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«d lease do the following:

Sign in on the sheet
Get your laptop from the table by the door
Get your Bag from the table by the door

Find a seat

o M 0o Dbd =

Wait for further instructions

| want you to have a great

start and feel that you
have the technology

s under control...
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AT T L 2 WA BRI i v TR S

Press this butto< to TURN ON

Let’s log on.....

Your username and password were not changed

WAIT for the RED DOT and message

"network accounts are unavailable"

TO DISAPPEAR

IMPORTANT: When you are off of the district network- the RED DOT
will not disappear- so just log in.
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INCLUDE:

» Uppercase letter

* Lowercase letter

* Number

+ Symbol

» 8 character minimum

SUGGESTION: Try a root phrase

« Go to APPLE MENU

Force Quit Finder

Sleep
Restart
Shut Down.

Log Out Mintz, Jane...  0%Q J

+ Select SYSTEM PREFERENCES

+ Select USERS & GROUPS
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iy CHK

User Name: Mintz, Jane

MobileMe User Name: janemintz

|
2. Enter old password vl O Password: [ ]

3. Enter new password Newpassword: | 119
V! Allo

4 Enter new password ang Verify:

5. Enter a password hint. Password Hint:

(Recommended)

(=) Click the lock to make changes.

Passwords can only be changed while on the OPUSD Network!

How to RIGHT CLICK on a Mac

«_lil* ila: II - e iln;“"__(l“rljlj’l“ ; B »Ill-j'll I-ill Imlll—“
HOHONE i JHHB
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L JE= s - RS

+ CLICK = RIGHT CLICK
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ter _File Edit View Go Window Help G W oG MO R o G Chaged TueAug 16 238 PM

Let’s start in the MENU BAR...

the MENU BAR runs across the top of your screen in EVERY application

s ﬁﬂﬁ E}E Eﬁt View Qo Window Halg
The LEFT SIDE of the MENU BAR varies from application to application:
BUT will always begin with:
— The APPLE MENU
— The name of the current application
— the FILE MENU
— the EDIT MENU
— will always end with the HELP MENU for the application

No matter which application you are using-
HELP will always be in the menubar

|outiook File Edit View Message Format Tools Window Help $ PR MR Y. )
poo Inbox.

Q search This Folder

B © G Charged) Tue Aug
=)

G o sorch T Folger
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i | N -
(1 March 21¢C Mg tdesk-nc

(3 11201112 Staf .
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2d for the following event

Distribution & Macbook Basic Training

{3 ++2011-12 Room CH.
(1 ~smart Respo..

=
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Finder File Edit View Go Window Help GO M D | D < G Chged TueAug 16 238PM Q

Let's continue in the MENU BAR...

the MENU BAR runs across the top of your screen in EVERY application
[ <> G M D 3 = 4 @CF124) FiS:06PM Q

The RIGHT SIDE of the MENU BAR remains constant
and includes such things as:

— Home Sync

— Bluetooth

— Airport (wireless connection)

— Sound

— Battery info

— Date & Time

— Spotlight

— ...and we will need to add DISPLAY

How to Add the DISPLAY MENU to the MENU BAR

e e, | 50 to APPLE MENU

Software Update.

Mac OS X Software...

+ Select SYSTEM PREFERENCES

System Preferences...

Dock >
Recent Items. >
focequitFinder  Yoxd | » Select DISPLAYS
Sleep |
Restart. |
Shut Down. |- - S
System Preferences
Log Out Mintz, Jane...  0%Q ] C—
Personal
= & ¢ O
ot IS e R oc B e o
e oo
it
& = L Q
o iovns Keward  Mowe  Tadoad  pimssan  sond

Internet & Wireless

@ 0 e 0 @

e R
=
n 2 Q@ ® ¢ e 3
Other




August 13, 2012

How to Add the DISPLAY MENU to the MENU BAR- continued

eo0o " Colortcd.

