
Intro to macOS 

1 
Rev 2/28/19 

Intro to 
 

macOS is the operating system used by Apple computers. As of February 2019, macOS 
Mojave is the newest version of macOS. In many ways macOS can feel wildly different 
than the Windows operating system, but there are a lot of similarities once you learn 
them. The purpose of this guide is to walk you through some of the basic differences of 
macOS compared to Windows, and then go over what the default apps installed on the 
computer do.  
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Getting to know the macOS desktop 

The desktop is a little different than Windows. But it’s pretty easy to adapt to the 
differences. At the top of your screen is your menu bar. This combines the bottom right 
corner of the Windows task bar with the menu bar usually found at the top of each 
program’s window. In macOS, you always find the menu bar at the top of the screen no 
matter what program you’re using. This bar adapts and changes based on which app 
you’re currently using. Here you can see four examples for the Finder, Safari, FaceTime, 
and Pages apps. The bar is always in the same spot, no matter which app you’re using. 

 

Clicking the Apple icon ( ) on the left of the menu bar will give 

you the Apple menu. Here is where you can reach your System 
Preferences, the App Store, Force Quit a program that’s frozen 
up, log out, or shut down or restart your computer. 

On the left side 
of the menu bar 
are a few other tools. Starting on the left is the status bar which 
shows your internet connection, battery life, volume, the date 
and time. Some apps will add more status notifications here such 
as when your location is being used. 
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Next you have your user settings (your name) where you can log out. Then you get the 
Spotlight search. This allows you to do a universal search for items on your computer, the 
internet, maps, and more. Instead of doing a specific search within a particular app, you 
can just use the Spotlight search to do that from the menu bar. 

Beside that is a shortcut to Siri. We’ll cover Siri more in a moment, but you can launch Siri 
by clicking on the Ask Siri button. Lastly, the three lines in the upper right corner is the 
Notification Center. This gives you access to widgets based on the apps you have installed. 
By default, it shows your calendar, some stocks, the weather, and reminders. But you can 
add others like your iTunes library, a clock, or a calculator. As you install more apps, the 
widget options will grow based on those apps. 

 

At the bottom of your desktop is the Dock. This is where you store programs you use 
frequently. The above Dock is the default layout, but you can change what appears there 
by right clicking on any of the apps and toggling the “Keep in Dock” to either be on or not. 
It also comes with your downloads folder and your Trash by default. The Finder and your 
Trash will always be there, but anything else on the Dock can be changed to suit your 
needs. 

If you don’t want to see the Dock, you can choose to have it hidden. It still stays at the 
bottom of the screen, and can be pulled up by moving your mouse cursor to the bottom of 
the screen. This can be nice if you find the Dock takes up too much space on your screen 
and you would like to see a little more of whatever you are working on. 
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Basics of adapting to macOS 
Closing a program 
If you’re familiar with Windows computers, you’re familiar with the 
minimize/maximize and close buttons in the top right of your 

programs. Those have moved to the top left of your macOS apps. From left 
to right, you have close (red), minimize (yellow), and maximize (green). 

Maximize works a bit differently than it does in Windows. If you just click on the green 
dot, you’ll fill the screen entirely. If you hold the Option key while clicking on maximize, 
you’ll expand the window to fit everything but still leave the dock and menu bar visible. 

Another difference deals with closing programs is macOS has a difference 
between closing and quitting programs. In Windows, when you press the X 
in the top right of the window, you exit the program. In macOS, when you 
press the red dot, it closes the program window, but doesn’t quit (exit) the 
program. The program continues to run in the background, ready to 
reopen. This is represented by a small black dot under the app icon on the 

Dock. Any app that has that dot will open much quicker if 
you click on it again than it would if it was closed out all 
the way. In order to quit a program, you need to either 
right click on the icon on the dock selecting Quit, select 
the name of the app in the menu bar and select Quit, or 
press ⌘+Q on your keyboard. Any of those options will 
fully quit the program requiring it to be fully loaded again 
the next time you want to use it. Normally leaving an app 
opened in the background isn’t an issue, unless you have a 
lot of them in which case it can slow your computer down. 
However, if you check your calendar a lot but don’t need 
to see it all the time, closing the app window is a better 
approach than quitting and having to reload the program 
entirely every time you want to use it.  

