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Using a Mac OS 11
Operating Systems

Hi! I'm Belle!

Hi! 'm Belle. I'm here to tell you about a computer’s operating system and guide you
through navigating a computer.

We'll follow along with Jane who wants to learn more about how to use the computer.
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E Learn about operating systems

Find and navigate the desktop

Find and organize files and folders
Manage the windows of an application

Save and close files

4]
4
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Delete files

In this course Jane will learn about operating systems, how to find and navigate the
computer’s desktop, how to find and organize files and folders, how to manage the
windows of the applications she wants to use, and how to save and close files and
how to delete files on the computer.
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In today’s lesson Jane will learn about the Mac operating system running on the
computer, and what it does. Let’s take a look.

When Jane first turns on the computer, software starts running behind the scenes
that manages all the different computer programs and processes. That software is
called the operating system.

The operating system is the software that handles the functions of the computer to
make sure everything is working together. Just like your brain works to manage your
body to make sure you are breathing and your heart is pumping, the operating
system manages the functions of the computer to make sure everything is working
together.
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When using a Mac computer, the operating system is called “macOS”. You can tell
what version of the operating system you are using by the number that follows. To
see what version of the macOS the computer Jane is using, she clicks on the Apple
icon on the desktop.
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Then she clicks on About this Mac.
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Ovarview Disimys Storage Support Servcs

Big Sur
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A dialog box appears that lets Jane know which version of the macQOS she is using. In
today’s example, Jane is using a computer running macOS Big Sur, the name for Mac
OS 1.

Jane will be learning more about the macOS desktop and other programs available
within this operating system.
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Working from the Desktop
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In today’s example Jane is using a Mac computer and its various applications with the
OS 11 operating system.

In this lesson, Jane is going to learn about the different sections of the computer’s
desktop including the Dock, Apple Menu and more.
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When the computer is turned on, Jane sees what’s known as the desktop in the
monitor. Here we see Jane’s macOS 11 Big Sur desktop.

If you're using a Mac that has a different version of the operating system running, the
desktop may look different.
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The desktop is just like the top of Jane’s desk at home or at work, where she keeps
different folders with papers in them, and other tools she needs to get things done,

such as a calculator for math,
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a pen for writing, or a book for looking things up.
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Just as Jane has folders and tools on her physical desk, she also has those tools and
folders on the computer, which she can access through the desktop.
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On a Mac, files and folders are often kept on the desktop and applications are often
found in the Dock. The Dock is usually located along the bottom of the screen but can
also appear on the left or right side. The Dock is where you access the applications.

To open an application, Jane can click on these icons, also known as shortcuts, right
from the Dock.
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If Jane wanted to handwrite a letter, she would use her pen. Since she wants to create
a letter on her computer, she will click on the icon for the writing application to open
it. In today’s example, Jane is selecting Pages to write the letter.
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Applications are tools that allow you to do things on a computer. Some applications
allow you to work on text documents, like the one Jane will use for her letter, and
others allow you to do things like edit pictures or do math.
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Another way to access applications is through the Launchpad. While the Dock has the
most commonly used applications on it, it may not have all the applications available
on the computer. If Jane clicks on the icon with rows of multicolored dots on it, it will
open the Launchpad.

Click on the
Launchpad

icon
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Would you help Jane and click the Launchpad icon to open the Launchpad menu?
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Good job! The Launchpad lists all applications available on Jane’s computer. To open
an application from the Launchpad, Jane would click on the shortcut of the
application she wants to open, just as she could in the Dock.
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For example, if Jane wants to add a list of numbers, she would single click the
Calculator shortcut and the calculator would open.
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Above the desktop at the top of the screen is the menu bar, which includes different
menu options depending on what program you are in.
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In this example, the active menu is the Finder menu.
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The Apple icon in the top left is where you can do things like shut down your
computer and change the computer’s settings.
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On the right side of the menu bar is a collection of icons that allow you to see the
date and time, adjust volume, and more.
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In today’s example, when Jane clicks on this icon
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it opens Siri, a virtual assistant in the Mac operating system. Siri responds to voice
commands by using the computer speakers. Sometimes, using this tool can be the
fastest way to find the program you’d like to open. To ask Siri for help, click on the
icon and speak to Siri with your question or request, like “Siri, what is the weather in
Chicago today?”
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Different ways to open an
application:

Double click Desktop icon

Single click Dock icon

B Select from the Launchpad menu

Search and select your option using Siri

Jane is happy to learn that there is more than one way to open an application on the
Mac computer. She can double click on a Desktop icon. She can single click on the
Dock icon. She can select the application from the Launchpad menu. Or she can
search and select the application using the Siri virtual assistant.