(<=
T G
Resolution:
e Sighiness
:;;3 i 720 o Automatically adjust brightness
1024 x 768 retchec)
1024 %
500 x 600 Check the box next to:

800 x 600 (streched)

SHOW DISPLAYS IN MENU BAR

o Show dsplas n menu bar Detect Displays | (2

Notice that the DISPLAY'S icon now appears in the MENU BAR

ane{mlo.

3 2 4 @F©36) Sun1:35PM Q.

This where you select MIRROR DISPLAY to have your computer screen show on the
Smartboard. This is also where you select extended monitor.

@ (1:10) Fri5:17PM  Q

Turn Bluetooth Off

ﬂ Discoverable =)
-cc  Send File... Boy who cried wolf Q.

=

e

Browse Device...

IT Wiki

LaserChamp-691400969
Interlink Bluetooth Calculator Keypad >

Set up Bluetooth Device...

Open Bluetooth Preferences...

Q-

»

ALWAYS leave DISCOVERABLE unchecked (off)
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"\A
Airport- Wireless Network -~

<> 6 =D 3 ¢ @110 Fri5:17PM Q

AirPort: On
(9%, ) Turn AirPort Off |
ol
v OPUSD WIRELESS a
- ——  slagel a
/boy-who-criediy v )= ([C]* TuTu a |

‘ainggSaabrdas Culine OEL Join Other Network... [
Create Network...

Open Network Preferences...

We DO NOT support home wireless networks-
To use your home wireless- work with the person who set up
your home network

Sound Output ‘)))

Il <> Gy W O 3 %n@-u:w) Fri5:17PM Q

—_—

S 4 Qc

© | search

/boy-who-criediy v )= (G| Boy cried wolf Q)

nain  Seahridae Online  OPLISD IT Wil > 3
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Battery
[ <>t M D 3 = ¢ Cl» GECM Fri 5:17PM Q

B

Icon Only | |

04 /boy-who-criedy
L 4

Energy Saver Preferences... Percentage

Home Synch Gy

laptop server

Synching only happens when you are on the district network!
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il <>@El D 2 = <4 @17 Fri507PM Q

: Formatting Palette
Sync Home Now [ AL

| Jote | | il
Home Sync Preferences...

Your laptop will SYNCH
whenever you START or SHUTDOWN...

-

sometimes this is convenient...
but often it is NOT convenient...
THEREFORE- You can force SYNCH your laptop by going to

the double house icon in the menubar
and selecting SYNCH HOME NOW

IMPORTANT.:

We DO NOT back up
PHOTOS

VIDEOS

MusIC

You will need to do this on your own.
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SPOTLIGHT-
will find ANYTHING on your computer

[ <> G M D 3 = ¢ @108 Fri5:18PM a ™

How to change the behavior of the TRACKPAD
o 9+ Go to APPLE MENU

Software Update...

Mac OS X Software...

bl + Select SYSTEM PREFERENCES

Dock >

Recent Items >

forcequitfinder  Yoxv | ¢ Select TRACKPAD
Sleep
Restart...
Shut Down... | S
System Preferences.
Log Out Mintz, Jane... oxu[ Q)
Personal
2 & M
Genenl  Deskiops  Dock Universal
55555 Saver hcess
Hardware
& )
OsaOVDs  Dipaye  Enery soud
e
Internet & Wireless
g .ot
Jendars
System
K » 2 G @ § @ o
Usersa Bwrental  profies  Die&Tme Sofware  Spesch  TumeMachine Stamup Disk
Groups  Conrle Urste
Other
i =

FlashPlayer  FlipdMac  Perian  SMART Board
Wy
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This will take you a screen where you can
view what each trackpad gesture does:

00 Trackpad

(2] [Shona ]

1 Lookup
Double-tap with three fingers.

-, Three finger drag
" Move with three fingers.