Force Quitting is the equivalent of the task manager in Windows. If an app is frozen and 
you’re unable to get it to respond, you can force it to quit by either choosing Force Quit 
under the Apple symbol, or you can press Option+Command+Esc. Select the app that’s 
giving you issues, and select Force Quit to shut down the app. 

Keyboard changes 
Another common difference is the keyboard. There are a few changes over a standard 
Windows keyboard, and often these are given a symbol in macOS. The newer computers 
are including these symbols on the keys themselves, but otherwise you see the symbols on 
the computer screen as keyboard shortcuts. 

⌘ - Command: This is the equivalent of Windows’ Control key. This is the most common 
button you’ll use to initiate keyboard shortcuts like cut, copy, paste, close, and undo. 
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Typically, if you used Control in a keyboard shortcut on Windows, you can usually perform 
the same action just replacing it with Command. For example, Ctrl + Z is undo on Windows, 
and Command + Z is undo on macOS. 

⌥ - Option (alt): Option functions similar to the Alt key on Windows, and in fact lists alt on the 
key itself. It’s a kind of catch all for the keyboard that lets you often do unusual and more 
powerful keyboard shortcuts. Many of these are situational, but if you ever see the ⌥ symbol 
listed this indicates to use the option key. 

^ - Control: This is once again not the same as Control on Windows. This is more often used to 
initiate a right click. Holding Control and clicking will give you the typical right click menu you 
would see on Windows. This comes from the older days of Apple where their mouse only had 
one button, and there needed to be a button on the keyboard to get access to that menu. 
However, you can go into the System Preferences and enable your mouse or trackpad to do 
right clicks instead or pressing Control to do so. 

⎋ - Escape: This does a lot of the same that Windows does, but sometimes is abbreviated with 
the listed symbol such as ⌥⌘⎋ in order to bring up the Force Quit menu. 

⇧ - Shift: Similar to escape, this works largely the same way as it does in Windows, but is 
sometimes abbreviated in keyboard shortcuts with the arrow. 

fn: While this button doesn’t have a symbol, what it does is change what certain buttons do on 
the keyboard. 

Another difference is how Backspace and Delete function. On Windows, these are two 
separate buttons. In text fields, backspace removes text to the left, and delete removes to the 
right. Additionally, with a file in your file browser, delete would move the file to the trash 
while backspace would do nothing. In macOS, delete is located where backspace is and 
does the same thing that backspace does. On a MacBook keyboard, the Windows 
equivalent of the delete key is missing. But if you’re looking to remove text to the right of 
your cursor, you can do so with fn + Delete. To remove a file from your Finder, press 
Command + Delete.  

Switching Programs 
One feature that many people who use Windows don’t know about is the Alt + Tab option 
to quickly switch between your active windows. macOS has a similar tool, where you press 
Command + Tab and that allows you to switch between the active apps. This can be handy 
if you need to jump back and forth between two programs repeatedly say to reference 
information in a browser and then input that information into a spreadsheet.  

Sharing 
Share is an icon you’ll see frequently in apps. This icon is used to share what you’re 
working on or looking at with someone else. You’ll find this icon spread throughout 
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your Finder, Photos, Safari, and many other apps. If you want to send the file you’re 
working on to someone else, you’ll want to look for this icon. 

AirDrop is a tool provided by Apple to share pictures, documents, and more 
between other Apple devices quickly and easily. When doing so, both parties 
have to be on the same Wi-Fi network and within Bluetooth range. Once that 
happens, you can tap on the Share icon ( ) and select the person you want to 

share with through AirDrop. Some apps require you to just select the person, others 
require you to select AirDrop first. If you’re not in their contact book, you’ll need the other 
user to set their AirDrop settings to accept from everyone. Then on their end they just 
need to accept the share. This can even be used to send information from your computer 
to your iPhone such as map directions, websites, and photos. 