In this lesson we’ve seen how to open applications in the Mac operating system. In the
next lesson Jane will learn how to find files and folders on the Mac computer.
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Files and Folders
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In today’s example Jane is using a Mac computer and its various applications within
the OS 11 operating system. We'll follow along with Jane as she manages files and
folders.
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A file is a package of information. Applications are software or tools that allow you to
do things on the computer with a file. Some applications allow you to work on text
documents, and others allow you to do things like edit pictures, watch videos, listen to
music or access the internet.
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Just like an application, there are several ways you can open a file. Jane would like to
open a file on her desktop. Using a mouse or touchpad, Jane would move the cursor
to the file, and then double-click on the file to open it.
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Double click
on the file
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Would you give Jane a hand? Move your cursor to the file “School Party Budget” and
double click on it.

2nd Grade - End of Year Party Budget
Anticipated Encumbered ]
Cast
0 dT2em
i
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Good job! When Jane opens afile, it will open in the default application that the file
works in. In today’s example, the file automatically opens in a program called
Numbers, since that is the application that is used on Mac OS to open spreadsheets.
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Folders on the computer are like the folder that was on Jane’s physical desktop. Just
as the folder on her desk contains letters, pictures, and other documents, the folder
on the computer desktop contains similar files.

Double click
on the folder
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Would you give it a try? Double-click on the folder to openiit.
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Nice work! Double-clicking the folder on the desktop will open a window that shows
the files in that folder, just as opening a paper folder allows you to sort through the
documents in that folder.

Jane's Doclments 8=

Mowykes  setecors o BoLmiEndo
Tear Party pages

Double click
on the file
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Double-clicking on afile in a folder will open it. Would you open the file called “End of
Year Party” by double-clicking on it?
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Good job! In today’s example the file opened in Pages because that is the application
that opens these types of files.

In this lesson, Jane learned how to find and open files and folders on the computer. In
the next lesson, Jane will learn how to use an application window including resizing
windows, scrolling, and more.
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Working with Windows
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In the previous lesson, Jane learned how to find and open files on the computer. In
today’s lesson, Jane will learn how to use an application window on the Mac, including
how to make a window larger or smaller, move a window, close a window and more. In
today’s example, Jane will be using the applications “Pages” and “Numbers” on a Mac
computer.
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Once Jane has opened a file or folder, she sees a window. A computer window gives
you a view into a file, folder, or an application just like a store’s window gives you a
view into the store. The window is your working area.
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When you open a window, it may appear in a size that’s too big or too small for your
work. Jane can change the size of the window by hovering her cursor over a border or
corner of the window using her mouse. The cursor then becomes a double-headed
arrow. Jane can then click and hold the left mouse button to “grab” the edges of the
window.
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Jane drags the cursor to change the size of the window. She releases the mouse
button when the window is the desired size.
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At the top of the window Jane sees some tools to help her manage the size and shape
of the window.
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If Jane wants the window to fill the whole desktop, she can click the green button on
the top-left corner of the window.

Click on the
green button
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Would you click on the green button for Jane?
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Diear Parents,

I's been another exciting school year. Before summer begins, we would like to celehrate all that
car children have nccomplished this school year. | have volunteered to help Ms. Johnson plan
this year's cebebeation.

Thie panty will be held Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Saacks and
beverages will be pravided thanks ta the generous support of the Pasent Teacher Association. We
eape s s you there:

Thanks,

Good job! When you click on the green button, the window fills the entire screen.
When you want to make the window smaller again, it can be a bit tricky since the
menu bar is hidden.

In order to see the menu when a window is in full screen, Jane needs to move her
mouse to the very top of the screen.

@ like to celebrate all that
help Ms_ Joinson plas

el Move your
The party will be] Ml N[ dA0 ] @ to the top n's classroom. Snacks and

beverages will be  Teacher Association. We

]  of the screen

Thanks,

Would you help out Jane? Move your cursor with your mouse to the top of the screen.
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I's been another exciting school year. Before summer begins, we would like to celehrate all that
car children have nccomplished this school year. | have volunteered to help Ms. Johnson plan
this year's cebebeation.

