphics, 212
iCloud Links, 201–202
iCloud Photos, 200
iCloud Shared Albums, 201
images, importing, 188–189
images, organizing, 190

keywords, 192–193
keyword searches, 194
location searches,  

194–195
People & Pets, 191–192
photo albums, 190–191

interface, 185–188
library, 93, 228
mode, editing, 195

Auto Enhance, 198
cropping and 

straightening, 196–197
filters and adjustments, 198
red-eye removal, 198

retouching, 198
rotating images, 196

synchronization, 124–125
Photos Browser, 93
Photos Retouch feature, 198
picture-in-picture display, 160
pie chart icon, 227
pinned tabs, 107, 115
Play button, 169, 196, 

199, 228, 240
playlists, 173–174. See also 

Music library
Playlists header, 169
Plexiglas, 13
plus sign button, 252
podcasts, 180, 182
pointer, 34
POP3 mail servers, 23
pop-up ads, 118
portable powerhouse, 

turning on, 19
battery management, 21–22
healthy laptop checklist, 20–21
migrating data from old 

Mac, 24–26
migrating data from 

Windows, 26–27
powering on your Neo, 19–20
setting up macOS 

Tahoe, 22–24
ports, 10
power button, 9
power cable, 9
power connection, 14
powering on your Neo, 19–20
Power On self-test, 253
power spikes, 269
Preferences folders, 258
Premium templates, 206
Preview thumbnails, 59
Previous button, 169, 176
Print All Sheets option, 229
Print button, 109
printer sharing, 153–154

printing, 58–59, 215
printing spreadsheets, 229–230
printing web pages, 115–116
Print sheet, 215
Print This Sheet option, 229
Privacy & Security pane, 267
privacy protection, 116

cookies, 116–117
iCloud Keychain 

passwords, 117
pop-up ads, 118
website notifications, 117–118

Privacy Report, 110
Profile, 110
Progress bar, 169
Public folder, 131, 138, 142, 153

Q
Quick Group, 193
Quick Look, 83, 86
Quick Note corner, 71
QuickTime video clips, 183

R
radio, internet, 178

custom Music Radio 
stations, 179–180

radio playlists, 179
streaming stations, 179

radio playlists, 179
RAID Assistant, 247
ransomware, 275
Reader panel, 113
Reading List, 105, 107, 

110, 112, 113
rebooting, 245–246
Recent Applications feature, 55
Recent Calls list, 160
recent documents, 74
Recent Items, 37
Recently Added category, 184
Recently Deleted folder, 94
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Recommendations section, 256
red-eye correction, 198
red-eye removal, 198
refurbished hardware, 278
Rehearse Slideshow, 238
Reload icon, 109
Remember icon, 3
Reminders, 83, 90–92, 159. See 

also Notification Center
Remote tab, 241
Reset Adjustments button, 197
Restart command, 249
Restore button, 261
Restore from Time Machine 

function, 261
retouching, 198
Return key, 2, 222
Reverse button, 183
Revert To command, 207
right-click menu, 33, 35
ripping audio CDs, 177–178
root account, 277
root/System Administrator 

account, 277
Rotate button, 196, 

213, 228, 240
rotating images, 196
rows and columns, 225

S
Safari, 16, 30, 37, 46, 49, 55, 57, 

60, 83, 105
bookmarks, 111–112
browser, 4
file downloads, 113
History, 114
printing web pages, 115–116
privacy protection, 116

cookies, 116–117
iCloud Keychain 

passwords, 117
pop-up ads, 118
website notifications,  

117–118

profiles, organizing 
with, 110–111

Reading list, 113
Safari window, 105–107
tabbed browsing, 114–115
visiting websites, 107–108
web navigation, 108–110
window, 105–106

Safari Settings dialog, 117, 118
Safari Translation feature, 112
Safe Boot mode, 252
Safe mode, 246
Satellite mode, 98
Save As dialog, 220
Save As PDF, 215
Save to My Shapes, 213
saving files, 260
screen, 8
Screen Mirroring icon, 123
screen saver settings, 252–253
screen sharing, 161–162. See 

also FaceTime
Screen Time, 133–135
screen wipes, 18
scroll bars, 77, 78
SDXC card slot, 188
Search box, 90, 218
Search button, 194
search criteria bar, 86
search engines, 108
searching, Spotlight, 81

basic Spotlight 
searching, 82–84

customizing Spotlight, 88
Finder Search window, 86–87
Spotlight capabilities, 84–86

