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Lesson Objectives

B After studying this lesson, you will be able to:
A Keep track of daily events
A Maintain contact information
A Use Dictionary
A Work more efficiently with Spaces
A Get help when you need it
A Find important items with Spotlight

A Get system information




Lesson Content

B Using iCal for Scheduling

m Working with Address Book
B Accessing Dictionary

B Finding Help

B Making the most of Spaces

B Getting system information
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Using iCal for Scheduling

m Entering appointments by creating I ]
an event ] location Chicago office

all-day M

from OF/06/2009 10:00 AM

> Events can be created by double-
. . . X to 07/06/2008 01:00 PM
clicking on a date or by using the PRk, repeat None:
F||e menu. calendar Bl Work .

1 alarm Message with sound 2
]y Basso &

m Editing and deleting an event 5 days pefore -

alarm Mone 3

. Prlntlng an event attendees All Hands

attachments Add File...

2 url MNone
note MNone

| Done |
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Working with the Address Book

B Creating contact cards with Address Book
B Editing, deleting, and printing contact cards

m Creating a group

® Address Book File Edit View Card Window Help

eoo | Address Book
Q| )
Group MName
(AN i3 Apple Inc. Apple Inc.
(@l Directories A Student
1-800-MY-AFPLE
hitp://www.apple.com
1 Infinite Loop
Cupertino CA 95014
United States
Edit 2 card P
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Accessing Dictionary

B Dictionary uses the Oxford American Dictionary and the
Oxford American Writer's Thesaurus.

B Four references used to find information:
> Dictionary
> Thesaurus
> Apple
> Wikipedia

B Spotlight search is the search engine
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Making the Most of Spaces

B Spaces keeps your workspace free of
clutter by expanding your Desktop

B Spaces preferences
B Navigating Spaces

B Moving items among Spaces
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Finding Help

m Finding help with Leopard

B Finding help with applications
B Things you can find with Help

W Differences between Help and Spotlight
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Getting System Information

B About This Mac
> Operating system version
> Processor
> Memory
> Startup disk
B Software update will check for the latest software updates

B System Profiler displays system and device information
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Summary

m In this lesson, you:
A Used iCal for scheduling
Created contact cards and groups with the Address Book

Found definitions and information with Dictionary

A
A
A Found help with applications and Leopard
A Set up Spaces to work more efficiently

A

Retrieved system information — easy!
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Questions

£
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