Flash Drives 
Flash drives work mostly the same way as they do with Windows for quick and easy 
transfer of files from one computer to another. The only difference is with formatting. 
macOS offers a few options that work with Mac computers very well. However, the 
downfall to this is that Windows computers can’t read them. Additionally, if your 
Windows formatted flash drive was formatted in NTFS, you’ll only be able to look at the 
files on your flash drive, but not write anything to it. So if you want to bring a file from 
home to the library to print on our Windows computers and vice versa, you’ll need to 
make sure your flash drive is formatted in the FAT format.  

Additionally, in order to eject your flash drive when you’re done there are two ways to do 
so. The first is in the Finder app, where your flash drive will appear in the left sidebar 
under Devices. There should be an eject symbol beside your flash drive. Click that to eject 
your drive. Additionally, your flash drive should appear on the desktop. You can simple 
click and drag it to the Trash which should change to an eject symbol when you do. 

Installing and uninstalling apps 
Installing apps is easy to do in macOS. You can either get yoru apps from the App Store 
(discussed in the Store section on page 21) or by instalilng from a .dmg file (listed on page 
23.) 

Uninstalling is as simple as navigating to the Applications folder, right clicking on the icon 
you want to uninstall and selecting “Move to Trash.” The application will uninstall once 
you empty the Trash. It should be noted, that you must move the app to the Trash from 
the Applications folder, as moving it from the dock will only remove the shortcut on the 
Dock. 
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iCloud 

iCloud is built into every Apple device as a way to save your photos, notes, files, and more 
in the cloud. This utility helps you to maximize the ability of your Mac and your iPhone and 
iPad together by syncing information to each other across apps. Every user gets a free 
5GB of iCloud storage space, though you can choose to pay for more depending on how 
much you want to store. 

With Photos, you can backup your entire photo history to the cloud for free and keep low 
resolution copies on your phone to save space. You can then download the full size if you 
need to at a later time. You can then easily share them with other people right from the 
app. 

Additionally, your iCloud compatible apps work well for collaboration among other users. 
From Notes to Pages and Voice Memos, your apps will share that with other users easily 
when you want to. Your Files app on your iPhone can connect the files you want in your 
Cloud Drive and make them easily accessible anywhere you want. 

With iCloud, you also backup your iPhone regularly in case something goes wrong, or you 
want to buy a new iPhone and want to pick up where you left off with the old one. You can 
also do this manually by connecting and syncing your iPhone to iTunes.  
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macOS apps 
Basics 

These apps form the foundations of how you interact with macOS and your new computer 
in general. From sorting files to opening apps, these apps are the ones that you will use to 
manage and sort your computer. 

Finder 
The file browser of macOS is called Finder. It’s the default app that starts up 
when you open your computer. The icons along the top row give you viewing 
and sorting options, sharing, and tagging of files, as well as a file search. Along 

the left side are your favorite locations such as Desktop, Documents, and Applications, 
then your devices like flash drives that you have plugged in, and then tags that show you 
only the files you’ve assigned the appropriate tag to. Right clicking (or control clicking) on 
a file icon gives you a menu of options for what you can do with that file. 

You can add locations to your favorites. Say you don’t use your iCloud Drive, but you do 
watch a lot of movies, you can pin your Movies folder to the Favorites. To do this, select 
whatever folder you want to pin and drag it to the Favorite’s list. It will then appear 
anytime you open a Finder window for quick access. 
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Siri 
Siri is the voice activated assistant built into both iOS and macOS. Siri can 
respond to your questions, suggestions, and commands. For example, you can 
ask Siri what time a store opens, ask her to set a reminder for you, or to put 

your computer to sleep. Siri can be activated by clicking on the icon either on the Dock or 
in the menu bar. In your settings you can even choose to have Siri always listening so all 
you have to do is say, “Hey Siri,” and she’ll activate and be ready to go. 

 

Launchpad 
Launchpad brings up all the programs you have installed on your computer. 
This is a great way to quickly open the app you’re looking for if it’s not pinned 
to your dock. At the top of Launchpad has a search which helps if you can’t 

find the app you’re looking for. Some of your apps are in folders. Clicking on the folder 
opens it up, and pressing esc will take you back out. You can also access Launchpad by 
pressing F4 on your keyboard. 