Search Privacy button, 88
Search Results window, 259
Secondary Click, 35
selecting items, 43–44
selection handles, 212
Send Copy option, 230, 242
Send to Back command, 

213, 228, 239

serial number, 254
Settings dialog, 177, 182
setup and unpacking of 

MacBook Neo, 13–14
Setup Assistant, 26
Share button, 94, 101, 110, 

159, 195, 201
Shared Albums, 201
sharing, 72
sharing documents, 216
sharing-only account, 129
Sheet canvas, 220
Sheets tabs, 220
Shift key, 212, 228, 236
shortcut menu, 57
Show/Exit Tab, 109
Show Indicators for Open 

Applications, 68
Show On All Spaces, 75
Show Suggested and Recent 

Apps in Dock, 68
Show Tab Overview button, 114
Sidebar, 45, 49, 100, 106, 109
Sidecar, 123. See also Handoff
Siri voice assistant, 161
sleep mode, 15, 21, 22
slideshows, 199, 241
Slides list, 234, 235, 

238, 240, 242
Smart Albums, 190
Smart Playlists, 174
SMS text messaging, 160
SMTP mail servers, 23
software piracy, 276
software updates, 71
Software Update 

settings, 255, 262
solid-state drives, 11, 

265, 269, 270
song information, 175

automatic song 
information, 176

editing song information,  
176–177
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songs
finding, 172
removing, 173

Songs entry, 169, 170, 179
Spacebar, 37
Spaces Desktops, 51–52
speakers, stereo, 9
spell-checking while typing, 214
Spotlight, 85, 87
Spotlight search box, 25, 65, 82, 

86, 88, 151, 159, 162, 206, 
218, 220, 253, 262

Spotlight search icon, 151, 188
Spotlight searching

basic, 82–84
customizing Spotlight, 88
Finder Search window, 86–87
Spotlight capabilities, 84–86

spreadsheets, 218
opening, 219
printing, 229–230
saving, 219–220

SSL-enabled VPNs, 277
Stacks, 56–57
Stage Manager, 50–51, 69. See 

also Mission Control
standard account, 129, 134
Start Page, 107, 109–111
Startup Disk, 73
startup tone, 20
Status bar, 44, 107
stereo speakers, 9
Stop/Reload, 109
storage, 11
storage cleanup, 255

cleanup utilities, 259
Manage Storage, 256
manual cleanup, 257

associated files, 258–259
unneeded files and 

folders, 257–258
Storage entry, 72
storage space, 255

automatic macOS updates,  
262

backups, 259–260
drive maintenance, 262
saving files, 260
Time Machine, 260–262

straightening images, 196–197
streaming internet radio, 168
streaming stations, 179
SUM formula, 226
Summary pane, 180
surge protectors, 269
surge suppressor, 18
Switchers, 2, 149
synchronization pushing, 120
Sync Settings button, 180
System Data Files and Security 

Updates, 262
System Information 

window, 253
System Preferences, 25
System Settings, 21, 22, 25, 

34–38, 50, 53–56, 63, 64, 
83, 84, 87–88, 92, 94, 96, 
129, 131–133, 136, 139, 250, 
252–253, 261, 262, 278

Appearance pane, 77–78
Battery pane, 73–74
Desktop & Dock pane, 66

Desktop & Stage Manager 
settings, 69

Dock settings, 67–68
Mission Control 

settings, 70–71
widgets settings, 69–70
Windows settings, 70

Displays pane, 65–66
finding setting, 65
General pane, 71–73
iCloud settings, 76–77
Menu Bar pane, 74
Notifications settings,  

78–79
Wallpaper pane, 75–76

T
Tab bar, 106
tabbed browsing, 114–115.  

See also Safari
tables, 211–212

in notes, 94
Tab Overview display, 114
tags, 91
Tahoe Desktop, 30

Control Center, 31–32
Dock, 30–31
Finder menu bar, 33
Finder window, 33
icons, 32
menus, 32–33
widgets, 34

Tahoe Help system, 60
Tahoe Setup Assistant, 20
Tap to Click, 34
TCP/IP settings, 150
Technical Stuff icon, 3
technical support, 253

