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Index
A
About Finder (Finder menu), 79
About This Mac command, 44
Accessibility features, 10
Accessibility pane in System Settings, 362–364
Action icon, 67–68
Action menu, 29, 50
actions, setting for hot corners, 165–166
active windows, 33–34
Activity Monitor, 412–413
Add Fonts, 410
Add Tags icon, 67
address, 228
administrators, 296
Advanced Audio Coding (AAC) format, 318
Advanced pane (Finder), 86–87
AirDrop, 161

Go menu, 82
transferring files with, 290–291

AirPlay, 367–368
alerts, setting, 181
Alias icons, 69
aliases. See also Dock icons

advantages of, 70–71
creating, 71
deleting, 72
overview, 70
parents of, 72

All button (Passwords app), 413
All Fonts, 411
Always Allowed button (Screen Time pane), 196
Amazon (website), 322, 324
Analytics information, 11
App & Website Activity button (Screen Time pane), 195
App Access button, 155
App icons, 48, 49, 69
App Limits button (Screen Time pane), 195

app menu
Finder, 79–80
opening on Dock, 52–54

App Store, 257, 384
App Store command, 44
App Store icon, 49
App Switcher, 360
Appearance pane, configuring, 99–101
Apple

key, 45
logo, 9
menu, 14, 40, 43–45
website, 159

Apple ID, 11
Apple Intelligence, 22–24, 153
Apple Music, 317–319
Apple News app, 213
Apple One, 144
Apple Silicon, 399
Apple Technical Support, 400
Apple Watch, 367
Application Support folder, 122
Applications folder, 118–119
apps

browsing and buying, 348–349
Go menu, 82
launching with Spotlight, 147
opening files with, 132–133

Arcade category (App Store), 348–349
archive files, as file format for contacts, 248
Archive icon (Mail app toolbar), 260
artificial intelligence (AI), 22

Image Playground, 342–343
photos, improving with AI editing tools, 341–342

Ask Siri, 12
assigning reminders, 185–186
Attach icon (Mail app), 264
audio, controlling playback in Safari, 243
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audiobooks, buying, 336–338
Auto Mode, 12
Auto Save feature, 123–125
AutoCorrect feature, 398
automatic backup, 374–375
automatic login, 366–367

B
Back (Go menu), 81
Back/Forward icon (Safari toolbar), 232
Back icon, 28, 67
Backblaze, 378
Backgrounds tab, 283
backup

multiple, 378
overview, 20, 373, 374
restoring whole Mac from Time Machine 

backup, 377–378
with Time Machine, 374–378

badge, 349
Baen, 338
Basic mode (Calculator app), 406
Battery Health, 365
Battery pane, 364–365
blocking

connections, 382
senders in Mail app, 279

blue/black/gray screen of death, 10
Bluetooth

keyboard, 14
sharing items via, 313

Bluetooth pane, 366
bookmarks

finding in sidebar, 235–236
for pages, 235

Books app, 336–339
Bring All to Front command, 39

C
Calculator app, 406–407
Calendar app

calendar list, 177
Contacts app and, 246

creating calendars, 177–178
creating events, 179–181
deleting calendars, 179
managing events, 179–181
overview, 175
publishing calendars, 178
sharing calendars, 178
views, 176

Calendar icon, 49
Calendar list, 177
Caps Lock, 13
card, 199
care, of Macs, 19–21
categories (Mail app), 259–260
Categories screen (App Store), 349
Center command, 38
Charging dialog, 365
ChatGPT Extension button, 155
chatting, with Messages app, 281–285
Cheat Sheet (website), 4
check boxes, 35
Clean Up By command, 78–79
Clean Up command, 78
Clean Up tool, 341
Clear button, 204
clicking, 16
Clipboard

copying files/folders, 157–158
overview, 155–157
pasting from, 158
Universal Clipboard, 158–159

clock, 16
Close button, 15, 28, 30
closing windows, 36–37
Codes button (Passwords app), 413
color settings, 100
Column Browser (Music app), 326–327
Column view, moving through folders using,  