You can rearrange the apps within Launchpad by clicking and dragging them into a new 
order. You can create app folders by dragging one app onto another. The folder will be 
given a default name based on what kind of apps were used to create the folder, but if you 
click on the title of the folder you can change it to whatever you would like. To remove an 
app from a folder, click and drag it outside the light grey box of the folder and it returns to 
the main Launchpad area. 
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System Preferences 
The last app in your Dock by default is your system preferences. This is the 
equivalent to Windows Control Panel and is where you can change the look 
and feel of your computer by altering the Desktop, screen saver, and Dock. 

You can also add and remove devices like mice, displays, and printers. 

This is also the central hub where you can manage your internet settings and accounts like 
iCloud and other accounts you may use with any communication and productivity apps. 
You can add users and parental controls, and access your backups as well. 

Sometimes apps have program settings that instead of being placed into the program, get 
added here to the settings. If you’re ever looking for settings but don’t see them, it’s 
always smart to check here to see if they’re listed. 

Mission Control 
Mission Control is an incredibly helpful tool if you regularly use a lot of 
programs, but not all for the same purpose. Say you like to keep your Twitter 
or Facebook account open in the background while you work on a document. 

You can place each of those into their own desktop and quickly switch between them. To 
access Mission Control, either select the app in the Launchpad, press Control + Up, or 
press F3 on your keyboard. This opens a bar at the top of your screen showing your 
current desktop. If you press the + on the right side, you’ll get another desktop. 
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By either clicking on a different desktop within the Mission Controls screen, or by 
pressing Control + left or right, you can jump back and forth between desktops. With a 
trackpad, you can place four fingers on the trackpad and swipe left and right as well. 

Now when working on your document, you can quickly swipe to the other desktop where 
you can check to see if anyone sent you a message on social media, then swipe back to 
your work, for example. 

When closing one of your desktops, you enter Mission Control again and move your 
cursor to the top where the desktops are shown. Hold Option, and an X appears on each 
desktop. You can click that X to close the selected desktop. Any apps that were open on 
that desktop will jump to the next one so you don’t lose what you were working on. 

Another benefit to using Mission Control is when you view the desktop, it spreads out all 

the open windows you have on that desktop. This can be helpful if you have a lot of 

windows open and are looking for a way to quickly switch to another one.  
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Internet 
These apps focus on interacting with the internet by performing searches and browsing. 
Without the internet, these apps largely don’t function, though there is some offline 
functionality you can enable if you choose. 

Safari 
Safari is the default web browser of macOS. When you open Safari, it will 
show your favorites, a group of sites you have saved. This is a default group 
that you can change. The favorites are a subset of your overall bookmarks. 

You can add any site you want to keep to your bookmarks, or set them specifically in your 
favorites so they appear every time you open Safari. Bookmarks are accessed by clicking 
the button to the left of the search bar. 

At the top center of the window is your search bar. You can either search a term or enter a 
complete URL to go to the site you want. On the left side of your search bar is a  symbol 
which will save the page to your Reading List. This list syncs with your iPhone to let you 
take it the page on the go. You can also save these for offline reading on your Mac 
computer if you would prefer to read them somewhere you won’t have internet later. 

Clicking the + at the far right side of the window will add a new tab, or you can press 
Command + T to do so as well. Your tabs also show along the top of the screen under the 
search bar and you can click through each tab as if it were its own Safari window. If you 
want to quickly see all the tabs you have open, the button with the double squares on the 
far right side is your tab viewer. 

As you visit websites, Safari will save your passwords, and prompt you to use different and 
stronger passwords for each site. This can help you to stay safer online along with a host 
of other security features built into Safari that work behind the scenes to keep you safe. 
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Maps 
This is the same map application you have on your iPhone. It shows you where 
you’re located by clicking the arrow  beside the search bar. You can search 
for a location, find directions to get there, and view transit and satellite 

information.  

To move around the map, drag two fingers around the trackpad, or one if you’re using the 
Magic Mouse. Moving in any direction will move the map around. To zoom in or out, hold 
down Shift on the keyboard and drag two fingers up or down, or use one finger if using the 
Magic Mouse. You can also double tap to zoom in and hold Option while double tapping to 
zoom out.  