Tracking Speed

Sow Fast

Set Up Bluetooth Trackpad... | (7)

Keyboard Buttons

20 Mission 886 Launchpad >l Media 2 Media
Control key key keys Eject key

@@@@

“9- Brightness .. Keyboard illumination < Mute ) Volume
keys keys key keys




August 13, 2012

E What is Mission Control?
Mission Control gives you a comprehensive view of what's running on your Mac, including Dashboard,

all your spaces, and all open windows including those in full-screen view. Windows are grouped by
application; full-screen windows are shown as separate thumbnails.

v

Your desktop zooms out to Mission Control when you swipe up on your trackpad using three or four
fingers, or press the Mission Control key. If your keyboard doesn’t have a Mission Control key, press F9
(Fn~F9 on portable keyboards).

P N
@ Easily view and open all your apps

Launchpad is a home for all your apps. Just click the Launchpad icon in your Dock. Your open windows fade away, replaced by an
elegant, full-screen display of all the apps on your Mac.

BOERSBS
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Organize apps into folders in Launchpad Hide

« Drag one app's icon over another to create a folder, and then drag other apps you'd like to add to the
folder.

* To change a folder’s name, click to open the folder, click the current name, and then type the new
name.

* To move an app out of a folder, click the folder to open it, and then drag the app out of the folder.

Uninstall an app from Launchpad Hide

From Launchpad, you can uninstall apps you downloaded from the App Store, but not apps such as Safari
and Mail that are part of Mac OS X Lion.

1. Click the Launchpad icon in the Dock.
2. Hold down an app’s icon until all the icons begin to wiggle.
3. Click an app's delete button (x) to uninstall the app.

If an icon doesn't have a delete button, that app can’t be uninstalled.

Open apps from Launchpad Hide
* Click the Launchpad icon in the Dock to open Launchpad, and then click an app.

* To move to the next page of apps, swipe left or right using two fingers, or press the arrow keys.

Rearrange or move apps in Launchpad Hide
« To rearrange apps, drag their icons to a new location.

e To move an app to the next page of apps, drag the app to the right edge of the screen. After a brief
pause, the next page of apps comes into view. Release the app to drop it into place.

« If you want an app to appear in the Dock as well as in Launchpad, drag the app’s icon to the Dock.




What's up with my DOCK?

IR e Il exacNstely Totol ST R T Y B

are the "standard set of application icons"

*these cannot be removed from the dock

August 13, 2012




DBl EBUOT SR BeTR. AR ARDS

and to the LEFT of the gray "runway"

are applications that you have added.

*You can edit these.

What's up with my DOCK?

OIS WA [l st Y WYV P

are documents that you have added
and SHARED FOLDERS

August 13, 2012
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About This Mac
Software Update...
Mac OS X Software...

System Preferences...

Turn Hiding Off %D
Turn Magnification Off

\ Recent Items

g _— = + Position on Left

L) Force Quit Finder Qe e ion on Bottom

N

-] Sleep Position on Right

H LT Dock Preferences...
Shut Down...

2| .

s Log Out Mintz, Jane... ©#Q §

i

[ ]

To change the location of your DOCK...

Microsoft Entourage

N (@S 8 e

g

q L W)

» CLICK on your FINDER icon now.
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® 006
(il When you select a location-
rAvORTES | there are several VIEWS available
£ Al My Files
< AirDrop
#\ Applications
[=] Desktop
[ Documents
] Movies
J7 Music
Pictures
5} tteacher
SHARED
(] KodakESP...
52 AlL..
DEVICES
L do-tteach...
|2 Macintosh...