72–74
Comma-Separated Values (CSV), as file format for 

contacts, 248
Command key, 45
commands

disabled, 42–43
giving via keyboard shortcuts, 45
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Communication Limits button (Screen Time  
pane), 196

Communication Safety button (Screen Time pane), 196
compressing files, 143–144
Computer (Go menu), 82
Computer folder, 118
Connect to Server (Go menu), 83
connections

blocking, 382
iPads, 370–371
limiting, 382
Macs, 370–371

contacts, restoring, 376–377
Contacts app

adding contacts, 246–247
attaching images to people in, 283
creating basic lists, 249–250
deleting lists/smart lists, 251–252
importing contacts from other apps, 247–249
overview, 245–246
sending emails from, 267
setting up smart lists, 250–251
syncing contacts across devices, 251–252
using FaceTime, 253–255
using Maps app with, 201–202

Contacts icon, 49
container, 68
Content & Privacy button (Screen Time pane), 196
contextual menus

choices on, 61–62
moving files to Trash using, 50
overview, 17, 41–42

continuation menus, 43
Continuity Camera, 350–351
Control Center, 16, 174, 223–224
control-click, 17
convenience, as an advantage of aliases, 70–71
conversations, pinning in Messages app, 285
Copy command, 156–157
Create category (App Store), 349
Current Location icon, 197–198
custom routes, creating, 207–208
Cut command, 156–157
Cycle through Windows command, 38
cycling directions, getting, 207

D
Dark mode, 12, 348
data

backing up, 20
transferring, 11

default icons
Dock, 49–50
toolbar, 67–68

Delete icon (Mail app toolbar), 260
Deleted button (Passwords app), 414
deleting

aliases, 72
calendars, 179
email messages, 268
files/folders, 144
icons from Dock, 57
lists, 251
Safari profiles, 242
smart lists, 251
users, 300
web apps in Safari, 243

desktop
adding widgets to, 90–92
cleaning up desktop automatically with Stacks, 89–90
components of, 26
macOS, 14–16
organizing with Mission Control, 166–168
overview, 25, 63–66
toolbar, 66–68

Desktop (Go menu), 82
Desktop & Dock pane (Settings app), 101–103
Desktop folder, 64, 121
Details dialog, 229, 230
Develop category (App Store), 349
dialogs, using with Macs, 34–36
Dictation feature, 352–354
disabled commands, 42–43
disconnecting iPads/Macs, 371–372
Discover category (App Store), 348
disk icons, 48, 60, 69
Disk Utility, 387
disks

connecting to, on remote Macs, 305–308
sharing by setting permissions, 301–304
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displays
adding second, 400–401
choosing options, 371
turning off, 98–99

Divider icon, 50
Do Not Disturb feature, 188
Dock

adding icons, 55–57
configuring settings, 58–62
customizing, 55–62
default icons, 49–50
icons, 53
opening app menus on, 52–54
opening files from, 55
overview, 16, 26, 47–48
removing icons, 57
resizing, 57–58
Trash, 50–51

Dock icons, adding, 55–57
document icons, 48, 69
documents

saving, 123–129
Documents (Go menu), 82
Documents folder, 121, 137
double-clicking, 16–17
Downloads (Go menu), 82
Downloads folder icon, 50
Downtime button (Screen Time pane), 195
drag, 17
drag-and-drop, opening files with, 131
driving directions, getting, 204–206
DRM-free, 338
drop shadow, of active windows, 34
Duplicate feature, 128–129
Dynamic Host Configuration Protocol (DHCP), 225

E
ebooks, buying, 336–338
eBooks.com, 338
ellipsis (. . .), 42, 340–341
email messages. See Mail app
Emoji & Symbols icon (Mail app), 264
emojis, creating using Apple Intelligence, 23
emptying Trash, 52

Enable Location Services, 11
Enclosing Folder (Go menu), 82
Energy pane, 365–366
ePubs, importing, 338
Ethernet

connecting Macs to networks via, 230–231
defined, 288

Ethernet port, 288
Ethernet switch, 292
events, creating and managing, 179–181
Expressive Voices Preview switch, 155
Extend, 23
Extend tool, 341