Apple Help Online, 254
local service, 253–254
macOS Help Center, 254

Techtool Pro, 244
templates, 206
text alignment, 210
text editing, 209
text formatting, 210–211
text pointer, 209
text, shapes, and graphics 

boxes, 209
Theme Chooser window, 232
Themes, 199
things to avoid, 273

laptop cleaning, 278
liquids near keyboards, 276
outdated utility software, 276
phishing scams, 274–275
refurbished hardware, 278
root account, 277
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software piracy, 276
unsecured wireless 

networks, 277–278
USB 2.0 storage devices, 274
viruses and malware, 275

3D objects, 213, 227–228
thumbnail icons, 86
Thumbnails pane, 186–187
Thunderbolt Bridge, 150
Time Machine, 73, 260–262

backups, 270, 271
external drive, 26

Tip icon, 3
toolbar, 41, 106, 208, 

210, 216, 234
Touch ID/Lock button, 19–20, 

94–95, 246, 266
trackball, 266
trackpad, 9, 276

and mouse controls, 34–36
Trackpad pane, 34
Transfer or Reset, 73
Transit mode, 98
Translate icon, 112
Trash, 54, 57–58, 251, 258
troubleshooting, 

laptop, 243, 244
Disk Utility, 247–248
First Aid, 248–249
myths, 244
rebooting, 245–246
Safe mode, 246
steps, 249

cables, 251
Disk Utility checks, 250
internet and network 

connections, 251
login items, 252
recent changes, 250
screen savers, 252–253
System Information, 253
Trash, 251
virus scans, 251

technical support, 253
Apple Help Online, 254
local service, 253–254
macOS Help Center, 254

TV app, 182–183
TV shows, 167, 182, 184. See also 

Music and TV

U
Undo command, 223
Undo feature, 191, 197
uninterruptible power supplies 

(UPS), 271
Universal Clipboard, 123
unneeded files and 

folders, 257–258
unpacking of MacBook 

Neo, 13–14
unsecured wireless 

networks, 277–278
UPS (uninterruptible power 

supply), 18
Usage History display, 22
USB 2.0, 270, 274
USB 3.0, 270
USB-A ports, 10, 18
USB-C cable, 123, 163
USB-C device, 270, 274
USB-C ports, 9, 11–12, 18, 

188, 270, 274
USB-C-to-Ethernet 

connector, 148
USB flash drives, 27, 37, 

257, 260, 274
USB printers, 58, 146
user accounts, 128–129. See also 

administrator account
access levels, 129
access management, 134–135
adding users, 129–131
deleting, 132
login items, 133–134
modifying, 131–132

username, 136

users, adding, 129–131
Users & Groups pane, 129, 

131–133, 137
Utilities folder, 247
utility software, outdated, 276

V
video card, 11
video chat, 16, 157, 159, 160.  

See also FaceTime
video clips, 157, 159
videoconferencing, 9
Viewer pane, 196–197, 199
View menu, 208
virtual private network (VPN) 

client, 277–278
viruses and malware, 275
virus scans, 251
volume controls, 183
Volume slider, 169

W
Wallpaper pane, 75–76
WAN (wide-area 

network) port, 146
Warning icon, 3
web addresses, 3
web navigation, 108–110
web pages, printing, 115–116
website notifications, 117–118
Website Settings, 110
web surfing, 16
WEP encryption, 147
widgets, 69–70, 95–96
Wi-Fi connections, 159, 163
Wi-Fi hardware, 268–269
Wi-Fi status icon, 147
Wi-Fi tile, 54
Wi-Fi wireless networking, 21
window controls, 39, 41
Windows Migration Assistant, 26
Windows PCs, 2
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Windows settings, 70
Windows-to-Mac Switcher, 26
window title bar actions, 67
wired connections, 148

joining wired Ethernet 
network, 150–151

wired network hardware, 149
wired network 

components, 149
wired network 

connections, 150
wired network setup, 149

wired networks, 143
wired/wireless network 

connection between 
computers, 25–26

wireless communications 
devices, 11

wireless connections, 144, 145. 
See also networks

connecting to existing wireless 
networks, 145

joining wireless 
networks, 147–148

wireless base 
stations, 145–146

Wireless Diagnostics, 151
wireless Ethernet, 11
wireless hardware, 

disabling, 268–269
wireless input devices, 20
wireless networking, 12
wireless networks, 

unsecured, 277–278
wireless printing, 11
Word documents, 216

WPA2 encryption, 147
WPA3 encryption, 147
wrist rest, 18
Writing Tools, 94, 214–215, 

228–229, 237

X
X button, 114, 159

Z
Zoom button, 41, 109
Zoom/Full Screen 

button, 40, 108
Zoom slider, 187