K ICON VIEW

®06 (& Applications

(«1>] z2 [E EICONERS| (Q

FAVORITES ) ——
£l All My Files @ -z,
@ Airbrop g %
7\ Ap Adobe Reader App Store Automator

[ Desktop
[ Documents

© Downloads A
[ Movies -

7 Music Avervision Calculator Chess citrix
Pictures
15} tteacher —_—
stARED @ [
L 5. Dashboard Dazzle Dictionary DV Player
Al
DEVICES \
_— N
[ do-tteach... o N ) \/
(2] Macintosh... - [e—— (2
FaceTime Firefox FlipaMac Font Book

- PN —
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KL LIST VIEW

eo0o (3 Applications
eiz) @
i Na Date Modified Size d Date Added
2 All My Files B nadress Book May 11, 2012 11:42 AM 23.8 MB___Application b 16, 2012 11:03 AM
=" ‘Adobe Reader Jun 13, 2012 10:22 AM 296.9M8  Application Jun 13, 2012 10:22 AM
@ Airrop @ App Store May 11, 2012 11:42 AM 1L1M8  Application Feb 16, 2012 10:59 AM
A\ Applications (g YCHm May 11, 2012 11:43 AM 145M8  Application Feb 16, 2012 11:03 AM
) Desktop 4 Avevision Jun 13, 2012 1033 AM 457K8  Application Jun 13,2012 1033 AM
8 Documents [ Calculator May 11, 2012 11:42 AM 9M8  Application Feb 16, 2012 10:59 AM
& Chess May 11, 2012 11:43 AM 10.1M8  Application Feb 16, 2012 10:59 AM
© Downloads  » g3 citrix Mar 1, 2010 10:19 AM -~ Folder Jun 13, 2012 10:22 AM
] Movies @ Dashboard May 11, 2012 11:43 AM 265K8  Application Feb 16, 2012 11:02 AM
73 Music > [ Dazze Apr 23,2010 3:25 PM - Folder Jun 13, 2012 10:22 AM
Dictionary May 11, 2012 11:43 AM S.6M8  Application Feb 16, 2012 11:00 AM
() Pictures =
© oVD Player May 11, 2012 11:43 AM 27.2M8  Application Feb 16, 2012 11:03 AM
G tteacher ®0 FaceTime May 11,2012 11:43 AM 125M8  Application Feb 16, 2012 11:00 AM
. @ Firefox Jun 13, 2012 1022 AM 78.1M8  Application Jun 13, 2012 10:22 AM
> ([ FlipaMac Nov 21,2011 12:26 PM - Folder Jun 13, 2012 1023 AM
KodakESP.
21 Kodakesf % Font Book May 11, 2012 11:43 AM 146M8  Application Feb 16, 2012 11:00 AM
A & GarageBand Jun 13, 2012 10:36 AM 464.7MB  Application Jun 13, 2012 10:28 AM
ES & Google Earth Jun 13, 2012 10:23 AM 104.1M8  Application Jun 13, 2012 10:23 AM
> (3 Google Sketchup 8 Jun 29, 2011 1127 AM - Folder Jun 13, 2012 1023 AM
do-tteach...
% i @ HoverCamExpress Jun 13, 2012 1023 AM 67.6MB  Application Jun 13, 2012 10:23 AM
LG e  ical May 11, 2012 11:42 AM 52.9M8  Application Feb 16, 2012 11:03 AM
© ichat May 11, 2012 11:43 AM 49.3M8  Application Feb 16, 2012 11:03 AM
@ iovo Jun 13, 2012 10:28 AM 113.1MB  Application Jun 13, 2012 10:28 AM
": COLUMN VIEW
6 06 (L Office
ESINER 1 . [ EDIED
FAVORITES ® e (21 Additional Tools [ Add-Ins. »
AllMyFiles | € ichar & Microsoft D...t Connection CalendarCore.framework
‘DV; ¥ Microsoft Excel . Clipart Search Expansion 9
@ AirDrop % ; oo () Microsoft Outlook CocoaToolti...r.framework
#\ Applications x ;:3; -apture P Microsoft PowerPoint CocoaUl.framework
2 it ACL [Danish]
[ Desktop B iMovie HD W Microsoft Word Defaul
d i Office + Default ACL [Dutch)
[ Documents E :;‘;“"““"" 8 " Read Me.htm » Default ACL [English]
© Downloads H wu:: . Default ACL [Finnish]
E] Movies @ iweb . Default ACL [French]
i [ work '09 » . Default ACL [German]
J3 Music 8 K14 o Deluxe 3X 2 Default ACL (italian]
(@ Pictures ® L;un:‘m:"“ . Default ACL iapanese]
@ tteacher 8 vai 2 Default ACL [Vath]
C Mirosoft Communicator 2 Default ACL...gian Bokmal)
SHARED 8 Microsoft Messenger . Default ACL [Polish)
[ KodakESP... O icrosot offce z?)u . .) Default ACL [Russian]
AL (3 Microsoft Silverlight , 4 Defautt ACL [panish)
=. 2 Default ACL [swedish]
B Mission Control
DEVICES B Photo sooth DocEx.framework
& do-tteach... | % preview / Equation Editor
= s rime Pl Gfx.framework
() Macintosh... g Qms: ime Player X Graph Chart Gallery (12)
# QXscope (3 Help
4 Remote Des...Connection
s © Holidays
© safari IRM.framework