F
FaceTime app

Contacts app and, 246
making calls, 253–255
overview, 252–253
starting calls from Messages app, 284
using SharePlay during calls, 255

FaceTime icon, 49
Family Passwords button (Passwords app), 414
favorites, managing, 235–236
Favorites bar, 235–236, 261
File menu, moving files to Trash using, 50
File Sharing dialog, 304
files

adding to sidebar, 83–84
assigning types to apps, 132–133
compressing, 143–144
copying using Clipboard, 157–158
deleting, 144
finding missing, 115–116
finding using Spotlight, 148–152
folders compared with, 136
moving, 141–142
opening from Dock, 55
opening from Finder, 130–133
organizing into folders, 135–141
renaming, 143
restoring, 51, 376–377
selecting multiple, 142–143
setting up sharing, 292–295
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transferring in Messages app, 284
transferring via Mail Drop, 278–279
transferring with AirDrop, 290–291

FileVault, 382–383
Fill command, 38
Filter Field feature (Music app), 326
Filter icon (Mail app toolbar), 260
Find command, 149–151
Find My, 11
Finder

aliases, 70–72
icons, 69–70
menus, 79–83
opening files from, 130–133
overview, 26, 63
settings, 84–87
views, 72–79
windows, 83–87, 409, 415

Finder icon, 49
First Aid option (Disk Utility), 386–387
Flag/Unflag icon (Mail app toolbar), 261
flashing question mark, 10
flexibility, as an advantage of aliases, 71
Focus feature, 188–190
folder icons

customizing, 83
menu settings, 60–62
overview, 48, 69

folder structure
Applications folder, 118–119
Computer folder, 118
Home folder, 120–121
Library folders, 119–123
nested folders, 117–118
overview, 116–117
System folder, 120

folders
adding to sidebar, 83–84
connecting to, on remote Macs, 305–308
copying using Clipboard, 157–158
creating, 137–138
deleting, 144
files compared with, 136
finding using Spotlight, 148–152
moving, 141–142
moving through, 72–74

organizing files into, 135–141
pop-up menu for, 81
renaming, 143
selecting multiple, 142–143
shared by default, 300–301
sharing by setting permissions, 301–304
smart, 139–141
spring-loaded, 138–139
stopping sharing, 304
subfolders, 136–137
viewing in List view, 74–76

Font Book, 409–411
Fonts folder, 122
Force Quit command, 44
Format icon (Mail app), 263
Forward (Go menu), 81–82
Forward icon, 28, 67, 260
Freeform, 161
Freeform icon, 49
Full Screen Tile command, 38
funds, adding and removing, 211

G
Gallery, 217–218
Gallery view, 76–77
General pane (Finder), 84–85
Genius playlists, 328, 330–331
Go menu, 81–83
Go to Folder (Go menu), 83
Google Play, 338
Grid view, 410
Group By menu, 28
Group By/Sort By icon, 67
group text chat, 282
groups, 249–250, 296, 302
guests, 296–297
Guides feature, 203
gumdrop buttons, 29

H
Handoff feature, 368
Header Fields icon (Mail app), 264
help, getting, 21–22
Hide Finder (Finder menu), 80
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Hide Others (Finder menu), 80
Highlights feature (Safari), 238
Histograms, 365
Home (Go menu), 82
Home folder, 120–121
home/home-office networks

overview, 289–290
setting up, 292

Home screen, 360
Home Sharing, 313
hot corners, setting actions for, 165–166

I
iCloud

overview, 144–146
storage in, 390
website, 186

iCloud+, 144–146
iCloud Drive, 82, 144–146, 295
Icon view, 74
icons

on desktop, 26
explained, 3–4
Finder, 69–70
overview, 63, 68–69
removing from Dock, 57
toolbar (Mail app), 260–261

iMac, 9
Image Capture, 416
Image Playground, 23, 283

creating images with, 342–343
images

attaching to people in Contacts app, 283
creating with Image Playground, 342–343
marking up, 278
restoring, 376–377
using Apple Intelligence to create and edit, 23

iMessage, 280–281
importing

contacts, 247–249
ePubs, 338

inactive windows, 33–34
indexes, adding and removing, 211
Info pane, 282–283

Info window, 87–89, 180
Ink pane, 366
Inspector window, 180
installing security updates, 381–382
instant messaging (IM), 279. See also  