When you get directions, it sometimes displays multiple route. The active route is a darker 
blue, and the lighter blue routes are other options. Clicking on a light blue route will make 
it the active route. If you want to share your directions with your iPhone, share to AirDrop 
and accept the share on your iPhone.  
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Media 
These apps handle your media like photos, music, and books. They are considered content 
libraries and will hold onto a particular type of media, letting you interact with them in one 
convenient location. 

Photos 
This app allows you to sync your photos from your iPhone as well as import 
photos directly from your computer. For the most part, you’ll likely store all 
your photos here and you can manage, organize, and edit them very well from 

within this app.  

 

The top bar has zoom slider, ways to view your collection, sharing and information 
buttons, and a search. Along the left side shows your library which focuses on photos, 
places, and people, and shows any albums you may have created and any photo projects 
you’ve designed. Smart albums allow you to create albums that have specific parameters. 
Once a new photo is added to your Photos app that meets those parameters, it 
automatically filters into the smart album. Some options include adding every picture with 
a particular person, or taken in a specific place, or any photo that has not been edited. 

When looking at a photo, you get a few menu options. The ⓘ is your info panel. That tells 
you your camera information, title, and such. You can add the faces in the photo to specific 
people in your Photos app to help the computer recognize them next time. You can also 
add descriptions and keywords which can help with finding photos later on. The share icon 
lets you share with others the photos you’ve taken. The heart is your favorite. That will 
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add that photo to your favorites folder. The square with the arrow is your rotate. That 
rotates your picture 90 degrees to the left each time you click on it. 

Lastly, there are two editing options you get. The magic wand does an auto enhance where 
the computer determines the best photo usually by adjusting the color and levels. If you 
want more fine control over your photos, the Edit button is beside that. These set of tools 
are pretty powerful for doing basic editing of photos. You can correct lighting, colors, 
reduce red-eye, and more. Remember, if you don’t like what you did, just press Command 
+ Z to undo them. 

Deleting a photo from your library is as easy as pressing Delete on the keyboard. Any 
deleted photos go to your Recently Deleted folder which holds them for 30 days before 
removing them permanently from your computer. You have the option to recover those 
images, or delete them right away instead of waiting. 

iTunes 
iTunes is your music and video library in the same way that Photos is your 
picture library. This is also the app you’ll use to transfer information between 
your iPhone and your computer. (Though there are settings in the iPhone to 

do that wirelessly, this is the basic way to do it.) 
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Your music library is sorted by artist, album, song, and genre, and you can create playlists 
of your favorite songs. The movie and TV shows are just sorted by title or genre. All of this 
will sync to your iPhone when you plug it in, though you can select only certain items to 
sync if you want. You can also sync audiobooks and podcasts with iTunes and your iPhone.  

iBooks 
iBooks is like the iTunes, but for books. It supports EPUB and PDF file formats 
and importing books is easy to do. You select Add to Library… under File and 
select a supported file. The book grows to fit your screen, and an options bar 

appears at the top, though it will disappear while you read. To bring it back, move your 
cursor to the top of the book. On the left are buttons to open your library, view a table of 
contents, and a section to take and view notes. On the right are options to change the font, 
background color, and text size. You can also search the book and bookmark pages. 
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Real Time Communication 
macOS offers two real time communication tools. Messages and FaceTime allow you to 
quickly communicate with others through chat and video respectively. 

Messages 
These two apps allow you to communicate in real time with other people. 
Messages is like texting on your phone. By using your Apple ID, you can send 
messages to other users of Apple products quickly and easily. You can share 

text, photos, videos, and emoji with them. 
 

FaceTime 
FaceTime is video chatting. Anyone with an Apple product has FaceTime 
and allows you to communicate with video easily. Once again, sign in with 
your Apple ID and select the person you want to talk to. It will ring on their 

end and if they accept, you’ll be looking at each other and talking in no time. 
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Productivity 
macOS includes three apps for office productivity. Pages, Numbers, and Keynote are the 
Apple versions of Microsoft Word, Excel, and PowerPoint respectively. 