Thie panty will be held Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Saacks and
beverages will be pravided thanks ta the generous support of the Pasent Teacher Association. We
haape 10 see you there

Thanks,

Nice work! The menu bar has appeared again and the green button is visible. When
Jane clicks on the green button

1's been amoiber exciting school year. Before summer begins, we would like o celehrate al that
our ehildren have aeeomplished this school year, | have volunteered 1 help Ms. Johnson plan
ihis yeas's celebeation

The party will e held Tharsday, hues: 108 from 9-11 am in Ms. Johsson's classroom. Saacks and
beverages will e provided thanks ta the genesous support of the Pasent Tescher Association. We
hape to see you there

Thanks,
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the window returns to its original size.
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T's been another exeiting school yeas, Before sumnee begins, we would like 10 celebrate all that
our children have seeomplished this school year, I have volunteered o help Ms. Johnson plan
ihis year's celebration

The: party will be hekd Tharsday, Rue: 10% from 9-11 am in Ms. Johson’s elassroom. Saacks and
beverages will be provided thanks to the generous support of the Parent Teacher Assocfarion, We
hape to see you there

Thanks,
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Jane can scroll in the window to display different parts of the document. Scrolling will
move you up and down the page, similar to turning the pages of a multipage
document.

It's been another exciting school year. Before summer begins, we would like to celebrate all that
our children have seeomplished this school year, T have volunteered i hielp Ms. Johnson plan
ihis year's celebeation

The panty will be held Thursday, Juse 108 from 9-11 am in Ms. Johason's classroom. Snacks and
beverages will be provideed thanks (o the generous support of the Parent Teacher Associarion, We
hape to see you there

Thanks,
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To scroll, Jane moves her cursor to the scroll bar, the clicks and holds the left mouse
button to “grab” it. Then she drags it to move down in the document.
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H's been another exciting school yeas. Before summer begins, we would like o celebrate ol that
oar children have aceomlished this scheol year. Thuve volunieered 1o help Ms. Joimson plan

this pear’s celebeation

“The party will be hebd Thursday, Juse 108 from 9-11 am in Ms. Johmson's classtoom. Soscks and

beverages will be pravided thasks to the genesaus support of the Pasent Teacher Association, We
hape o see you there

Thanks,
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If Jane would like to access other files or folders on the desktop while this file is open,
she can click on the yellow button at the top left of the window to minimize it. This
will collapse the window into the Dock at the bottom of the screen so Jane can see
and use the desktop.

l
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Now that the first file is minimized, it appears on the Dock at the bottom as anicon.
This frees up the desktop so that Jane can find another file.
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Double click
on the file
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Jane would like to open the file on the desktop called School Party Budget. Would you
give Jane a hand? Double click on the file “School Party Budget” to open it.

S<haa: ParTy Buaspet numBers
4 T =

' 2nd Grade - End of Year Party Budget
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Good job! It is possible to have many windows open at the same time. This allows you
to switch between tasks or work between multiple files.
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Jane can click on the icon to open the file that she minimized to the Dock, so she has
two open files open at the same time. In this example, the file in the Dock is in the
application called Pages, but this will work for any kind of file that is open in the Dock.

Single click on
the file icon
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Would you help out Jane by opening this file for her? Click on the file now.
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T's been another exeiting school yeas, Before sumnee begins, we would like 10 celebrate all that
our children have seeomplished this school year, I have volunteered o help Ms. Johnson plan
ihis year's celebration

The: party will be hekd Tharsday, Rue: 10% from 9-11 am in Ms. Johson’s elassroom. Saacks and
beverages will be provided thanks to the generous support of the Parent Teacher Assocfarion, We
hape to see you there
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Nice work! Now that Jane has two windows open, she wants to move them around to
make it easier to work between them. She can pick up a window by the grey bar at
the top and move it. To do this, she places her cursor above the gray bar and clicks
down on her mouse button.

' 2nd Grade - End of Year Party Budg

o e :‘: g ;| I's been another exciting school year. Before summer begins, we woald like to celebrate l that
| ] oar hikdren have aecomplished this school year, | huve volunteered 1o help Ms. Johnson plan
¢ B o Ench St s iz this yesr's celebeution.
BT — s
5w s ez 4 The party will e held Thursday, Fune: 108 from 9-11 am in Ms. Jahnson's classtoom Sancks and
] beverages will b pravided thasks ta the generous support of the Pasea Teacher Assosiation. We
hape o see you there
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While still holding the mouse button down, she moves the window. When the window
is where she wants it, she releases the mouse button to place the window.