Messages app
integrity, as an advantage of aliases, 71
Internet connection

choosing an Internet service provider (ISP), 223
controlling audio and video playback, 243
creating profiles, 239–242
creating web apps from websites, 242–243
customizing toolbar, 232–233
via Ethernet, 230–231
managing Wi-Fi networks, 226–230
overview, 221–222
removing distracting items, 239
Safari Highlights feature, 238
Safari sidebar, 233–238
sharing, 311–312
using passkeys, 243–244
web browsing with Safari, 231–244
via Wi-Fi, 223–226

Internet Protocol address (IP address), 225
Internet router, 222
Internet service provider (ISP), 223
invitations, to events, 180
IP address tracking, 229
iPads

connecting, 370–371
disconnecting, 371–372
using as extra displays, 401

iPhone Mirroring, 49, 359–361
iTunes Match, 317–319
iTunes Store, 323–324

J
Junk icon (Mail app toolbar), 260

K
Keep Conversations button, 155
kernel panic, 10
Keyboard pane (System Settings app), 103–106
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keyboard shortcuts
giving commands via, 45
overview, 396–397
Spotlight Search, 151–152

Keyboard Shortcuts dialog, 105–106
keyboards

layout, 14
moving files to Trash using, 50
overview, 398
for scrolling, 32

Known Networks, 227

L
Language button, 154–155
LDAP Data Interchange Format (LDIF), as file format for 

contacts, 248
Library folders, 119–123
Light mode, 12, 348
limiting connections, 382
Liquid Glass effect, 100
List view, 74–76, 410
listening

to Radio, 325–326
to voice memos, 215

lists
creating basic, 249–250
renaming, 183
sharing, 185–186

local devices, 288
Location Services, 11
Lockdown mode, 383–384
logging in, 12–14
Low Data Mode, 229
Low Power Mode, 364, 365

M
Mac mini M4, 9
Mac Pro, 9
MacBook, 9
MacBook Neo, 403
macOS

desktop, 14–16
overview, 7–8
reinstalling, 389

setting up, 10–12
troubleshooting, 386, 388
uses for, 8–9
versions, 8

Macs
care of, 19–21
connecting, 370–371
disconnecting, 371–372
putting to sleep, 18
shutting down, 18–19
turning on, 9–10
using dialogs with, 34–36

Magnification slider (Dock), 59
Mail app, 161

blocking senders, 279
categories, 259–260
changing settings, 273–274
checking mail, 268–269
composing messages, 261–265
managing mailboxes, 271–273
marking up images/PDF documents, 278
muting senders, 279
overview, 258
proofing messages, 265–267
rewriting messages with Writing Tools, 265–267
rules for mail, 275–277
running slide shows from Quick Look, 277–278
sending email from Contacts app, 267
setting up, 258–259
signing mail, 274–275
spam, 269–271
toolbar icons, 260–261
transferring large files via Mail Drop, 278–279
unsubscribing, 279

Mail Drop, transferring large files via, 278–279
Mail icon, 49, 257
mailboxes, managing, 271–273
malware, 379–380
Map Mode icon, 199–200
Maps app

creating custom notes, 207–208
finding current location, 197–198
finding cycling directions, 207
finding directions for public transportation, 206
finding driving directions, 204–206
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Maps app (continued)

finding people, places, and things, 198–199
finding real-time traffic info, 208
finding route maps, 204–206
finding walking directions, 206
Guides feature, 203
panning, 199–201
Places feature, 202
Recents feature, 204
using with Contacts, 201–202
viewing, 199–201
zooming, 199–201

