
Getting to know your Mac  
It can be daunting getting to know a new operating system and a new computer.  But 
never fear!  Some simple explanations and tips follow, to help you get started with 
OSX.6.8! That’s Snow Leopard to Mac users ;) 
 
Firstly, the Dock.  This is the starting point for accessing all your common programs.  
You can add or remove applications from the Dock by clicking and dragging from 
your Applications folder, to customise what you use the most.  The picture below 
shows which applications the IT boys here put into the Dock for you on your school 
laptop. 
 

 
From left to right, the icons are: 
Finder – the “My Computer” of Mac.  Find your files and documents. 
App Store – Where you can download new apps from the Internet 
Safari – the default Internet browser.  This one works the best on the school 
network, but some sites will open in HTML only. 
Google Chrome – an optional Internet browser. 
iPhoto – a brilliant photo uploader/editor; one the students are VERY familiar with 
iMovie – an easy tool to upload, edit and create movies. Templates give variety, can 
create movies from still images, add music/effects. 
MS Word, MS Excel, MS PowerPoint, MS Outlook – these you are probably 
familiar with.  The interface is a little different, but everything is in the same place as 
the Windows version. 
ClickView – a fountain of resources.  Video clips, worksheets and other classroom 
tools. 
Keynote – the “PowerPoint” of Mac.  Some amazing templates, very simple to use. 
Numbers – “Excel” of Mac.  Again, great templates, including a Gradebook one. 
Pages – “Word” of Mac. Very simple interface, none of the confusing tabs that Word 
has, but all the same options are within the menu toolbars. 
System Preferences – where you can change settings for your computer.  Some 
settings will be disabled – IT admin only can change these. 
Adobe Photoshop – that old favourite photo editing software. 
Adobe Dreamweaver – website and app design software. 
Adobe Illustrator – create digital drawings, patterns, backgrounds etc. 
Adobe InDesign – desktop publishing at its most incredible.  Think Publisher on 
steroids. 
Adobe Flash – create animations and multimedia content. 
(The question mark refers to the home network I was connected to) 



Applications – back to the drawing board! If you can’t find the application you want 
in your Dock, this is where all apps on your computer will be.   
Trash – where files go when you delete them!  Usually recoverable, but occasionally 
you will need to empty the trash! 
 
This is your menu toolbar when you are on the Desktop. 

 
1.  The Apple symbol () is your 
“Start” menu – where you can restart or 
shut down, switch between users, and 
access the specs of your computer. 

 
2. The Finder menu is where you can 
empty trash, among other things.  

 
 

3. The File menu is the one you’ll 
use most from the desktop.  Create 
new folders for files, copy and move 
files, or burn files to CD/DVD.  I’ll show 
you some other shortcuts later. 
 
4. The Edit and View menus aren’t 
ones that get used very often. 
 
5. The Go menu is a shortcut to 
accessing particular ‘home’ folders on 
your computer. 
 
6. The Window menu will allow you to 
choose which open Finder window you 
would like to bring to the front. 
 

7. The Help menu is just that – where you find help!  All applications have a help 
menu built into them. 
 
You’ll notice that many menu options have their keyboard shortcut listed next to 
them.  The keyboard is explained further down. 
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Let’s look at your Applications folder in the Dock. 

 

You’ll see that there are many more applications in this folder than in 
your Dock.  If any applications in the Dock are irrelevant, you can click, 
hold and drag them onto the Desktop and they will disappear in a little 
puff of smoke.  Literally!  In the reverse, to add an application to your 
Dock, click, hold and drag the app from the folder onto the Dock, and the 
Dock apps will move to make room! 
 
Some other applications in your folder thanks to the school: 
Audacity – a free sound recording and editing program; use to record 
student interviews before importing the audio into iMovie! 
Dictionary – self explanatory. 
Garageband – a Mac app similar to Audacity.  Has the capability to 
import audio from electronic instruments or amplifiers for editing. 
iDVD – use the templates to create title menus for a DVD before burning 
a movie onto the disc. 
iWork – the “MS Office”; includes Keynote, Numbers and Pages.  Give 
them a go! 
Promethean – all the software you need to create amazing lessons on 
your Promethean board, including surveys and other interactives. 
Timer Utility – a stopwatch timer; use as a visual through the 
Promethean boards. 
VLC – a movie file player; can play more file formats than the default 
Quicktime program.  



The Keyboard  
 
What you’ve all been waiting for!  You’ll be happy to know, that for those 
of you switching from a Windows system, many of the shortcut keys are 
the same! However, Apple does have a few keys that are different. 
 

 
Across the top, the keys highlighted are: 
Brightness dim and increase – adjust your screen brightness 
Screen view – see all open windows from all open applications at once 
Dashboard – you can download widgets from within Safari to customize 
your Dashboard.  The standard widgets are weather, clock, calculator and 
calendar. 
Australian Apple computers do not have 
the next two buttons. 
Rewind, Play/Pause, Forward – 
navigate through movie files in 
Quicktime using these keys. 
Volume Mute, Down and Up – adjust 
volume settings 
Eject – eject any CD or DVD in the 
drive. 
 
The keys on the bottom left, from left to right are: 
Function – used in very few shortcuts 
Control – used in most multi-key shortcuts 



Option – the ‘alt’ key of Windows, used for some multi-key shortcuts  
Command – aka ‘Apple key’, ‘snowflake’; used for most keyboard 
shortcuts (such as copy, paste, open etc) 
 
You’ll be happy to note that most common shortcuts remain the same! 
Copy - ⌘ C 
Cut - ⌘ X 
Paste - ⌘ V 
Open - ⌘ O 
New page/window - ⌘ N 
Undo - ⌘ Z 
Redo - ⌘ Y 
Select all - ⌘ A 
Save - ⌘ S 
 
For a full list of keyboard shortcuts for applications across OSX, please 
visit this website: http://support.apple.com/kb/HT1343  
 
 
 
 


