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Introduction

Apple introduced the first Mac on January 24, 1984. Since that day, tens of thousands of designers, managers, and programmers have come and gone through this massive corporation, leaving their imprints on the Mac and its operating system along the way.

They’ve added and subtracted jacks and connectors, invented and retired software features, and reconceived software designs over and over again. After 37 years of this, you might expect the Mac operating system to be a hot mess.

Impressively enough, many of the original Mac’s founding principles are still at work today. The general philosophy still goes like this: Offer amazing technology, but hide as much of the complexity as possible.

And also this: Give all the different apps roughly the same design, so Mac owners have less to learn. Use the same keyboard shortcuts everywhere. Put the buttons and menus in consistent places.

Oh—and make it all look beautiful. As Steve Jobs said in 2000, upon unveiling Mac OS X: “We made the buttons on the screen look so good you’ll want to lick ’em.”

A Little History

Every year, Apple introduces a new version of macOS. For many years, these updates were nicknamed for big cats (Jaguar, Tiger, Leopard, and so on). Apple was just about to run out of big cat names—it couldn’t quite bring itself to release “Mac OS X Ocelot”—when the policy changed. These days, each release is named after a beloved place in California. There was Mavericks, Yosemite, El Capitan, Sierra, High Sierra, Mojave, Catalina—and now, at last, macOS Big Sur. (The macOS versions have numbers, too—Big Sur is technically macOS 11—but few people know them.)

And how does Apple entice you to upgrade each year? It really has only one lever to pull: Add more features.

Well, also Make things run faster and Periodically redesign things to look cooler. But mostly it’s Add more features.

On one hand, adding so much to the Mac means nobody gets left behind. Parents get more internet safety features for their kids. Game-company software engineers get new APIs for driving graphics circuitry. Professionals with mobility limitations get to operate the Mac with head gestures and facial expressions.

On the other hand, pretty soon, there are simply too many nuances and features for the average person to master.

How This Book Was Born

Hello there, I’m David.

I wrote my first Mac book, Macs for Dummies, in 1992. It managed to cover every feature of the Mac operating system in 338 pages.

In 2001, I wrote Mac OS X: The Missing Manual. The goal, once again, was to cover the entire operating system, all 50 apps that came with it, and all Mac models.

But each year, Apple introduced a new version of the operating system with more features; each year, I updated the book to cover the new stuff; and each year, the book got thicker. Eventually, it was 850 pages long, weighed 3 pounds, and still didn’t cover everything—I’d started offloading entire chapters as downloadable PDF files.

Through the decades, I’ve never stopped teaching people the Mac in person, over the internet, or (shudder) over the phone. Those teaching experiences produced a little voice deep inside me, which eventually grew to be a very big voice. And what it kept shouting was, “NOBODY CARES ABOUT EVERYTHING!”

You want to learn the Mac, yes—but good instruction isn’t just walking through a thousand features and telling you what each one does. It’s also curation. It’s telling you which features are even worth knowing about and explaining when you might use them. It’s distinguishing between features Apple is excited to promote (or once was, years ago) and truly great features that never got any marketing love.

That’s the idea behind Mac Unlocked: to teach you the features you’ll actually find valuable, in the right order, with the right emphasis. (As for the title: It’s a little pun. Of course, you want to unlock the power within your Mac—but you also have to unlock it with your password or fingerprint before you can even begin.)

Eight Principles of the Mac

So what are those basic elements of the Mac’s design that live on after so many years? Here’s a sampling—intended not only for historical purposes, but to give you some starter insight into the way macOS works.


	
The [image: ] menu controls the Mac itself. At the top left of your screen, at almost all times, sits the [image: ] menu. It’s there no matter what app you’re using, and it always contains important commands that affect the entire Mac. They include System Preferences (the Mac’s settings-control panel), Restart, and Shut Down.
[image: Image]



	
A menu ellipsis (…) means a dialog box will open first. Some menu commands include an ellipsis (for example, Restart…). Those three dots tell you that choosing this command won’t do anything immediately; first, a dialog box will appear, in which you have to answer a question or two. (In the case of Restart… that question is “Are you sure?”)




TIP: Here’s another time-honored Mac feature: If you’re pressing the Option key on your keyboard as you choose one of the [image: ]-menu commands, the ellipsis doesn’t appear, and neither does the “Are you sure?” box.

The Option key, in other words, means, “Yes, I’m sure I want to restart. Final answer.”




	
The second menu controls the app you’re using. The menu next to the [image: ] menu is the application menu. It exists for two reasons. First, it tells you what app you’re using. It might say Calendar, Notes, or Safari—or Finder, when you’re at the desktop.
Second, it contains commands that pertain to the running of that app—most importantly Quit.






NOTE: You don’t need to quit every app as you finish using it. These days, the Mac is perfectly capable of keeping lots of apps open simultaneously without slowing down or coughing nervously.




	
The blue, lower-right button always means “yes.” Every dialog box offers buttons that let you close the box and proceed. Cancel is usually one of them. But the other one—called OK, Continue, Save, Print, or whatever—is always blue, always in the lower-right corner, and always the button that means “Yes, let’s proceed.” It’s what Apple calls the default button.
[image: Image]

And why do you care? Because you can always “click” the default button by pressing Return on your keyboard, which is usually more efficient than using the mouse or trackpad.



	
You can click any part of things. It’s just a little gift, but a sweet one: You don’t have to click squarely on a checkbox or a slider handle. You can be a little sloppier, and the Mac still understands.
[image: Image]



	
The Mac is becoming more like the iPhone and iPad every year. Little by little, the Mac takes on more of the personality, apps, and design of iOS (the iPhone/iPad software). The apps have the same names, features, and layouts. The features have the same names and are in the same places. Apple has even written an app called Catalyst, intended for software companies, that converts iPad apps into Mac apps. That way, the rest of the world can get in on the great iPaddification of the Mac, too.
Here and there, you can find Mac fans who object. They take Apple’s actions to mean the company is losing interest in the Mac, the computer that made it famous. (It doesn’t help that the entire Mac business generates less than 10% of Apple’s revenue these days.)

But it’s also possible to see the Grand Apple Unification as a good thing. First, it means if you’ve learned one Apple gadget, you’ve learned them all. Second, it means that keeping the Mac alive is less expensive for Apple, because it’s already done so much work on the software for the iPhone and iPad.



	
System Preferences changes everything. You can get to the Mac’s bustling preference-setting center by choosing its name from the [image: ] menu. Within these 32 or so apps are the sliders and switches that govern every aspect of the Mac and its behavior. You’ll be encountering System Preferences a lot as you read this book.
[image: Image]



	
Apple is obsessed with data privacy. It’s a wonderful thing that the company takes such great care with your information. And it’s a far cry from Facebook and Google, whose business model is based on selling data about you to advertisers.
Eventually, though, you may get a little sick of macOS’s nagging interruptions, seeking your approval for security-related actions. Are you sure the app you’ve just opened is allowed to use your camera or microphone? Is it OK for a weather app to know your location? Was it really you who just logged into your iCloud.com account on a different computer?