Maps icon, 49
marking up images/PDF documents, 278
media

in Music app, 322–327
sharing, 312–313

Media Access Control (MAC) address, 228
Menu bar, 14
menus

Apple menu, 40, 43–45
contextual, 41–42
disabled commands, 42–43
overview, 15, 25, 40
submenus, 43

Merge All Windows command, 39
message viewer window, 258
Messages app, 161

chatting, 281–285
iMessage, 280–281
overview, 279

Messages icon, 49
Migration Assistant, 11, 414
Minimize button, 28, 30
Minimize command, 38
minimizing windows, 29–31
mirroring, 359–361
Mission Control

organizing desktops and spaces, 166–168
overview, 163
setting actions for hot corners, 165–166
setting parameters, 163–165

More button (. . .), 201–202
More Gestures tab (Trackpad pane), 109, 110
Mouse pane (System Settings app), 106–108

Move & Resize command, 38
Move icon (Mail app toolbar), 261
Move Tab to New Window command, 39
Movie Inspector window (QuickTime Player), 335
moving

through folders, 72–74
windows, 37

multimedia
Books app, 336–339
Image Playground, 342–343
Photo Booth app, 343–344
Photos app, 341–342
Podcasts app, 339–341
Preview app, 344–345
QuickTime Player, 334–335
TV app, 335–336

Multimedia Messaging Service (MMS), 280
Music app

adding songs, 322–325
Apple Music, 317–319
creating regular playlists, 328–329
Genius playlists, 330–331
getting started, 319–322
iTunes Match, 317–319
listening to Radio, 325–326
playlists, 327–331
smart playlists, 329–330
working with media, 322–327

Music icon, 49
muting senders in Mail app, 279

N
naming voice memos, 216
nested folders, 117–118, 135–136
Network (Go menu), 82
networks

defined, 288
home/home-office, 289–290, 292

New icon, 4
New Message icon (Mail app toolbar), 260
New Tab Group icon (Safari toolbar), 232
New Tab icon (Safari toolbar), 233
News+, 214
News app, 213
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News icon, 49
No Access permission, 305
Notes app, 161, 190–194, 417
Notes icon, 49
Notification Center, 91–92

adjusting settings, 186–188
overview, 186
using, 188

Notifications button (Screen Time pane), 195
Notify Me, 23
Num Lock, 13

O
online vendors, 324
opening

app menus on Dock, 52–54
dialogs with Macs, 34–36
files from Dock, 55
Trash, 51
windows, 36–37, 72–79

Opens To button, 155
Option-key characters, 138
Options button, 205
organization, as an advantage of aliases, 71
Output & Input section (Sound pane), 112
owners, of folders, 302

P
Page Menu icon, 237, 238
Page Up/Down keys, 32
panning, in Maps app, 199–201
parameters, setting for Mission Control, 163–165
parents, of aliases, 72
passkeys, 243–244
Passkeys button (Passwords app), 413
passwords

changing, 384
changing for accounts, 308–309
requiring, to resume after sleep/screen saver, 384
resetting for accounts, 309–310

Passwords app, 413–414
Paste command, 156–157
pasting, from Clipboard, 158
Path bar, 29

PDF files
adding to Books app, 339
marking up, 278

people, finding, 198–199
permissions, sharing folders/disks by setting, 301–304
Personal Hotspots, 226
Phone app, 361–362
Photo Booth app, 343–344
Photos app, 161, 341–342
Photos icon, 49
Pickups button (Screen Time pane), 195
pinning conversations, in Messages app, 285
places, finding, 198–199
Places feature, 202
plain mailboxes, 271–272
Play category (App Store), 349
playlists (Music app), 327–331
Podcasts app, 339–341
Podcasts icon, 49
Point & Click tab (Trackpad pane), 109
pointing, 16
polls, 282
pop-up menus, 35, 81
power button, 9
power cycling, 223
Preferences folder, 122–123
Preview app, 344–345
Primary category (Mail app), 259
printers, sharing, 312
Privacy & Security pane (System Settings), 384–385
Private Cloud Compute, 24
processor speed, 399
profiles, creating in Safari, 239–242
Programmer mode (Calculator app), 406
prohibitory signs, 10, 386–387
Project Gutenberg, 338
Promotions category (Mail app), 259
proofreading

email messages, 265–267
in Messages app, 284
using Apple Intelligence, 23

protocols, 288
public-domain fonts, 409
Public folder, 121, 300–301
public transportation, getting directions for, 206
publishing calendars, 178
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Q
Quick Look feature

opening files from, 131
overview, 159–161
running slide shows from, 277–278
Share menu, 161–162
Slideshow (full-screen) mode, 162