[ Scholastic Enterprise
i Scratch 1.3.1

3 Self Service

(1 SMART Technalox

mbuinstrument.framework
mbukernel.framework
mbulocale.framework




‘; COVER FLOW VIEW
e ;

FAVORITES
All My Files
@ AirDrop
/A Applications
[ Desktop
[ Documents.
© Downloads

] Movies

43 Music
Pictures
15} tteacher
SHARED Garagesand
2] KodakESP.
AL Name Date Modified Kind Date Added
© App Store May 11, 2012 11:42 AM Application Feb 16, 2012 10:59 AM
DEViCES & Automator May 11,2012 11:43 AM 14.5M8  Application Feb 16, 2012 11:03 AM
L1 do-teeach... + Avervision Jun 13, 2012 1033 AM 457K8  Application Jun 13, 2012 1033 AM
B Macintosh... [ Calculator May 11,2012 11:42 AM 9M8  Application Feb 16, 2012 10:59 AM
4 Chess May 11, 2012 11:43 AM 10.1M8  Application Feb 16, 2012 10:59 AM
> @ Gitrix Mar 1,2010 10:19 AM - Folder Jun 13,2012 10:22 AM
@ Dashboard May 11, 2012 11:43 AM 265KB  Application Feb 16, 2012 11:02 AM
> ([ Dazzle Apr 23,2010 3:25 PM -~ Folder Jun 13, 2012 10:22 AM
8 Dictionary May 11,2012 11:43 AM 56M8  Application Feb 16, 2012 11:00 AM
& ovD Player May 11,2012 11:43 AM 27.2M8  Application Feb 16, 2012 11:03 AM
0 FaceTime May 11,2012 11:43 AM 12.5M8  Application Feb 16, 2012 11:00 AM
@ Firefox Jun 13, 2012 10:22 AV 78.1M8  Application Jun 13, 2012 10:22 AM
> £ Flinaviac New 21,2011 12:26 PM - Folder lun 13,2012 10:23 AM

To select what to show in your FINDER side bar

FAVORITES

21 All My Files IS File  Edit View

About Finder

‘@00 Finder Preferences

© AirDrop q

#\ Applications Preferences...

[] Desktop Empty Trash... ora@ Show these items in the sidebar:
[ Documents Secure Empty Trash... | FAVORITES

| @ 2 All My Files
© Downloads Services > @ 9 arorop

= Movies | @ # Applications.
1 Musi Hide Finder #®H @ [ Desktop
usic Hide Others sH @ 13 Documents
Pictures Show Al @ © Downloads
2} tteacher ’ @ [ Movies
e Go to FINDER>Preferences il
] KodakESP... @ G teacher
o AL Select SIDEBAR I
B . . @ <5 Back to My Mac
DEVICES Check the items you wish to show | @ i comected seners
[ do-tteach... @ 5 Bonjour computers.
|2 Macintosh... DEVICES
@ [ do-tteacher-mp
@ ] Hard disks

© [ External disks
@ © cDs, DVDs, and iPods

August 13, 2012




August 13, 2012

ACTION DROP DOWN
(GEAR)