In the end, though, you may well come to appreciate Apple’s zeal. Most people feel better not being tracked.

In macOS Big Sur—especially in the Safari browser, the app that’s most exposed to the worst people on the internet—you’ll find more privacy and security features than ever.





What’s New in Big Sur

Apple calls macOS Big Sur its biggest design overhaul since Mac OS X debuted in 2000. And there’s no question about it: Big Sur looks amazing.

It’s all about color, corners, shadows, spacing, icons. The whole thing feels airier, lighter, cleaner. For example, menu commands are farther apart, and toolbars use more icons and fewer words. Apple even redid all the little sounds of the Mac—starting up, dropping something in the Trash, emptying the Trash, taking a screenshot, copying a file—to make things sound cleaner and more modern.


MACS ON APPLE SILICON

Among the Mac technorati, the June 2020 announcement was a bombshell: that after 14 years of using Intel’s chips, Apple would begin making its own processors for Macs, starting with some late-2020 models.

It’s not so surprising; Apple has, after all, been making its own processors for iPhones, iPads, and Apple Watches from the beginning. Why not the Mac, too?

The payoffs for Apple: lower costs, and freedom from Intel’s occasional delays and security problems. The payoffs for you: faster Macs, lower power consumption, much longer battery life on laptops, and—maybe, just maybe—lower prices.

Now, in theory, none of your existing Mac apps should work. Existing Mac software speaks Intel language, not Apple-silicon language.

But Apple, Microsoft, Adobe, and other software companies are adapting their apps so they’ll run natively (without translation) on the new chips. For all other apps, Apple has created an invisible software translation layer, called Rosetta 2, that allows all your existing software to run normally.

Switching to a different chip is a huge, daunting, very technical task—for Apple. For you, it’s pretty much all great news, unless you work for Intel. [image: ]



All of Apple’s app icons now have a consistent size and shape (a rounded-edged square) and use the same color palette. The menu bar, open menus, Dock, and desktop-window sidebars are translucent, so your desktop wallpaper can shine through. (You can turn that off, though, if you like.) “Sheets” (miniature dialog boxes) and messages now appear in the middle of the app window, in a clean new design.

[image: Image]

Sidebars are a nearly universal element in Apple’s apps now—tall, vertical lists of options at the left side of every window. And in Big Sur, they go all the way to the “ceiling” of the window, to show more stuff in less space.

But Big Sur comes with new features, too! Here’s the executive summary:


	
Control Center. Instead of burrowing into a whole different app (System Preferences) to make common settings changes, you can now click the [image: ] icon on the menu bar to pop up a handy, customizable panel of tiles for Wi-Fi, Bluetooth, Sound, Do Not Disturb, music playback, and so on. It’s exactly the same idea as the Control Center on the iPhone, except… now it’s on the Mac.

	
Safari, the Mac’s web browser, is now faster; Apple says frequently visited websites appear twice as fast as they do in Google’s Chrome browser. Safari uses less battery power, too, which might be of interest to the 80% of Mac fans who use laptops.
When no website is open, there’s a new start page you can tailor with starting points like favorite websites, your reading list, websites you’ve been looking at on your other Apple gadgets, Siri suggestions, and so on. And you can give this page its own wallpaper.

More good stuff: When a foreign-language site pops up, you can translate it in place with one click. When you point to a tab without clicking, you get a pop-up preview of the corresponding page. You can now control extensions (plug-ins) on a site-by-site basis.

Above all, though, Apple has put work into security and privacy features. You can now view a privacy report for every website you visit, letting you know just how many scammy cross-site trackers each page has tried to clip onto you (which Safari has blocked). Safari also alerts you if one of your passwords was involved in a corporate data breach, so you can change it before anything bad happens.



	
Messages, the Mac’s texting app, has been remade in the image of its iOS sibling. Full-screen animations, like confetti or fireworks, are now easy to send when you have a message that’s full of feeling. You can now create Memoji (giant emoji that look like Fisher-Price Weeble versions of you) right on the Mac. You can pin the icons of up to nine correspondents to the top of the window, so you don’t have to search through the conversations list every time you want to text those people.

THE BASIC BASICS

Maybe you’re new to the Mac. Maybe, in fact, you’re new to computers. Just to make sure you’re covered, here are the terms this book assumes you know:


	
Apps are, in theory, the reason you bought a Mac. That’s the modern word for software programs. Safari is an app. Mail is an app. Even Microsoft Word is an app—just a really big one.

	
Clicking. While the arrow cursor is pointing to something on the screen, press and release the clicker (the mouse button or, on a laptop, the trackpad). You’ll do that every time you see a button to choose (like Save or OK), or when you want to select one icon for copying.

	
Double-clicking. Without moving the cursor, click twice fast. That’s how you open something on the desktop, like an app or a document.

	
Dragging. Move the cursor while holding down the mouse button or keeping your finger on the trackpad. That’s how you move an icon or choose from a menu.

	
Shift-click. While pressing the Shift key on the keyboard, click. You may also be instructed to [image: ]-click or Control-click something. Same technique, different keys.

	
Opening a menu. The menus are the words (usually verbs) at the top of your screen, like [image: ], File, Edit, and so on. Click to reveal a choice of commands.

	
Icons are the little pictures that represent files, folders, apps, Trash, disks, and everything else on the Mac. When you click one, it darkens to show that you’ve selected it, in readiness for copying or deleting. [image: ]






You can now choose from a searchable catalog of animated reaction GIFs—those short clips from movies or TV shows, in which a character has exactly the right expression for what you want to say. For the first time, you can reply to individual texts that have already gone by—not just the latest one; these inline replies appear indented and attached to the earlier text.


NOTE: Most of these enhancements are for use exclusively between Macs, iPhones, and iPads—that is, they are iMessages features that don’t work when you’re texting Android phones.



Group chats are better, too. Now you can add a photo for your group, and you can direct texts to individual members of the group.

Best of all, Apple has finally fixed search. You can search for past text messages (and attachments) without crashing Messages.



	
Revamped notifications. Notifications, the little warnings and alerts that pop onto the upper-right corner of your screen, now work more like they do on the iPhone. Multiple notifications from a single app politely cluster into stacks to save screen space. You can respond to more kinds of notifications directly from their bubbles (not just for Mail and Messages notifications, but also for Podcasts and Calendar).
And now there are mini-windows called widgets below the notifications, offering at-a-glance updates on weather, stocks, news, photos, and so on. You can control which ones appear, specify their size and position, and download new ones from other software companies. (The Dashboard that used to display these widgets is finally gone for good.)

[image: Image]


THIS BOOK’S ARROW SHORTHAND

As a side effect of macOS’s growing complexity, it now takes more steps to find things.

Over and over again, the full instructions to find a certain setting might be, “Click the [image: ] menu; from that menu, choose System Preferences. Now click the Accessibility icon. On the Accessibility screen, click Display. On the Display pane, click Cursor. Now you can drag the Cursor size slider to make your arrow cursor bigger.”