Quick Note, 194
QuickTime Player, 334–335

R
Radio, 325–326
radio buttons, 35
RAM, adding, 400
Read & Speak feature, 357–359
Read & Write permission, 305
Read Only permission, 305
Reader view, 237–238
reading email messages, 268
Reading List, 236–237
real-time traffic info, getting, 208
Recent Folders (Go menu), 82
Recent Items command, 44
Recents feature, 82, 204
Recents folder, finding files using, 116
recording voice memos, 214–215
Recovery HD, 386–389
Reframe tool, 341–342
regular playlists, 327–329
reinstalling macOS, 389
Remember icon, 3
Reminders app, 161

assigning reminders, 185–186
creating reminders, 183–185
getting started, 182–183
managing reminders, 183–185
overview, 181
sharing lists, 185–186

Reminders icon, 49
Reminders widget, 90
remote devices, 288
remote Macs, 305–308
renaming

files/folders, 143
lists, 183

repair, 389
Reply All icon (Mail app toolbar), 260
Reply icon (Mail app toolbar), 260, 263
resetting account passwords, 309–310
resizing

Dock, 57–58
screens, 360
windows/window panes, 37

resolution, changing, 398–399
Responses button, 155
restoring files, contacts, and photos,  

51, 376–377
restoring whole Mac from Time Machine 

backup, 377–378
rewriting

email messages, 265–267
in Messages app, 284
text using Apple Intelligence, 23

Rich Communication Services (RCS), 280
right-click, 17
router, 222
routes

creating custom, 207–208
getting route maps, 204–206

rules, for Mail app, 275–277

S
Safari. See web browsing (Safari)
Safari icon, 49
Safe mode, booting into, 387–388
Samples view, 410
Save As dialog, 128–129
saving documents, 123–129
scanners, sharing, 312
Scientific mode (Calculator app), 406
Screen Distance button (Screen Time pane), 196
screen saver, setting, 96–98
Screen Time, 12, 195–196
screens

resizing, 360
sharing, 310–311

Screenshot, 407–409
Scroll & Zoom tab (Trackpad pane), 109–110
scroll bars, settings for, 100
scrolling windows, 31–33
Search field icon (Mail app toolbar), 261
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Search icon, 29, 68
Search or Enter Website Name icon (Safari 

toolbar), 232–233
searching

in Mail app, 261
in Messages app, 285
using Apple Intelligence, 23

second backup, creating, 378
security

blocking connections, 382
FileVault, 382–383
installing updates, 381–382
limiting connections, 382
Lockdown mode, 383–384
malware, 379–380
overview, 379
setting options for, 384–386
viruses, 379–380

Security button (Passwords app), 414
selection rectangle, 142
Send icon (Mail app), 265
Send Later icon (Mail app), 265
senders, adding to Contacts app, 269
sending

emails from Contacts app, 267
emails from Messages app, 285

Service Set Identifier (SSID), 224
Services (Finder menu), 80
settings

changing for Mail app, 273–274
configuring for Dock, 58–62
Finder, 84–87
Finder menu, 79
Notification Center, 186–188
website-specific, 237

setup
file sharing, 292–295
home/home-office networks, 292
macOS Golden Gate, 10–12
Mail app, 258–259
smart lists, 250–251

Share icon, 67
Share menu, 28, 161–162
Share/More Menu (QuickTime Player), 335
Share pop-up menu icon (Safari toolbar), 233

Shared (Go menu), 82
Shared folder, 300–301
Shared with You (Safari sidebar), 235
SharePlay feature, 255
shareware, 409
sharing

another Mac’s screen, 310–311
calendars, 178
changing account passwords, 308–309
connecting to shared disks/folders on remote 

