
GENERAL INFORMATION

This Page is designed to be an aid to you as you are using the Macintosh. If you have any additional questions or require further information, it is available in the IT Help Desk (TE113a), 677-5353, www.salisbury.edu/helpdesk.
BASIC TERMS

Icon: An icon is the picture of a disk, folder, application, or file that the Macintosh associates with the name, and displays on the desktop and in the windows. 
Windows: A window can be thought of as an open folder. There can be many windows open at once, but only one is active, usually the one in front. To make another window active, simply click on it and it will jump to the front. To close a window, click on the Close Box, the little box in the upper left corner of the window.
Clicking: The basic operation of a mouse is to point to an icon and either click or double-click the icon. Double-clicking means clicking the mouse button twice fairly rapidly together.

SHORTCUT KEYS
	SAVE
	COMMAND S
	NEW (FOLDER)
	COMMAND N

	OPEN
	COMMAND O
	CUT
	COMMAND X

	PRINT
	COMMAND P
	COPY
	COMMAND C

	CLOSE WINDOW
	COMMAND W
	PASTE
	COMMAND V

	QUIT
	COMMAND Q
	
	


(the COMMAND key is the key with the apple on it.)

HOW DO I TURN THE MAC ON?
To turn the older (beige) computers on, look at the Mac keyboard. The power button has an arrow on it and is located at the top right of the keyboard. Press it.  For newer computer (the blue or grey ones), press the round button on the front.  Please note (the computers should already be turned on when you enter the lab).
HOW DO I LOG IN?
You must verify that your student Network account is active prior to using the Macs. If you find that it is not, go to the IT Help Desk (FH149) and ask about getting help to change your password or go to http://mypassword.salisbury.edu.  Once you have gotten your password changed, choose Login from the menu shaped as a tree, which is located in the upper right hand corner. Enter your username and password and click OK. The tree will now contain leaves. This will now allow you to access the network.

WHAT DO I DO WITH THE MOUSE?
You can make menu selections, start applications, and get documents or files by moving the mouse pointer to the selection and/or clicking the mouse button. When making a menu selection, click on the menu header and a pop-up menu will appear. Hold the mouse button down and move down to the selection you wish to make, then release the button. To move something, drag it - move the mouse pointer to the object, press and hold down the mouse button, then move the mouse pointer to another position on the screen (the object or its outline will move with the pointer) then release the button, leaving the object at its new position.

HOW CAN I CHOOSE WHAT I WANT TO WORK IN?
The Launcher contains the applications that are accessible on the Macs. To open the Launcher, double click on the Application Launcher icon that is located on the top of the desktop. Choose the area in which you want to work (ex. Microsoft Office for word processing or Graphics Programs for Photoshop). Then single click on the program and it will automatically be launched. For more information on what programs are currently running on the Macs please visit the Academic Lab Software site.
HOW DO I SAVE?

It is a wise precaution to save your work frequently.  If the machine or server malfunctions, the power supply is interrupted, or an error occurs in the software itself, you will lose any work that has not been previously saved.  To save your work in a new document, choose Save As from the File menu.  A dialog box will appear.  Choose your floppy disk or zip disk by clicking Desktop, then click on the name of your disk.  Type in your file name and click OK.  If you wish to save to your P: Drive, click on Desktop, then Network Drives folder, and then Student "P" Drives.  Double-click on your correct Stud, which corresponds to the last digit of your SSN. For example if your username is ABC1234, your stud would be Stud_4. Double-click on your username. Type in your file name and click OK. 

Note: When you are saving an already existing document choose Save from the File menu.  It is best to save all Adobe Photoshop or Adobe Illustrator files to the Temp Storage section of the hard disk while you are working on the file.  Then, when you are finished, drag your file to your disk or p:drive.  
HOW DO I OPEN A FILE?
Once you are in an application, you can open a file from your disk. Choose Open from the File menu. A dialog box will appear. Choose Desktop. Your disk will appear in the menu. Select the name of your disk and click Open. Locate your file and click on it (it should be highlighted now). Click OK. 

· If you want to open something from your P: drive, choose Open from the File menu. Then choose Desktop ( Network Drives ( Student "P" drives. Choose the correct Stud, which corresponds to the last digit of your SSN. For example if your username is ABC1234, your stud would be Stud_4. Click on your username then click Open. Choose your filename and click on Open.

· If you wish to open a file which you saved on the hard drive in the Temp Storage partition, you must be at the same computer you previously used in order to open your document. Go into the Open menu under the File menu. Click on Desktop and then on the Temp Storage drive. Click your filename. Click OK.

Note: If you know that you saved your document but it is not on your disk, chances are that it was saved to the documents folder.
HOW DO I PRINT?
Choose Print from the File menu. If you wish to change any printing options, you can do so in this screen. Click OK. Please limit copies to two.  Depending on the software there are other steps, please see other guides for more information.
CAN I CREATE A NEW FOLDER?
In order to manage your disks, you can create folders to keep related files together. Do this by choosing New Folder from the File menu. A new icon will appear. Click on the name to highlight it. Once it is highlighted, you can type in a new name for it (i.e. Biology). To move existing files into the folder, click the icon of the document and drag it on to the folder (the folder should turn black). Release the mouse button. To open the folder, double click on it.
 

WHAT IS THE TRASH CAN?
The Trash Can can be used to delete items that you don't want on your disk or P: Drive or it can be used to eject disks. To delete an item off of your disk or P: Drive, simply drag the item to the Trash Can (the Trash Can will turn black). When you have deleted an item the Trash Can will bulge to show that it is full. To eject a disk you simply drag the disk from the Desktop down to the Trash Can. This will not delete any of your files, it will simply eject your disk.

WHAT IF MY COMPUTER LOCKS UP?
If your computer locks up (ie. the pointer won't move, or the keyboard freezes), you need to find the Lab Tech. They will reboot the computer for you and ask you for information concerning packages you were using at the time of the freeze. The work that you had done since the time of your last save will be lost.

ON-LINE HELP
There are two types of help available to you. Access the first by clicking on the icon that has a question mark (?) inside a small balloon on the upper right hand side of your screen. Hold the mouse button down and move down to Show Balloons, release the button. When you move your mouse over an item, it will now show a small balloon explaining each menu item. To turn the balloons off, choose Hide Balloons from the same menu. Some applications also provide a Help feature in addition to the balloons. Go to the ? and drag down to Macintosh Guide. Release the button and a dialog box should appear. Choose the topic you need help with and click on it. To close the Macintosh Guide click the box in the upper left hand corner.

HOW DO I QUIT & LOGOUT?
To quit an application, choose Quit from the File menu. When you are finished using the Mac, make sure all programs are closed. If all programs are not closed then you need to close the open programs.  Double-click on the Logout and Reboot icon at the top of the desktop.  This will log you out of the network and will reboot the machine.


Edited in 2010 by the IT Help Desk for more information please visit � HYPERLINK "http://www.salisbury.edu/helpdesk" ��www.salisbury.edu/helpdesk� or call 410-677-5454
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