That’s a lot of verbiage. So in this book, you’ll see a shorthand that looks like this: “Adjust the cursor size in System Preferences→Accessibility→Display→Cursor→Cursor size.”

Here’s hoping you can interpret that notation. Without it, this book would be 850 pages long. [image: ]





	
Maps comes with built-in guides (folders full of selected sites and restaurants) for a few beloved cities, courtesy of publishers like AllTrails and Lonely Planet. You can also create your own guide folders, full of attractions you encounter as you research a place you’re going to visit.
Look Around is now on the Mac for some cities. It’s like Google Street View, in which you can “look around you” to see a seamless, street-level photographic representation of a place.

If you travel by bike or electric car, you’ll find that Maps’ routing includes useful information like elevation, hills, and charging stations. There are even maps of indoor places like airports and malls.



	
AirPods switching. If you own AirPods (Apple’s wireless, detached white earbuds), you’ll enjoy this one: As you move from one Apple machine to another (Mac, iPhone, iPad), the AirPods switch automatically, too.

	
Battery. New graphs show what your laptop battery has gone through in the past 24 hours or 10 days. And, at your option, you can turn on Optimized Battery Charging, a way to make your battery last more years by charging it only to, for example, 80% each day. (Full charging is bad for lithium batteries over time.)

	
FaceTime. When you’re on a group call and somebody starts using sign language, the app is smart enough to make that person’s video box big enough to see.

	
Security cameras. If you have a home security camera that uses Apple’s HomeKit standard, it can now learn to identify faces, so you won’t be alarmed when a family member comes to the porch.

	
Photos. You know all those editing tools for photos, like Rotate, Crop, color corrections, and filters? Now you can apply all that to videos, too. Finally, you can fix that iPhone video that got recorded sideways.
And if you take the time to name your photos, the descriptions you type (now called captions) sync, so they’ll appear on your iPhone and iPad, too.



	
Reminders. Apple’s to-do app has been getting awfully robust in the past few versions, but now it’s even robustier. For example, you can split up tasks by delegating them wirelessly to other people, who receive notifications of their new burdens. There are new keyboard shortcuts, new automated reminder suggestions, and smarter smart lists.

	
Spotlight, the Mac search feature, presents a very different results list now. The preview pane doesn’t appear until you click one of the results—and when it does appear, you can now rotate, crop, and annotate graphics and PDFs right in that Preview window. Meanwhile, the results list follows a very new logic, described on page 121.

	
Voice Memos. This sound-recording app now lets you organize your recordings into folders, mark important ones as favorites, and remove background noise or room echo.

	
Battery time remaining is back! Yes, Apple, we know—it’s an estimate, and it could rise or fall depending on how hard we’re driving our laptop. But how great to get a rough idea of the time left before battery depletion, just by clicking the [image: ]!

	
The startup chime is back! When you turn on your Mac, it once again makes the majestic F-sharp major chord that graced our ears from 1998 to 2016, when Apple mysteriously axed it.
Note to librarians and churchgoers: Not to worry. If you’ve muted your Mac, the startup chime doesn’t play. You can also turn it off in System Preferences→Sound→Sound Effects→Play sound on startup.





With this quick summary, the following pages, and an optimistic attitude, you should have no problem diving into Big Sur—and unlocking your Mac’s full potential.
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Laptop Life





    
CHAPTER ONE The Mechanics of the Mac


    In 1997, Apple co-founder Steve Jobs returned to the company that had fired him in 1985. One of his first actions was to clean house—to simplify the assortment of 47,000 different Mac models the company was then making. He decided that from that moment on, Apple would manufacture only four Macs: two each for the desktop and the laptop.

    [image: Image]

    Today, of course, Macs look a lot better, run a lot faster, and incorporate a lot less candy-colored plastic. Each model now comes in several sizes and speeds, and the oddball, screenless Mac mini doesn’t really fit into the lineup. But the spirit of the original 1997 product grid lives on.

    Fortunately for you (and for computer-book authors), they all contain exactly the same components. There’s always a screen, a keyboard, a speaker, a power cord, and so on. And they all run the same operating system: a huge glob of software and apps (programs) called macOS. (It’s pronounced “mac oh ess.” Don’t embarrass yourself at a party by saying “mac-oss.”)

    
[image: Image]


    The subject of this book is the 2020 version of macOS: version 11.0, which Apple has nicknamed Big Sur. But before you start exploring the nooks and crannies of the Mac’s software, here’s a guided tour of its hardware.

    On, Off, and Asleep

    When your Mac comes from the factory, it’s turned off; Apple doesn’t want it to arrive with a dead battery. You turn it on like this:

    
	
Laptop. On a MacBook Whatever, press the top-right key. On recent models, you may not even recognize it as a key, because it’s a dark, flat square without a label, and it doubles as the fingerprint reader. But it’s there, top right.
    [image: Image]



	
Desktop. If you are the proud owner of an iMac, Mac Pro, or Mac mini, press the [image: ] button on the back or top of the computer.

    

    
NOTE: If you are one of the 11 people who bought the rack version of the Mac Pro—the one that’s horizontal, intended to be bolted into a rack in some humming underground data center, and whose base model starts at $6,500—you’re probably a network administrator. Therefore, you probably know already that the power button is an unlabeled, featureless capsule-shaped button on the back panel. Apple didn’t want to insult you by painting the [image: ] label on it.

    

    That ecstatic moment of unboxing a new Mac may be one of the only times you ever use the power button. For the rest of its life, when you’re not using the Mac, you aren’t supposed to turn it off. You’re supposed to put it to sleep.

    If you have a laptop, just close the lid to induce sleep. On a desktop model, choose [image: ]→Sleep, or just wait awhile. After a few minutes of activity, the screen goes black, and the computer dozes off.

    
TIP: You can control how quickly the Mac goes to sleep in System Preferences→Battery (on laptops) or System Preferences→Energy Saver (on desktop Macs).

    

    When the Mac is asleep, its screen goes black, and it uses very little power. But all your work, in all the open apps, is actually still in the computer’s memory.

    As soon as you wake the machine up again—by pressing any key or opening the laptop lid—the screen lights up with everything exactly the way it was.

    The lesson here: When you finish a work session, let the Mac sleep instead of shutting it down. It costs you almost no electricity, and next time you want to work you’ll save time.

    
NOTE: Even when the Mac is asleep, it still performs internet tasks like downloading email and synchronizing files on your iCloud Drive or Dropbox—as long as the Mac is plugged in.

This feature is called Power Nap. If you’re crazy, you can turn it off in System Preferences→Battery→Power Adapter (laptops) or System Preferences→Energy Saver (desktop Macs).

    

    
The Mouse/Trackpad

    In one important area, your Mac is not like an iPad or an iPhone: It doesn’t have a touchscreen. Apple’s thinking goes like this: Sitting in a chair with your arm stretched out toward a vertical screen, for hours a day, is a recipe for an injury whose name—“Gorilla Arm”—is much more fun than its feeling.