Again, the windows can also be resized to make it easier to work between them.
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e e 4 1's been another exsiting school year. Before sumener begins, we would like to celebrate al that
our chiliren have aocomgplished this schuol yesr. L have voluntesred 1o help Ms. Johnson plan
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beverages will be provideed thanks fo the generous support of the Parent Teacher Associarion, We
hepe to see you there
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In this lesson, Jane has learned how to work with windows. In the next lesson, she’ll
learn how to save and close files she created within an application.
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Saving and Closing
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In the previous lesson, Jane learned how to work with windows. In this lesson Jane will
learn how to save her work and close files. In today’s example Jane is using Pages and
Numbers on a Mac computer.

Occasionally, while you are working on a file, or before you close it, you will want to
save your work.
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When an application is open on her Mac, Jane notices that the menu bar is specific to
the application she’s in, rather than the general Finder menu bar we learned about
earlier in this course.

Jane can see what application menu is active here, next to the Apple icon. In this
example Jane is using the application called Pages.
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a drop-down menu appears. Options for saving the file appear in the drop-down
menu.
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If Jane had already saved this file before, and knew both the file name and the
location where it was saving, she could simply click on the Save option in the menu.

This is the first time Jane is saving this file. So when she clicks on Save,
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a Nnew menu appears.
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After naming the file Jane selects where the file will be saved on the computer. Be
sure to choose a location that you will remember, such as on the desktop orin a
specific folder. In this example, Jane is saving this file in her documents folder that is
on the desktop.
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Once Jane has chosen a file name and location to save the file, she clicks on the
“Save” button.

T Do List End of Year Party
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If Jane wants to move the file to another location, she can select the “Move To...”
option in the File Menu.
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The “Move to” pop-up menu appears. Jane can click on the drop-down arrow to
choose a new location.

Click on the
dropdown
arrow

e QN
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Would you give Jane a hand by clicking on the dropdown arrow?
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Good job! A list of possible locations to save the file appear. Jane reviews the list and
decides to save the file to the Desktop.
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After Jane selects the location, she clicks “Move”.
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The file is now saved on the Desktop.

If you are using a public computer, there may be limits on where you can save files.
Feel free to seek help from a staff person at the computer center for more
information on saving files on a public computer.
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When Jane is done with her file and has saved it, she wants to close it. To close the file,
Jane clicks on the red button at the top left of the window.

If Jane had made changes to her document since the last time she saved it, Pages
would automatically save the changes to the file before it closes. Please note that
most applications will ask you if you want to save the changes before you close a file.
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Jane wants to close the Numbers file which is currently open on her desktop. Would
you help out Jane, and click the red button at the top left of the Numbers window to
close the file?
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Nice work!

In today’s lesson Jane learned how to save her work and close her files. In the next
lesson we will follow Jane as she learns how to delete files.
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In the previous lesson Jane learned how to save her work and close a file. In this
lesson Jane is using a Mac computer to delete afile.
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To delete files, you will use the trash can, which is located on the Dock at the bottom
right of the screen. When there is nothing in the trash, the icon will appear empty.
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To delete a file, Jane moves her cursor to the file she wants to delete. She clicks on it
and holds down the left mouse button. The file is selected,
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and Jane drags it over to the trash bin on the right side of the Dock.
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Once there are items in the trash, the icon will appear full.
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Drag the file

into the trash
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Jane would also like to delete the school image on her desktop. Would you help out
Jane by dragging the image to the trash?

1
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Nice work!
Like the trash bins in your home, things stay in the trash until you empty the trash and

take it out. That means Jane can still access a file she’s placed in the trash, as long as
she hasn't “emptied” it.
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When Jane clicks on the trash icon, a window showing the contents of the trash will
open.
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Jane would like to remove a file she’s placed in the trash. To do this, she moves her
cursor to the file, then clicks and holds down the left mouse button on it. Now that
the file is selected,
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she can drag it to the desktop.
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When Jane is sure she’s done with everything in the trash, she can “empty” it. The files
will be gone permanently.

To empty the trash, Jane clicks on the Empty button in the right-hand corner of the
Window.
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A dialog box appears asking Jane to confirm that she wants to permanently erase the
files in the trash. Jane is sure, so she clicks on the blue Empty Trash button. This
permanently removes the files from her computer.

g
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Jane’s trash is now empty.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




< ATaT .
connected AP!‘S"C!!S';P?‘{V

LEARNING

Open applications and
files

Work with windows

Save and delete files

In this course, we followed along with Jane as she learned the basics of using a Mac.
We hope you can now open your applications and files, work with windows, and save
and delete your files. In the next lesson, we'll review a few of the main points in this

course.
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Practice

In this course, we've learned a lot about how to use a Mac computer with the Mac
OS11 operating system, running the Pages and Numbers applications. Let’s see what
you can remember.
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If Jane wants to open an application on the desktop, what
does she need to do? Click the correct answer.