Mail, Contacts, Calendar 
These three icons cover the basic email built in. If you 
used Outlook or Windows Mail, this is the same thing. 
You sync your email account to the Mail app and your 

contacts should show up as well in your Contacts app. If your account also uses a calendar 
(like Gmail) then your calendars should show as well. If you prefer to use a web browser to 
view your mail, you do not have to use these programs. Simply open Safari and navigate to 
the website your email is located at instead. 

 

Notes and Reminders 
These two apps will sync to your iPhone’s Notes and Reminders 
app. This can be helpful if you’re working at home and want to make 
a shopping list, then head out to the store and pull that list up on 

your phone. Likewise, any notes and reminders you create on your iPhone will appear in 
the macOS version as well. 



Intro to macOS 

19 
Rev 2/28/19 

In the Notes app, you can see a list of notes you’ve created. The center column shows brief 
view of all the notes. As you can see in the right column where you edit your notes, the 
first line is what forms the “title” of the note in the middle column and the second line 
begins the body of the note summary. The buttons in the middle allow you to create new 
notes and delete old ones and change the view options. The lock forces a password to 
view and edit the note, the circle with a check mark adds check boxes to your note. The Aa 
button allows you to add titles, headers, and lists. 

Reminders help you to remember certain things. You can add reminders generally for 
things not to forget, and you can add dates and places to your reminders that will give you 
alerts as those notes come closer to completion. 

Pages, Numbers, and Keynote 
These have a lot of similarities with their Office 
equivalents, but the main difference is they save in a 
different file format. The files are specific to Apple. Any 

Apple product should be able to open these just fine, but if you send it to someone using a 
Windows computer, they won’t be able to view the file. So if you use these programs and 
plan to send files to other people who may be 
using Windows computers, you’ll want to go to 
File > Export to > Word… (or Excel or 
PowerPoint) in order to save it in the traditional 
Microsoft format. You can also use that feature to 
export your documents to PDF as well as other 
basic formats. 
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When you open one of these programs, you’ll be given a lot of options for templates. You 
can choose the blank option which is the first listed, but there are other templates 
available based on whether you’re doing a report, writing a book, doing a budget, or want 
to make a visually interesting slide show. Of course you can usually change any document 
to match your needs once you get into it, but these templates are designed to get you 
started in a format closer to what you want the end product to be. 

A lot of the look of these programs are very basic compared to the Microsoft equivalent. 
They do take some getting used to, but for basic functionality, they work exactly the same. 
Pages lets you type up letters, Numbers lets you make spreadsheets and use formulas, and 
Keynote lets you make slide shows for presentations. The details are what are different 
and take some getting used to. Spend some time diving into these programs if you choose 
to. If you would rather use the Microsoft Office programs, you can buy the macOS version 
of Microsoft Office for your computer. 
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Stores 
macOS offers several stores that you can buy music, books, movies, and apps. These three 
apps are iTunes, iBooks, and the App Store. 

iTunes and iBooks 
Though mentioned previously, iTunes and iBooks are the two store 
fronts in addition to their media library functions. iTunes allows you 
to purchase music, audiobooks, movies, and TV shows and add 

them directly into your library.  However, you do not need to buy directly from them if 
there is another online retailer you prefer. You can instead purchase them and import 
them into iTunes at a later time. 

iBooks is also the reading store for Mac and iOS. You can purchase most books from the 
iBooks store and can even upload your own books to be sold there as well. 

There are also free user guides available for iPhone, iPad, Apple Watch, Apple TV, and 
every version of the apple computer available. Those user guides will help you get up and 
running with the essentials of your computer or device for anything that this handout 
doesn’t cover. 

App Store 
The last store option on the computer is the App Store. Some companies still 
sell software you can download for your Apple computer directly from their 
website and the last page shows how to install those. But in most cases these 

days you’ll buy and download your apps from the App Store. Just like on your iPhone, your 
Apple computer can download apps as well. Some of these are free, some of them are paid. 
They break down the app options into categories like entertainment, games, music, 
productivity, and lifestyle. You can also browse the top free and paid apps if you’re just 
looking for something new. 