    So don’t try to reach out and touch something. Instead, you’ll use either the mouse or the trackpad, just as computer buffs have since the Reagan administration.

    
	
The mouse—Apple’s version—is a white capsule about the size of a bar of soap. It’s available in both wireless and corded versions. You roll it across the desk to move the cursor on the screen.

    

    
TIP: You can control how far the cursor moves on the screen, relative to how fast you move the mouse. Visit System Preferences→Mouse, and adjust the Tracking Speed slider.

    

    
	
The trackpad, built into Mac laptops (and available as an add-on for desktops), lets you move the cursor by sliding your finger across the pad. But it also permits all kinds of other stunts. For example, you can scroll through a document or a web page by dragging two fingers on the trackpad. And in some apps, you can actually make drawings using the trackpad as your canvas.

    

    Shortcut Menus

    Lurking behind almost everything on the screen—every file, folder, typed word, picture, web page, or whatever—is a hidden menu of things you can do to that thing. It’s a short menu of actions like Rename, Copy, or Move to Trash.

    At the dawn of computing, these shortcut menus were known only to the geeky intelligentsia. Apple hid them because they contained technical options intended only for nerds.

    Today, though, shortcut menus can save you a lot of time and fumbling, and sometimes they contain important options that aren’t available anywhere else. Next time you’re trying to accomplish something in some app, flailing and lost, say to yourself, “Oh, right! Maybe the command I want is in the shortcut menu!”

    [image: Image]

    Because this secret menu is so important, Apple has provided an absurd number of different ways to open it. For example:

    
	
Control-click. That is, while pressing the Control key (on the bottom row of your keyboard), click the mouse or trackpad on your target. The shortcut menu appears at the tip of your cursor.

	
Right-click. There’s a one-handed way to open the shortcut menu, too: Click something on the screen by pressing the right mouse button.
    Your Apple mouse actually has two side-by-side buttons. It sure doesn’t look that way—but under that smooth white plastic, there are in fact two different places to press. But the right button doesn’t work until you ask for it, as described in “Unlocking the right mouse button” (next page).

    (Why does Apple call it “secondary click” and not “right click”? Because many left-handers reverse the functions of the left and right buttons.)

    
TIP: You may be the proud owner of what Apple calls a Magic Mouse (or Magic Mouse 2). It’s a sleek, sculpted, flattened mouse whose top surface acts like a trackpad. You can swipe your finger across it to scroll. You can tap, double-tap, tap with two fingers, and otherwise use it much as you would a trackpad. You’ll find more about the Magic Mouse throughout this book.

    

    
[image: Image]


    From now on, your Mac registers a regular click (left-click) or a right-click (to open a shortcut menu), depending on which side of the button you press.

    
TIP: If this business of invisible right and left buttons freaks you out, you may prefer a mouse with two clearly separated buttons, like the ones on Windows PCs. Fortunately, any old $10 USB mouse works when plugged into your Mac, even if it was originally designed for a PC.

    



	
Two-finger click the trackpad. On your laptop trackpad, the shortcut menu pops right up wherever you click with two fingers.

    

    
TIP: In System Preferences→Trackpad→Point & Click, you can set things up so clicking in a corner of the trackpad—with only one finger—opens the shortcut menu.

    

    In this book, you’ll find the instruction to “right-click or two-finger click” whenever you’re supposed to open a shortcut menu.

    
The Keyboard

    As you may have figured out from its price tag, the Mac is not a typewriter. Its keyboard has a lot more than 26 letter and 10 number keys—and plenty of the extra keys aren’t what you’d call self-explanatory.

    Mac keyboards have evolved over the years, but if yours was made since 2003 or so, it has this set of bonus keys. Most of them are on the top row:

    
	
[image: ], [image: ] (F1, F2). These keys adjust the brightness of your screen.

    

    
NOTE: The next few paragraphs describe the keys at the very top of your keyboard, labeled with both logos ([image: ], [image: ]) and names like F1 and F2. On MacBook Pro laptops, you’ll find a narrow touch strip instead of these physical keys. It’s called the Touch Bar, and it’s described on page 73.

    

    
	
[image: ] (F3) opens a view called Mission Control: All windows in all open programs shrink down to miniatures, so you can click to open the one you’re looking for in the stack of overlapping windows.
    [image: Image]



	
[image: ] (F4) opens the Launchpad: a screen full of all your apps, arrayed for easy clicking. (Older keyboards might have a [image: ] key instead.)
    [image: Image]



	
[image: ], [image: ] (F5, F6). On most Mac laptops, the keys automatically light up when you’re typing in a dark place. But these keys let you adjust their brightness manually. (On desktop Macs, the F5 and F6 keys don’t have any preassigned function at all.)

	
[image: ], [image: ], [image: ] (F7, F8, F9). In music and video programs, these keys mean just what you would expect: Rewind, Play/Pause, and Fast-Forward.

    

    
TIP: Tap the [image: ] or [image: ] key to skip to the previous or next track. Hold it down to rewind or fast-forward.

    

    
	
[image: ], [image: ], [image: ] (F10, F11, F12). These keys adjust your speaker volume. Tap [image: ] repeatedly to make the sound level lower, [image: ] to make it louder. The [image: ] key mutes the sound completely; tap again to unmute.
    With each tap, a big gray [image: ] or [image: ] floats on your screen for a couple of seconds, just so you know the Mac has understood your intentions.



	
[image: ]. This is the Eject key, available only on desktop keyboards. You’re never supposed to yank out a flash drive, disk, or a memory card without giving the Mac a heads-up. The risk is that you might interrupt some file-saving process, losing data.
    That’s the purpose of the [image: ] key: When there’s a flash drive, memory card, CD/DVD, or external hard drive connected to your Mac, you can click its icon and then press this key. (If you don’t have the [image: ] key on your keyboard, you can use the File→Eject menu command instead.) The disk or card icon disappears from the screen. Now it’s safe for you to pull it out or disconnect it physically.



	
Delete is your backspace key.

	
Return (or Enter). When you’re typing, you press Return to begin a new paragraph. The rest of the time, you can use it to mean OK or Save or Print or Done when a dialog box is on the screen, as described on page 4.

	
Esc. There’s a reason the Escape key occupies such a prominent place at the upper-left corner of your keyboard: because you’ll use it all the time once you get to know it.
    Escape means “cancel.” You can use it to close a dialog box, back out of a menu, end a slideshow, exit full-screen mode, dismiss your screen saver, and so on.



    

    Modifier Keys

    Some keys don’t do anything when you press them by themselves. They exist only to change the effect of other keys.

    You may be familiar with the Shift key, for example; its purpose is to capitalize whatever letter key you strike. Shift is therefore an example of a modifier key—but it’s not the only one you have:

    
	
[image: ]. The [image: ] symbol, believe it or not, means “special feature” in Swedish hiking guidebooks. But when you’re not hiking in Sweden, this incredibly important key lets you use menu commands without removing your hands from the keyboard to grab the mouse.
    
