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Tips and tricks for laptops




Saving file conventions

» Assignment Title_Last Name_First Name



Shift Command 4 Screen Shot

Mac Keyboard Shortcuts

AN 2015

KEY COMBINATION WHAT IT DOES
CMD-C Copy
CMD-X Cut
CMD-V Paste
CMD-A Select All
CMD-P Print
CMD-Z Undo

CMD-SHIFT-Z Redo

s



Changing windows

« Command + Tab change program windows
« command+ ~ Change windows inside a program



Messages/advanced techniques
Outlook on the web

Office 365 = Outlook
Select £* > Display settings > Focused

Inbox.
Inbox

Under When email is received, select Don't | 54 | S00gle
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Click OK. NOTE: If you don't see this option, your version of Outlook
might not include this feature. We often release new
features to members of the Insiders program first. After
that, we release them via updates to your Office

programs.
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One-finger click
The entire trackpad

is the button, so
you have lots of
space to click.

Pinch
Pinch to zoom In

and out of photos,
increase font sizes
in web pages, and
more.

Right-click
Perform right-click

functions by clicking
a corner of your
trackpad or by
pressing two fingers
anywhere.

Swipe
Swipe with three

fingers to move
forward and back in
your web browser or
move through your
photos.

Scroll
Use two fingers to

scroll up and down
Or across a page —
perfect for long
documents and
large images.

Rotate
Rotate with two

fingers to quickly
reorient a photo or
PDF.




Dashboard

* Hit Plus to Add Translator



Air drop command shift R

®) AirDrop

Favorites
E) All My Files
@) Airbrop
/~: Applications

(-] Desktop John Appleseed

Devices

Q Remote Disc

Tags
@ Red

@ Orange Jane Appleseed Eddy Bedock
Yellow

@® Green
AirDrop lets you share instantly with people nearby.

® Blue Allow me to be discovered by: Contacts Only ~ Don’t see who you're looking for?

@ Purple
X 3 items




Select File to always open with
right click file

Karl's Daily Songs for Class

Clean Up Robot (Mark D. " o = L # -

Favorites ~  Date Modified

pencll ILJarr\l V.hdnr"a".nh P p Robot (Mar...Collaboration). mp4 Today, 4:06 PM

Open
M Open With

Move to Trash

Rename

Compress “Clean Up Robot (Mark D. PencilHarry Kindergarten Music Collaboration).mp4”
Duplicate

Make Alias

Quick Look “Clean Up Robot (Mark D. PencilHarry Kindergarten Music Collaboration).mp4*
Share >

Copy “Clean Up Robot (Mark D. PencilHarry Kindergarten Music Collaboration).mp4”

Show View Options

Tags...
@

Encode Selected Video Files
Rename with NameChanger
Reveal in Finder




Click on Open With -> Change All

: MPEG-4 movie

. 9,003,759 bytes (9 MB on disk) H d

: Machitosh HD » Users » ksuits » a rry K' n erg a r
Documents » Karl's Daily Songs

for Class | C CO I | a bO I'a t l O n‘ = Are you sure you want to change all similar

Created: Today, 4:05 PM - documents to open with the application
Modified: Today, 4:10 PM . "VLC"?

Stationery pad
Locked

Eaunritac

This change will apply to all documents with extension
ll.mpdll.
More Info:

‘ Cancel
Name & Extension:

Comments: » -
" | § JELCH < 642K =
Open with: ‘ ' @ Documents

& VLC <
Use this application to open all documents Download Mp4

lixe this one.

0 Downloads

Devices
Download MP4 (HD) © Remote Di...

Preview:
Shared

Download MP3 @ 2




research

* Microsoft Academic
« Google scholar
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