
Customizing the Screen Background

Open the Apple Menu > Select System Preferences

Choose Desktop & Screen Saver

Select a Desktop Picture or use the + sign to find a picture saved on your computer.

Check the box next to “Change picture:” if you would like the picture to rotate.

Customizing Your Screen Saver

Open the Apple Menu > Select System Preferences

Choose Desktop & Screen Saver 

Select the Screen Saver tab.

Click on the different screen saver options to see their effects.

Use the + sign to choose a picture folder of your pictures that will rotate as a screen 
saver.

Use the energy saver slide bar to select how many minutes will pass before the screen 
saver begins.

Using Hot Corners

Open the Apple Menu > Select System Preferences

Choose Desktop & Screen Saver 

Select the Screen Saver tab.

Click the “Hot Corners . . .” button at the bottom, left corner of the screen.

The four boxes represent the four corners of your computer screen.  

Select what you want to happen when your mouse hovers in any of these locations.



Organizing your Files & Icons

Open the Finder Window.

Click on a Folder or File to select it.

Select the “File” menu and select a color at the bottom of the menu.  This will add a 
color tag to the File or Folder.  

Now when you are looking for files color coded a certain color, do a command F.

Pull down the first box to “File Label.”  You may have to select “Other” and find “Tag” the 
first time.

Now you can type the color tag you are want to see. OR . . . simply click on the color tag 
on the left side of the Finder box to show you those tagged with the particular color.



Customizing the Dock

Open the Apple Menu > Select System Preferences

Choose “Dock”

Showing Your Screen on an LCD

When the computer is connected to an LCD projector, it can display the screen currently 
on the desktop or it can show what has been dragged past the right side of the desktop.  
The second option is useful if using Keynote so that the presenter notes can be showing  
on the desktop and the slides showing through the LCD.  It is also something to check if 
you are hooked up to an LCD and it only shows a blue screen.

Open the Apple Menu > Select System Preferences

Choose “Displays” 

If an LCD projector is currently connected, there will be an “Arrangement” tab.

Use this slider to change the 
size of the icons on your dock.

Check this box if 
you want dock 
icons to enlarge 
when you hover 
over them.

Select where 
you want your 
dock located on 
your screen.



If the “Mirror Displays” button is checked, you will see this screen and you will project on 
the LCD what is on your Desktop.

If the “Mirror Displays” box is not checked, the screen will look like this, and you will be 
projecting anything that you drag off the right side of your screen. 



Exposé
Your computer has a feature called Exposé that makes it easy to find windows 
when your desktop is cluttered. Even if you have many overlapping windows, 
Exposé lets you view thumbnail versions of all of them so you can find the one 
you need.

To see all your open windows, press the Exposé key (pictured below).(F3).

�

A shortcut for this would be to swipe up with three or four fingers on your 
Trackpad.

To exit Expose, click on the screen or push Esc.

Spaces

A space is the desktop area you normally see on your display. With the Spaces 
feature of Mission Control, you can create multiple desktop areas to keep 
things organized. When you enter Mission Control, all of your spaces appear 
along the top of your screen. The desktop you're currently using is shown 
below the row of spaces.

When a window you're looking for resides in a specific space, click the related 
space at the top of the Mission Control window to switch spaces. Then click the 
window to bring it to the front of your view.

To create additional spaces, open Mission Control and move your pointer to the 
upper-right corner of your screen. Click the Add Space (+) button that appears.

You can also drag an app's icon to the Add Space button to quickly create a 
space containing all of an app's windows.

To remove a space you don't want anymore, move your pointer over that space 
at the top of the Mission Control window. Press the Option key on your 
keyboard, then click the close button (X) that appears next to any space you 
want to remove. Any windows currently in that space are automatically moved 
to another space that's still open.  



Using the Launchpad

Select Launchpad on the Dock          or F4.  This will display your Applications.

Then click on the Application you want to use and begin.

To return to the Desktop, click off of the Dashboard.

Adding Widgets to Dashboard

Open Dashboard             either from your Launchpad, Function F12, or add it to 
your dock.

Select the plus sign on the bottom, left side of the screen.

This Displays the Widgets currently available.  To add one of these Widgets, 
drag it up to the Dashboard.

To find additional Widgets, click on the “+” 

This displays additional Widgets that you can add.  Select the Widget you want 
and then drag it to the spot you would like.

Click on “More Widgets . . .”  This will take you on-line to look and download 
additional Widgets.

Click on the right facing arrow to return to your desktop.

Removing Widgets from Dashboard

Click on the - sign and select the x on the widget you want removed.

Customizing the Sound

 Open the Apple Menu > Select System Preferences

Choose Sound.



Select the sound for alerts.  Select the volume for sound on the computer.

The Output and Input tabs can be used to adjust volumes when adding external 
speakers or an external microphone.

Settings on the Trackpad

Open the Apple Menu > Select System Preferences

Choose Trackpad.

Hover over each trackpad option and it will show you how each option works in the 
screen to the right.



Command Shortcuts

Adding Applications to Your Dock

Open the Finder window and select Applications. 
Find the Application you want to add and drag onto the dock in the preferred location.  
The other icons will separate and you can drop it on the dock.

Removing Applications from Your Dock

Drag the icon you would like to remove off the dock and onto the Desktop.  The icon will 
disappear.

Setting Startup Page(s) for Internet Browsers

Chrome—

Click on the Chrome Menu
Select Preferences.
Under "On startup," click Open a specific page or set of pages.
Click Set pages.
Enter the web address of the page you want to see when you open Chrome.
Click OK.

Firefox—
Open your pages each on a different tab
In the top-right corner of Firefox, click the Firefox menu 
Select Preferences
Click Use Current Pages

Save

Print

Copy

Paste

Toggle between programs that are open.

Toggle between screens of the same program.

Command � tab

Command � C

Command � S

Command � ~

Command � V

Command � P



Safari—
Go to the Safari Menu
Select “Preferences”
Go the General tab.
Enter the website address you want to use or select “Use Current Page.”

Adding Smart Service and Orient to your Dock

Open your Finder window.  Select Applications and then the Smart Technologies folder.

Select Smart Settings.  Right-click (control & click) on Smart Settings.

Select “Show Package Contents.”

Click “Contents” and then select the “Bin” folder.

Drag “Smart Board Service” and “Orient” to your dock.



Compressing Files to send as a Zip File

Create a folder and put all the files in it that you want to compress together.

Select all the files by doing a Command-A (select all) or selecting the top file, holding 
down the shift button, and then selecting the bottom file.

Click on the gear icon on the top of the Finder window.

Then select “Compress # Items.”

It will create an “Archive.zip” file.  Then rename the file.  It will be a smaller, single file to 
e-mail or upload.