A CRASH COURSE IN KEYBOARD COMBOS

In this book, and wherever fine Mac tutorials are found, you’ll encounter instructions like “Press [image: ]-B to make the text bold.”

What you’re being asked to do requires two fingers—sometimes two hands. While you’re holding down the [image: ] key with one finger, type the letter key (B in this example) with the other. Now release both keys. This technique quickly becomes second nature.

And why would you bother with learning a keyboard shortcut for a command? Because the alternative is to take one hand off the keyboard, grab the mouse, and click some button or menu on the screen. That’s a lot of effort when you’re in the middle of a burst of inspiration. [image: ]

    

    For example, when you’re ready to quit the app you’re using, you can press [image: ]-Q instead of using the menus.



	
Control ([image: ]). You probably won’t use this key much, but it’s one way to “right-click” to open shortcut menus, as described on page 20.

	
Option ([image: ]). The Option key (sometimes labeled “Alt”) is a modifier key without a consistent function. Among other things, it helps you type special symbols like ¢ (Option-4) and © (Option-G).

	
fn. Apple presumably intends for you to pronounce this as “function,” because it changes the function of certain other keys. That’s especially useful on laptops, which don’t have enough room for every key you might hope for.
    For example, the Delete key ordinarily backspaces, deleting whatever is to the left of the blinking cursor. But if you’re holding down the fn key, the Delete key becomes a forward-delete key, deleting whatever is to the right of the cursor.

    
KEYS ON THE EXTENDED KEYBOARD

Most modern Mac keyboards no longer include a number keypad off to the right. Apple decided that a block of duplicate number keys that hardly anybody uses wasn’t worth the space, much to the disappointment of the world’s accountants.

But if you are among the few whose keyboard includes a number pad, then you get a bonus block of keys between the main keyboard and the numbers:


    	
Home returns you to the top of a document, window, list, or web page; the End key to the bottom. (On keyboards without a number keypad, you can trigger the Home and End functions by holding down fn as you tap the [image: ] and [image: ] arrow keys.)

    	
Page Up and Page Down scroll your window or web page up or down by one screenful. Super useful, really. (Here again, you can simulate these functions even if you don’t have those special keys: Press fn plus the [image: ] and [image: ] arrow keys.)

    	
Clear removes from the screen whatever you’ve highlighted, but without putting a copy on the invisible Clipboard, as the Cut command would do.

    	
[image: ] is the forward-delete key. It deletes whatever is just to the right of the blinking insertion point, like a reverse Backspace.

    	Finally, the Help key opens the help screens for macOS, Microsoft programs, and certain other apps. But you probably didn’t need any help to guess that one. [image: ]




    



    

    
The Screen

    You might not think there’s much worth saying about the screen. It’s a screen. You look at it. In fact, though, you can make your screen easier to see, easier on your eyes, and friendlier for letting you fall asleep at night. For example:

    
	
Adjust the brightness. You already know you can make the screen brighter or dimmer using the [image: ] and [image: ] keys. But out of the box, the Mac attempts to adjust the brightness automatically, based on the brightness of the room. (Yes, it actually has a light detector.) That’s nifty, but it can also be annoying if you prefer to have manual control.
    The on/off switch for this feature is in System Preferences→Displays. It’s called, of course, Automatically adjust brightness.



	
Make everything bigger. Getting older means accumulating wisdom and life satisfaction, but it can also mean your vision starts to go. Fortunately, the Mac can enlarge everything on your screen with just a couple of clicks.
    We’re not talking about just making the text bigger, for reading email messages or web pages—see pages 174 and 197 for that. We’re talking about enlarging everything on the screen, zooming into it. Of course the trade-off is that not as much will fit on the screen at once.

    [image: Image]

    To make it so, choose System Preferences→Displays→Display. The setting called Default for display provides the sharpest but smallest image. If you choose Scaled instead, you get to see a list of other screen resolutions, represented either by pixel dimensions (like 1440 × 900) or by little thumbnails, showing the effect each choice will have on the image.



	
Fix the color. Photographers sometimes refer to the color temperature of a scene—the tint of the light. To your brain, a white sheet of paper always looks white, whether it’s under cold fluorescent light or warm sunset light. But if you could see photographs of the two scenes side by side, you’d see a huge difference.
    The Mac can adjust the tint of the colors on its screen automatically, mimicking the way your brain works, so the colors seem consistent from one lighting condition to another. This feature is called True Tone, and the on/off switch is in System Preferences→Displays→Display.



	
Accommodate your melatonin. In the tech industry, there’s a common belief that the bluish light emitted by computer screens disrupts your brain’s production of melatonin, the “I’m getting sleepy” chemical, making it harder to fall asleep.
    
NOTE: There’s not really much research that backs up that claim. More likely, it’s the stimulation of whatever you’re watching or reading that makes it hard to fall asleep. In fact, the best way to get sleepy is to just stop using your screens a couple of hours before bedtime. But let’s play along.

    

    If you wish, the Mac can begin adjusting its colors to become warmer and less blue as your bedtime approaches. It’s a feature called Night Shift.

    To set it up, open System Preferences→Displays→Night Shift. Here you can set up the warming effect feature to kick in automatically when it gets dark (Sunset to Sunrise), on a schedule you set up (Custom), or manually (Turn On Until Later Today).



    

    Attaching a Second Monitor

    For lots of people, one Mac screen just isn’t enough. Connecting a second monitor is an incredible productivity booster. On one screen, you can keep, say, your email and chat program open all day. On the other, you can see whatever real work you’re doing—maybe a spreadsheet or a video you’re editing.

    Or maybe you want the two screens to show the same image. That might be handy when you’re trying to display a slideshow in front of an audience, on a projector or TV you’ve connected to your Mac.

    To plug in a projector or second screen, investigate the kind of cable it has. The most common kind is called an HDMI cable, which carries both the video and the audio from the Mac to the monitor. Unfortunately, most Macs don’t have HDMI jacks, which means you’ll need to order the right kind of adapter from someplace like Apple (expensive) or Amazon (cheap). Most modern Macs have either what Apple calls Thunderbolt 2 or Thunderbolt 3 (USB-C) jacks. In other words, you’re shopping for, for example, a “Thunderbolt 3 (USB-C) to HDMI adapter.”

    [image: Image]

    The Mac can also throw its audio and video signals wirelessly—if you own an Apple TV (a little black box that connects to your TV and feeds it all the internet video services like Netflix, Hulu, and so on).

    In any case, once everything is connected, open System Preferences→Displays→Arrangement. Here you see a miniature image of each monitor. You can drag these images around within the window, thereby teaching the Mac where the second monitor is relative to the first one.

    Usually, people put the second monitor off to the right. That way, when you move the arrow cursor to the right edge of the main Mac screen, it moves smoothly onto the left edge of the second screen.

    Here, too, is the Mirror Displays checkbox. If you turn it on, the Mac shows the same thing on both screens, rather than treating the second monitor as an extension of the main one.

    
[image: Image]


    The iPad as a Second Screen

    Believe it or not, you may already own a second monitor for your Mac. It’s called the iPad.