Macs, 305–308
folder/disks by setting permissions, 301–304
folders by default, 300–301
groups, 296
guests, 296–297
home/home-office networking, 289–290
Internet connection, 311–312
items via Bluetooth, 313
lists, 185–186
media, 312–313
overview, 287
printers, 312
resetting account passwords, 309–310
scanners, 312
screen in Messages app, 284
setting up file sharing, 292–295
setting up home/home-office networks, 292
terminology for, 288–289
transferring files with AirDrop, 290–291
users, 295–300
voice memos, 217

Sharing Only account, 297
sheets. See dialogs
Short Message Service (SMS), 280
shortcut. See Dock icons
shortcut menus, 17, 41–42
Shortcuts app, 217–218
Show All (Finder menu), 80
Show/Hide Sidebar icon (Safari toolbar), 233
Show/Hide Tab Overview icon (Safari toolbar), 233
Show Next Tab command, 39
Show Previous Tab command, 39
Show Sidebar/Hide Sidebar (Mail app toolbar), 261
Shut Down commands, 45
shutting down, 18–19
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sidebar
adding files/folders, 83–84
icon settings, 100
overview, 29
Safari, 233–238

Sidebar pane (Finder), 86
Sidecar, 401
signing email messages, 274–275
Siri AI, 22, 218

customizing, 154–155
overview, 16
uses for, 152–153
using Apple Intelligence, 23
working with, 153–154

Siri app, 154
Siri audio interface, 154
Siri bar in Spotlight, 153
Size slider (Dock), 58
sleep, 18, 98–99
slide shows, running from Quick Look, 277–278
Slideshow (full-screen) mode, 162
Smart Activation dialog, 189
smart folders, 139–141
smart lists, setting up, 250–251
smart mailboxes, 272–273
smart playlists, 327, 329–330
Smashwords, 338
solid-state drive (SSD), 401–402
songs, adding in Music app, 322–325
Sort By command, 77–78
Sound Effects section (Sound pane), 111
Sound pane (System Settings app), 110–112
space, 96
spacebar, in Music app, 320
spaces, organizing with Mission Control, 166–168
spam, 269–271
Spatial Reframing, 23
splitting windows, 29–31
Spotlight

finding files/folders, 148–152
finding files using, 115
launching apps with, 147
Siri bar in, 153

Spotlight menu, 151–152

spring-loaded folders, 138–139
Stacks feature, 89–90
Stage Manager

enabling, 168–170
overview, 102, 168
using, 171–174

standard user account, 297
startup disks, 64
status bar, 29, 66
Stickies applet, 416–417
stocks, adding and removing, 211
Stocks app

adding stocks, funds, and indexes, 211
charting a course, 212
overview, 210–211
removing stocks, funds, and indexes, 211
viewing details for items, 211–212

Stocks widget, 90
storage, adding, 402–403
Storage feature, 390–391
stories, reading, 213
subfolders, 117, 136–137
submenus, 43
switch, 289
Sync Library, 318
syncing contacts, 251–252
System folder, 120
System Information, 415
System Settings

Accessibility pane in, 362–364
command, 44
navigating, 93–95

System Settings icon, 49

T
Tab Group icon (Safari toolbar), 232
tab groups, on Safari sidebar, 233–235
Tab-Separated Values, as file format for contacts, 248
tabs, 35
Tags menu, 29
Tags pane (Finder), 85–86
tapbacks, 284
Technical Stuff icon, 3
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Ten Thumbs Typing Tutor, 397
Terminal, 415
Terms and Conditions, 11
text

applying effects in Messages app, 284
formatting in Messages app, 284

text chat, 281
text-entry fields, 35
Text Replacement feature, 398
3D maps, 200–201
Thunderbolt, 402–403
Time Machine, 20–21

backing up macOS with, 374–378
restoring whole Mac from, 377–378

time-saving tools
Clipboard, 155–159
Control Center, 174
Mission Control, 163–168
overview, 147
Quick Look, 159–162
Siri AI, 152–155
Spotlight, 148–152
Stage Manager, 168–174