Double-click the icon on the desktop

Single-click the icon on the desktop
Drag the icon into the trash

If Jane wants to open an application on the desktop, what does she need to do? Click
the correct answer.

If Jane wants to open an application on the desktop, what
does she need to do? Click the correct answer.

& | Double-click the icon on the desktop
x Single- cllck the icon on the desktop
Drag the icon into the trash
Click Next
to continue

That is correct! Jane will double-click the icon on the desktop to open the application.
Click next to continue.
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Jane wants to minimize the window. What icon would
she click to do that? Click on it now.

soe End of Year Party.pages
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wiew  Zoem Insert Table Chat Tt Shace Mada Colaborats Fan

Dear Parents,

It’s been another exciting school year, Before summer begins, we would like to celebrate all that
our children have accomplished this school year. I have volunteered 10 help Ms, Johnson plan
this year's celebrution.

The party will be held Thursday, June 10 from 9-11 am in Ms. Johnson's elassroom. Snacks and
beverages will be provided thanks to the generous suppart of the Parent Teacher Association. We
hape to see you there

Thanks,

Jane wants to minimize the window currently open on her screen. What icon should
she click to do that? Click on it now. If you need help, click on the Hint button.

Jane wants to minimize the window. What icon would
she click to do that? Click on it now.

ene End af Year Party.pages
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It’s been another exciting school year, Before summer begins, we would like to celebrate all that
our children have accomplished this sehonl year. | have volunteered tn help Ms. Johnson plan
this year's celebration.

“The party will he held Thursday, June 10 from 9-11 am in Ms. Jahnson's classroom. Snacks and
beverages will be provided thanks te the generous support of the Parent Teacher Association. We
hape to see you there

Thanks,

Click

Next to
continue

That’s right! Click next to continue.
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Jane wants to close the window. What icon would

she click to do that? Click on it now.
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Dear Parents,

It’s been another exciting school year, Before summer begins, we would like to celebrate all that
our children have accomplished this school year. I have volunteered 10 help Ms, Johnson plan
this year's celebrution.

The party will be held Thursday, June 10 from 9-11 am in Ms. Johnson's elassroom. Snacks and
beverages will be provided thanks to the generous suppart of the Parent Teacher Association. We
hape to see you there

Thanks,

Jane wants to close the window currently open on her screen. What icon should she
click to do that? Click on it now. If you need help, click on the Hint button.

Jane wants to close the window. What icon would
she click to do that? Click on it now.
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It's been another exciting school year, Before summer begins, we would like to celebrate all that
our children have aceomplished this school year. I have volunteered to help Ms. Johnson plan
this year's celebration.

“The party will he held Thursday, June 104 from 9-11 am in Ms. Jahnson's classmom. Snacks and
heverages will be provided thanks to the generous support of the Parent Teacher Association. We
hope to see you there

Thanks,

Click

Next to
continue

That’s right! Click next to continue.
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Jane wants to save the document. What would
she click to do that? Click on it now.

@ MNumbers File Edit Insert Table Organize Format Arrange View Share
ece i School Party Budget.numbers
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View Zoom Add Category Insert Table Chart Text Shape  Media 1 Format  Organize
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I 2nd Grade - End of Year Party Budget

Itom | Anticipated _ Encumbered Paid
Cost

Food and Drink | 3400 (§172.00
Decorations 3150 $0.00
4 Book for Each Student | 4225 (§224.25)
Gift for Classroom | $100
& Total | 3875 -$396.25

Jane wants to save the document she is working on. What would she click to save the
document? Click on it now. Click on the Hint button if you need help.

Jane wants to save the document. What would
she click to do that? Click on it now.

@ MNumbers File Edit Insert Table Organize Format Arrange View Share
« School Party Budget.numbers
@ af T B v A3

Add Category  Insert Table Chart  Text Shape Media | Format Organize

Click
Next to
continue

That’s right! Click on next to continue.
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Jane accidentally deleted a file. Where can she
find and retrieve it? Click on it now.

Hint
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Jane accidentally deleted a file. Where can she find and retrieve it? Click on it now. If
you need help click on the Hint button.

Jane accidentally deleted a file. Where can she
find and retrieve it? Click on it now.

) That's right!
Click

Next to
continue
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That’s right! Click next to continue.
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Congratulations! In this course you learned how to use a Mac and the MacOS
operating system. Why don’t you try exploring some of these features on your own!
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