    That’s right: If you have a recent model iPad (2018 or later), you can set it up as an external monitor for your Mac, thanks to a feature Apple calls Sidecar.

    
NOTE: The Mac has to be fairly recent, too. It must be a 2016 MacBook, MacBook Pro, or iMac or later model (the iMac 5K works, too); a 2018 or later MacBook Air or Mac mini; or a 2019 or later Mac Pro.

    

    You can connect the iPad to the Mac with a cable (a Lightning cable or USB-C cable, depending on your model). That way, the iPad stays charged up. But you can also connect the Mac to the iPad wirelessly. Both machines have to be signed into the same iCloud account (page 150).

    Suddenly, a new icon appears on your Mac menu bar, in blue, and in your Control Center: [image: ]. Click it and then choose the iPad’s name.

    
[image: Image]


    The iPad’s screen lights up as an extension of the Mac’s screen. You can move your cursor from one to the other, as though they were connected.

    
TIP: If you prefer, the iPad can also show a duplicate of what’s on the Mac screen. To set that up, open the [image: ] menu. Choose Mirror Built-In Retina Display (or whatever your Mac’s screen is called). To switch back, use the same menu to choose Use As Separate Display.

    

    In Sidecar, the iPad can be more than just a second screen. It can also act as a limited touchscreen stand-in for your Mac:

    
	
Draw, point, and click with the Apple Pencil. Apple sells a $130 plastic stylus called the Apple Pencil. If you have one, you can use the iPad as a graphics tablet—you can draw on the iPad screen directly into Mac graphics apps like Photoshop, Illustrator, Final Cut Pro, and Maya.

	
Scroll the iPad screen. Drag up or down with two fingers.

	
Use the Sidecar sidebar. The sidebar is a thin column of buttons on the iPad screen that offer some control over the Mac. If you’re sitting with the iPad in your lap, the sidebar lets you perform some Mac tasks. It contains buttons for Undo, Show Keyboard, modifier keys like [image: ] (Command), [image: ] (Option), [image: ] (Control), and [image: ] (Shift), and so on, which are frequently important in graphics programs.

	
Use iPad apps. Even in Sidecar mode, you can still swipe up from the bottom of the screen to reveal the iPad’s Dock as usual. It gives you access to any of your iPad apps.

    

    When you’re finished using the iPad as a monitor, choose Disconnect from the [image: ] menu (on the Mac), or tap [image: ] (on the iPad’s sidebar).

    [image: Image]

    Speakers and Microphones

    You already know about the [image: ] and [image: ] keys, which adjust your Mac’s speaker volume, and the even more essential [image: ] key, which silences it instantaneously. But what are you supposed to do if a rabid rottweiler bursts into the room, snarling and snapping, irrationally attacks your keyboard, and reduces it to a pile of foamy plastic splinters? How will you adjust the volume now, huh?

    Fortunately, you can also use the volume slider in the Control Center, which appears when you click the [image: ] on the menu bar. (See page 40 for more on the Control Center—and how it lets you put the [image: ] volume control back onto the menu bar, where it always sat before macOS Big Sur came along.)

    The Mac can also accommodate more than one gadget for bringing sound in and out of your Mac. For example, your Mac has speakers, but you may also want to plug in a pair of headphones. How do you tell it whether the sound should play through the speakers or the headphones? Or maybe it has a built-in microphone, but you’ve hooked up a fancier external USB microphone that you bought for making podcasts. Which one should the Mac listen to?

    You can make those decisions in the Control Center, too. Click anywhere on the Sound tile except on the slider to open the panel shown in the figure “Volume and input/output controls in the Control Center.” It lists, under Output, all the different ways your Mac can play sound—speakers, headphones, wireless amplifiers—so you can click the one you want.

    If you Option-click the Sound tile instead, you also get an Input section, which lists all the different microphones you’ve got connected. Click the one you want on duty.

    
NOTE: Just to make sure you don’t miss the point, Apple includes yet another set of the same controls in System Preferences→Sound.

    

    
AUTO-SWITCHING AIRPODS—AT LAST

If you’re not a devotee of AirPods (Apple’s completely wireless, completely detached earbuds), then Big Sur’s crowning achievement may not mean much to you. But here it is: When you’ve been listening to audio from your iPhone or iPad, and then sit down at the Mac, the AirPods switch automatically. They start playing the Mac’s audio for you, without your having to fiddle with any menus or change any settings.

[image: Image]

Well, that’s what Apple says; it’s not actually quite that simple. The first time you enter the range of another Apple gadget that’s on your same iCloud account, you get a notification that says, “AirPods Nearby.” You have to point to it and click Connect to complete the switch.

At this point, your sound menulet (usually [image: ]) changes to look like a pair of iPods. You can use this menu to confirm the connection, check the Pods’ battery level, or, on the Pro models, switch their noise-cancellation setting.

To disconnect, choose a different speaker from that menu—or just put the AirPods back into the case. [image: ]

    

    [image: Image]

    
What to Plug In Where

    The last stop on this tour of your Mac is the set of jacks, or ports, on the back or the side. The assortment varies depending on the model of Mac you have, but it always includes some combination of these:

    
	
USB. This thin, rectangular jack may be the most commonly used connector in all of computerdom. Into it, you can plug printers, scanners, cameras, flash drives, DVD drives, hard drives, Ethernet network adapters, and so on.
    Because the USB jack supplies power, this is also where you plug in the charging cables for iPhones, iPads, fitness bands, and so on.



	
USB-C. On some recent models, Apple has replaced (or complemented) the traditional USB jack with a more modern one called USB-C. In theory, USB-C is fantastic.
    This tiny connector can carry power, video, audio, and data simultaneously. It can replace your Mac’s power cord, USB jacks, video output jack, and headphone jack. (On MacBook Pros, for example, you can plug the power cord into any of the four USB-C jacks.)

    
[image: Image]


    A USB-C cable is identical top and bottom, so you can’t insert it upside-down, as you can with traditional USB. USB-C can charge external gadgets faster, and transfer data to flash drives or hard drives faster, too.

    And the brand doesn’t matter. Your friend’s Samsung USB-C cable can charge your Apple MacBook and his Surface tablet. You’re witnessing the dawn of the universal charging cord!

    But change is annoying, and the world didn’t switch over to USB-C as fast as Apple had hoped. Of course, you can buy flash drives, hard drives, cameras, and charging cords that connect with USB-C. (The hard drives are the most attractive, because Apple’s version of USB-C, which it calls Thunderbolt 3, transfers data much, much faster than traditional USB.)

    [image: Image]

    But it still seems as though 95% of the gadgets you might want to plug into a Mac stubbornly come only in traditional USB format. To make them work in a USB-C jack, you have to attach a $5 adapter. You’ll get to know those adapters really well.



	
Headphone jack. Every Mac still comes with a traditional headphone jack. It can accommodate the standard miniplug on any headphones, or even the white earbuds from an iPhone or iPad.