Tip icon, 3
title, window, 28
title bar, of active windows, 34
toolbar

of active windows, 34
Mail app, 260–261
overview, 66–68
Safari, 232–233

tools, 405–417. See also time-saving tools
Touch ID, 12
trackpad, 17–18
Trackpad pane (System Settings app), 108–110
traffic info, getting in real-time, 208
Transactions category (Mail app), 259
transcribing voice memos, 215
transferring

files with AirDrop, 290–291
large files via Mail Drop, 278–279

Trash, 50–51, 144
Trash icon, 50, 52
Trim control (QuickTime Player), 335
trimming voice memos, 216–217

troubleshooting
opening files, 131–132
overview, 10, 386
Recovery HD, 386–389
Storage feature, 390–391

turning off display, 98–99
turning on, 9–10
TV app, 335–336
TV icon, 49
two-finger swipe, 33
typeface. See Font Book
TypeRacer, 397
typing skills, improving, 397–398
TypingTest, 397

U
uninterruptible power supply (UPS), 20
Universal Clipboard, 158–159
Universal Control feature, 368–372
Unix, 412
unsubscribing, in Mail app, 279
updates, security, 381–382
Updates category

App Store, 349
Mail app, 259

Use Extension switch, 155
Use Groups command, 77
Use Stacks command, 90
users

changing, 299
creating, 297–300
overview, 296
removing, 300

Users folder, 116–117
Utilities (Go menu), 82

V
vCard, 248, 267
versions, 8, 123–124
video, controlling playback in Safari, 243
View buttons, 28
View icons, 67
View menu (Stocks app), 212



432      macOS Golden Gate For Dummies

30_9781394457526-bindex.indd 432	 Trim size: 7.375 in × 9.25 in� September 22, 2026 7:33 AM

View Options icon (Mail app toolbar), 260
viewer window, 258
views

Calendar, 176
details for items, 211–212
List view, viewing folders in, 74–76
in Maps app, 199–201

virtual private network (VPN), 229
viruses, 379–380
Vision section (Accessibility pane), 363
Visual Basic for Applications (VBA), 379
VLC (website), 335
Voice button, 155
Voice Control feature, 354–356
voice memos

naming, 216
recording, 214–215
sharing, 217
transcribing, 215
trimming, 216–217

Voice Memos app, 214–217
voice messages, sending in Messages app, 284
VoiceOver feature, 356–357
volume, 65–66
VueScan, 416

W
walking directions, getting, 206
wallpaper, 14–15, 96–98
Warning icon, 4
Weather widget, 90
web apps, creating from websites in Safari, 242–243
web browsing (Safari), 22, 23

controlling audio and video playback, 243
creating profiles, 239–242
creating web apps from websites, 242–243
customizing toolbar, 232–233
Highlights feature, 238
overview, 231
removing distracting features, 239
sidebar, 233–238
using passkeys, 243–244

webpages, bookmarking, 235

website-specific settings, 237
Wi-Fi button (Passwords app), 413–414
Wi-Fi connection, 11, 223–230
Wi-Fi pane (System Settings app), 225
widgets, 16

adding to desktop, 90–92
Widgets section (Desktop & Dock pane), 102
wiggle (jiggle), 17
Wiley (website), 2
windows

active, 33–34
closing, 36–37
components of, 27–29
Finder, 83–87
inactive, 33–34
Info, 87–89
minimizing, 29–31
moving, 37
opening, 36–37, 72–79
overview, 15, 25
rearranging, 38–40
resizing, 37
resizing panes, 37
scrolling, 31–33
splitting, 29–31
working with, 36–40
zooming, 29–31

Windows section (Desktop & Dock pane), 102–103
Work category (App Store), 349
Write Only permission, 305
Writing Tools feature, 265–267
Writing Tools icon (Mail app), 264

Y
YouTube, 334

Z
Zoom button, 28–30, 38
zooming

in Maps app, 199–201
windows, 29–31