Your updates will also take place in here, and will allow you to have a one stop shop for 
keeping your apps up to date. 
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Extra Apple Applications 
iMovie is a simple video editing app. It can splice together photos and videos 
with music and other audio into one complete movie. You can add scene 
transitions, backgrounds, title cards, and credits. You can then export these 
movies to the internet or to a DVD. 

GarageBand is a music creation app. By either recording your own music, or 
by using audio loops that come with the app, you can create music in a wide 
variety of musical styles using many kinds of instruments to do so. You can 
share that music to a variety of places like iTunes, SoundCloud, or to a CD. 

Voice Memos allows you to make simple audio recordings of yourself and 
save those as files to your computer. By connecting to iCloud, you can sync 
these memos with the Voice Memos app on your iPhone. 

Photo Booth is a fun app that allows you to take pictures and video of yourself 
with a variety of fun effects. You can change the colors, give yourself big eyes, 
or place yourself in various locations around the world. 

Preview is a versatile app that allows the viewing and basic editing of images 
as well as viewing and filling in PDF forms. You can also take screenshots 
using Preview and then annotate them. 

Time Machine is a computer backup program. Best used along with an 
external hard drive attached, this will regularly back up your computer in case 
something happens and you need to restore your old files. 

Font Book is the app that stores all the fonts on your computer. You can add 
and remove fonts from your computer using this as well as group them 
together by similar styles. 

Home is a new addition in Mojave which allows you to control your various 
smart home devices. If your product has the “Works with Apple HomeKit” 
badge on the side of the package, you’ll be able to control it with this app. 
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Installing apps through a .dmg 
As mentioned earlier, sometimes apps aren’t installed through the 
App Store. You should be careful about what apps you install from 
other sites, but sometimes those apps are only available by 
downloading a .dmg. A .dmg is a disc image for a program that is 
used to install a program outside of the App Store. For example, 
Google Chrome, a competing web browser, is only available as a 
.dmg download. Apps only used to be available to install through 
.dmg files, but since the App Store released, more developers place their apps in the App 
Store for ease of use. 

To install a program from a .dmg, you 
download and open the .dmg file. This will 
mount the image onto your desktop like 
you would see a flash drive. Opening the 
folder will typically show you two icons. 
One for the program and one for your 
Applications folder. All you have to do is 
click and drag the application icon into 
the Application folder, and it will begin 
installing it onto your computer. 
Sometimes you may receive a warning 
message from your computer, but if you 
trust the source you can accept and 
continue with the install. 

Once you are 
done installing 
the app, you no 
longer need the 

.dmg on your desktop. You can click and drag it to your trash. The 
trash icon should shift to an eject symbol like you’re ejecting a 
flash drive. You can then delete the .dmg file from your 
downloads. 
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Shortcuts 
As mentioned before, many of the same keyboard shortcuts you used on Windows can be 
performed on macOS simply by replacing Control with Command. Listed below are some 
more unusual keyboard shortcuts that can be really handy to have on hand. 

Keyboard Shortcuts 
Command + , - This opens the apps preferences screen. 

Command + W – Closes a window. If you hold Option as well, it closes all windows from 
that same app. 

Command + Option + clicking the desktop – Reveals the desktop, hiding all the open apps. 

Command + Shift + A – Opens the Applications folder. 

Command + Space – Brings up the Spotlight search. 

Command + Shift + T – Opens the most recently closed tab in Safari in case you close one 
by accident. 

Command + Shift + 3 – Takes a screenshot of your entire screen 

Command + Shift + 4 – Takes a screenshot of just a selected area you choose. 

Command + Shift + 4, then Space – Takes a screenshot of an open window. 

Command + Option + Esc – Brings up the Force Quit menu. 

Command + Tab – Switches between open apps. 

Trackpad Shortcuts 
Click with two fingers – Right click 

Swipe left from the right edge with two fingers – Opens the Notification Center 

Spread your thump and three fingers apart – Show desktop 

Pinch your thumb and three fingers together – Open Launchpad 

Swipe up with four fingers – Open Mission Control 