	
SD memory-card slot. If you’re a photographer with a laptop, you must ache to see this slot on your friends’ iMacs. It makes transferring photos and videos from a camera fast and effortless.

	
Ethernet jack. Most computers these days connect to the internet wirelessly, using a Wi-Fi connection (page 329). But you can still plug a physical network wire—known as an Ethernet cable—into your Mac, thanks to this jack. The advantage: better speed than Wi-Fi, and no possible way for bad guys to eavesdrop on what you’re doing.
    Desktop Macs have an Ethernet jack built in. If you have a laptop, you can buy an inexpensive adapter (USB or USB-C) that provides one.



    



    


CHAPTER TWO Sixteen Settings to Change Right Now


Apple’s goal is to create a single computer, running a single operating system, that serves every conceivable customer. Its dream would be to make everybody equally happy: 9-year-olds in Paraguay, mathematicians at SpaceX, Wall Street bankers who do yoga, octogenarian rock musicians, one-armed chemists, Irish computer science professors, Indonesian nuns… and you.

Unfortunately, it can’t be done. Everyone is different. The design and settings that seem perfect to someone else might seem unusable to you.

All Apple can do, therefore, is make sure you can change every one of the thousand controls, buttons, sliders, and switches in System Preferences (the Mac’s settings app)—and then guess which factory settings will please the most people most of the time.

That’s why, upon installing macOS Big Sur or getting a new Mac, you should take a few minutes to change some of the settings to make the Mac your Mac. This exercise will introduce you to the locations of some of the Mac’s most important control centers.

To make most of these tweaks, you’ll begin by opening System Preferences. You can choose its name from the [image: ] menu at the top-left corner of your screen or click its icon on the Dock (page 85).

Fix the Scrolling Direction

For many years after the invention of the laptop, nobody questioned how scrolling worked on the trackpad. When you drag two fingers down the trackpad, you scrolled downward in the document—toward the end of it.

But somewhere along the line, somebody at Apple said, “Hey, wait a minute. On the iPhone and the iPad, scrolling with your finger works the opposite way! When you drag downward on the screen, you’re scrolling upward, toward the beginning of the document! We’ve had it backward all along!”

And so, one fine morning in 2011, Mac fans discovered that Apple had swapped the direction of trackpad and Magic Mouse scrolling. Suddenly, dragging downward on the Mac trackpad scrolled their windows upward.

If you’re not used to it—for example, if you’re accustomed to the way scrolling works on Windows laptops—it’ll make you crazy.

Fortunately, you can bring back the traditional down-is-down scrolling system easily enough. Open System Preferences→Trackpad, click Scroll & Zoom, and turn off Scroll direction: Natural.

As you do so, you’re allowed to mutter, “Maybe it’s natural to you, Apple!”

Bring Back the Scroll Bars

If everybody would just limit their emails to one paragraph, edit down their Word documents to a couple of good points, and constrain their web articles to 500 words, we wouldn’t need scrolling. Everything would fit onto one screen, and everybody would be happy.

In the real world, of course, your screen isn’t tall enough to contain everything anybody writes or creates in a single view.

That’s why scroll bars were invented. In any window that’s too small to show everything at once, you get a vertical strip at the right edge. Inside that strip, like the elevator inside a shaft, is a dark handle. The scroll bar is like a map of the entire window’s contents: When the elevator is at the bottom of the shaft, you’re at the end of the document; when it’s at the top, you’re at the beginning.


EVEN MORE WAYS TO SCROLL

Because scrolling is such an important part of using a computer—it’s something you do hundreds of times a day—your Mac comes with a lot of different ways to do it.

When you’re looking at a web page or reading an email, press the space bar to scroll down exactly one screenful. That’s a fantastic, efficient trick you should memorize before the day is out. (It’s much less common that you need to scroll up by one screenful—but when the time comes, you can do that by holding down the Shift key as you tap the space bar.)

In any app, you can press the Page Up or Page Down keys to scroll by one screenful. Very few keyboards actually have these keys anymore, but you can also simulate their functions by pressing fn plus the [image: ] and [image: ] arrow keys. [image: ]




NOTE: The size of the handle changes to illustrate how much of the document you’re seeing at the moment. If the handle is half the height of the scroll bar, then you’re currently seeing half the window’s contents. If the handle is very short, then either your window is very small, or the document you’re about to read is going to take you a very long time.



[image: Image]

None of that is especially complicated to master—except that, in macOS, Apple makes the scroll bar disappear when you’re not using it. That’s an added obstacle to mastery that nobody asked for.

Fortunately, it’s easy to fix. Open System Preferences→General. Where it says Show scroll bars, you have three options:


	
Automatically based on mouse or trackpad. If this option is selected, then the scroll bars always appear if you’ve plugged a mouse into the Mac.
If not, then you must be using a trackpad, and Apple figures you’ll scroll using the “drag two fingers up or down” technique. Or you might be using Apple’s Magic Mouse, whose top surface acts like a trackpad; you can drag one finger up or down to scroll. In these cases, the Mac hides the scroll bars except when you’re actually in the act of scrolling.



	
When scrolling means the scroll bars don’t appear until you start scrolling. At that point, they show up so you can see where you are in the document, thanks to the little elevator-in-shaft map.

	
Always means the scroll bars are always visible. For most people learning the Mac, Always is the most useful option.



Set Up Your Control Center

Most of the settings in System Preferences, frankly, are unimportant. A few, though, you’ll use very often—so often that trundling all the way to System Preferences to adjust them gets old fast.

That’s why, in macOS Big Sur, there’s a new, compact control panel that offers quick access to the most essential settings, like volume, brightness, Wi-Fi, and Do Not Disturb. It’s called the Control Center.

[image: Image]


TIP: If you use an iPhone or an iPad, all of this should sound very familiar. Apple stole the idea for the Control Center from itself.



To open the Control Center, click [image: ] on your menu bar.

The first-level controls are all here—volume, brightness, Wi-Fi, and so on. But if you click a tile (anywhere except on an actual slider or button), it expands to reveal even more detailed settings. For example, if you click the Sound tile, it expands to reveal your list of microphones and speakers. If you click the Do Not Disturb tile, you’re offered additional options like For 1 Hour, Until This Evening, and Until Tomorrow.

And here’s the beauty of it: You control which controls appear on the Control Center, as described in the next section. Taking the time now to set it up for your purposes will pay off in efficiency later.

Design Your Menu Bar

Popping open the Control Center is certainly an improvement over burrowing into System Preferences. But it’s still a couple of clicks—one to open Control Center and one to make your tweak. Fortunately, Big Sur offers yet another way to put settings at your fingertips: You can install the really important ones right onto the menu bar. Just drag the tile itself directly up onto the menu bar, as shown on the next page.

Now you’ve got direct access to your sound settings, brightness settings, playback controls, Do Not Disturb settings, and so on.

The dragging thing is fun, but there’s actually a more centralized and complete way to design your Control Center and menu bar. That’s to open System Preferences→Dock & Menu Bar (see page 43).

This panel, newly overhauled in Big Sur, contains a list of every available tile your Control Center offers. Some of them, like Accessibility Shortcuts and Fast User Switching, don’t even come preinstalled in the Control Center!

In any case, you can click each one of these options and then choose, in the main window, either Show in Menu Bar, Show in Control Center, or both.


NOTE: Wi-Fi, Do Not Disturb, Display, Sound, and a few others are always available in the Control Center; you’re not allowed to remove them.
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Here’s a rundown of your options:


	
Wi-Fi. Shows whatever wireless network you’re connected to. Click the tile to see an on/off switch for Wi-Fi, a list of other available networks, and a link to the Network window in System Preferences.

	
Bluetooth. Shows if Bluetooth is turned on. Click the tile to see an on/off switch for Bluetooth, a list of Bluetooth gadgets you’ve used with this Mac (like wireless speakers or earbuds), and a link to the Bluetooth window in System Preferences.

	
AirDrop. Apple’s AirDrop feature lets you send files, pictures, and other information between Macs, iPhones, and iPads, wirelessly and without much red tape. You can read more about it in Chapter 14. This tile shows who is allowed to exchange stuff with you using AirDrop. Click the tile to see an on/off switch for AirDrop and a choice of who’s allowed to AirDrop with you (Everyone or Contacts Only).

	
Do Not Disturb. When you turn this feature on, no notifications or warnings (beeps, chimes, or pop-up bubbles) will interrupt your work, as described on page 49. When the [image: ] logo is blue instead of gray, Do Not Disturb is turned on. Click the tile to see a choice of durations for the Do Not Disturb to be in effect, like For 1 Hour or Always On, and a link to the Notifications window in System Preferences.

	
Keyboard Brightness. Click this tile to see a slider that adjusts the brightness of the backlighting behind the keys of your keyboard in low-light situations. You also get a link to the Keyboard window of System Preferences.

[image: Image]




	
Screen Mirroring. This tile turns blue to let you know you’re displaying the Mac’s screen image on an external screen or projector, as a warning to be careful what websites you pull up. Click the tile to see a list of available screens or projectors, and a link to the Display window of System Preferences.

	
Display offers a brightness slider for your screen. Click the tile to see on/off buttons for Dark Mode (page 62) and Night Shift (page 28), and a link to the Display window of System Preferences.

	
Sound offers a volume slider for your speakers, as well as a [image: ] icon that turns blue when you’re playing sound through a wireless speaker, headphones, or earbuds. Click the tile to see another volume slider; the names of any microphones, speakers, and other sound gear you’ve connected to the Mac; and a link to the Sound window of System Preferences.

	
Now Playing shows the name, performer, and album art for whatever music is playing at the moment. It also offers a tiny play/pause button ([image: ]) and a fast-forward/next track button ([image: ]). Click the tile to see a scroll bar for the song, so you can jump around in it, as well as a full set of [image: ], [image: ], and [image: ] buttons.

	
Accessibility Shortcuts. This tile turns blue if you’ve activated one of the Mac’s assistive features, like Zoom (enlarge part of the screen) or Invert Colors (view the screen like a film negative, to make things easier to see). Click the tile to see a list of the accessibility features (page 397), which you can click to turn them on or off. There are also links to the Keyboard Shortcuts pane in System Preferences, so you can set up keyboard shortcuts to turn features on or off, and to the Accessibility window of System Preferences.

	
Battery. On a laptop, this tile shows how full your battery is, both as a graphic gauge and as a percentage. Click the tile to see the status of your laptop’s power situation, such as Power Source: Power Adapter or Fully Charged; a list of any apps that are using an alarming amount of power; and a link to the Battery window of System Preferences.

	
Fast User Switching. As you can read in Chapter 13, different people can use the same Mac at different times. When your sister, for example, signs in with her name and password, she sees her own files, folders, email, web history, and so on. Click the tile to see the icons of everybody with an account on this Mac. Your sister (or whoever) can sign into her account just by clicking her own icon. You also get links to the Login Window (another opportunity to change accounts) and the Users & Groups window of System Preferences.




NOTE: This is the only Control Center tile that reveals nothing at all until you click it.



At the bottom of the Dock & Menu Bar window in System Preferences, there’s a set of four final controls. As the heading in the list suggests, you can install these on the menu bar only:


	
Clock. To the certain bafflement of millions, Apple moved the settings that govern your menu-bar clock here from the Date & Time preferences, where they’ve lived for generations. See page 54.

	
Spotlight. Whenever you want to find something—on the Mac or on the web—you can click this [image: ] and proceed as described on page 121. (You can also begin a search by pressing [image: ]-space bar—and once you’ve learned that keystroke, there’s no reason to clutter up your menu bar with the [image: ].)

	
Siri. The voice assistant that iPhone made famous is available on the Mac, too (page 371). You can begin a spoken request by clicking this menu bar icon—but if you get used to saying “Hey Siri” instead, you can turn this icon off to save a little space.

	
Time Machine is the Mac’s automatic backup feature (page 66). If you don’t use it, there’s no reason to have its icon on your menu bar.



Set Your Notification Tolerance

Somewhere along the line, it occurred to some software engineer that a computer would be more useful if it took a more active role in getting your attention. You wouldn’t have to check your calendar all day—the machine could display a reminder when you had a meeting or phone call coming up. You wouldn’t have to keep checking your email—the machine could alert you with a chime when new email arrived.

These are notifications: alerts, messages, and warnings. They’re a huge deal on smartphones—they call your attention to new text messages, appointments, Facebook or Twitter messages, low-battery warnings, and so on—but they’re on the Mac as well, and in Big Sur they’ve been attractively overhauled.
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A notification takes the form of a little translucent bubble at the upper-right corner of your screen.

Here’s what you can do when you see one:


	
Read it and ignore it. The Mac can display two kinds of notifications: banners, which appear briefly and then disappear (great for things like incoming email), and alerts, which stay on the screen until you click a button to get rid of them (good for alarms and flight updates). Neither interrupts your work. You can keep on doing whatever you’ve been doing.




TIP: In Big Sur, you can see a little more context on a notification before you move on—at least in some apps, including Apple Podcasts, Mail, and Calendar. If you hold your mouse down on it, you get a pop-up panel that offers the opportunity to listen to the latest podcast, for example, or expand a Calendar invitation to see where it appears on the timeline of the day.




	
Dismiss them manually. When you move your mouse onto one of these bubbles, a [image: ] button appears. Click to get rid of the bubble.
You can also get rid of a notification bubble by dragging it off the screen to the right. If you have a trackpad, here’s a third method: Point to a bubble (without clicking) and swipe with two fingers to the right—or with one finger if you have a Magic Mouse.



	
Respond briefly. If you point to a notification without clicking, you reveal an Options button that offers ways to act on the notification. For example, for an incoming text message, you get a Show More button that lets you reply. If it’s an incoming email, you can Reply, Mark as Read, or Delete. All this is very handy, because you can process the new development without having to switch into whatever app is speaking up.
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