6006 (3] Applicat
o) =)
- e ——————
FAVORITES | Address Book.ap New Folder
= T Adobe Reader.ap  Open
; :" :y s @ App Store.app Show Package Contents
irDrop =
& Automator.app Move to Trash
¥\ Ap A AVerVision.app
[ Desktop | Calculator.app Get Info
<& Chess.app Compress “GarageBand.app”

[5) Documents | (5 cierix Burn “GarageBand.app” to Disc...
© Downloads @ Dashboard.app  Duplicate

Bl Movies [ Dazzle Make Alias
o B Dictionary.app Quick Look “GarageBand.app”
I3 Music & DVD Player.app
Pictures ©0 FaceTime.app  Copy "CarageBand.app
& tteacher @ Firefox.app Paste Item
(3 FlipaMac Arrange By >
SHARED % Font Book.app Show View Options
(P2 M < GarageBand.app
Google Earth.apf  Label:
2 Al s :
= [ Google SketchUf 'l w & = © w © &
DEVICES @ HoverCamExpres
@ ical.app
[ do-tteach... © (Chatanp New Email With Attachment

@ wrac
|& Macintosh... € iDVD.app

2 Image Capture.app
¥ iMovie HD.app

You can SORT the displayed items

0o (i3] Documents
[«i>] 22 m | i
FAVORITES Name - bate Modified Size  Kind
) All My Files = . Kind S
= & Application Vay 11,2012 1:59 PM -~ Folder
@ AirDrop £ jkm Date Last Opened  Way 11, 2012 1:59 PM - Folder
#\ Applications (0 KESI Date Added ‘eb 13, 2009 4:00 PM -~ Folde
) MacBook.spx Date Modified un 2, 2010 11:08 AM 1L6MB  Syster
=] Desktop @ McLelland, Randy /W Date Created ul 24, 2011 9:44 AM L1MB - Weba
(& mDs Size May 11,2012 1:59 PM -~ Folde:
© Downloads (0 Microsoft User Data | Label un 13, 2012 4:05 PM -~ Folder
X More fun times.doc Aug 23, 2008 12:41 PM 22K8  Micro:
B Movies (231 My eBooks None Dec 1, 2010 12:00 PM - Folder
J7 Music (3 My Music Oct 26, 2011 1:15 PM --  Folder
(@) Pictures (1 My Videos Sep 28, 2010 12:25 PM - Folder
(] My Web Sites Sep 4, 2008 8:26 PM -~ Folde
B} teacher (23 MyContent May 14, 2012 3:50 PM -~ Folder
SHARED (2 Parallels Aug 22,2008 9:27 PM -~ Folder
(2 Re#1 May 11, 2012 1:59 PM -~ Folder
LI (1 RDC Connections Jun 15, 2012 4:57 PM -~ Folder
B Al (2 RECYCLER May 11, 2012 1:59 PM - Folder
DEVICES scs May 11, 2012 1:59 PM — Folder
[ shay May 11,2012 1:59 PM -~ Folder
L do-tteach... ~ Shortcut-30x166_Sched&Cals.png Jul 24,2011 1:51 PM SKB  Portat
Q{ Macintosh... = Shortcut-30x166_SchedCals.png Jul 24,2011 1:55 PM 5 KB Portat
~ Shortcut-30x166-CCCntr-new.png Jul 24, 2011 1:50 PM 4K8  Portat
(2] SMART Technologies Jun 24, 2000 8:32 AM -~ Folder
0 test May 11, 2012 1:59 PM -~ Folder
[} Test Teacher.teacher Jun 2, 2010 10:09 AM 3KB  SMAR
(3 test1 May 11, 2012 1:59 PM -~ Folder
G test2 Aug 29, 2008 12:30 PM - Folder
G test3 Aug 29, 2008 12:30 PM — Folder
G test12 Aug 17, 2008 10:53 AM - Folder
(0 test1234 Aug 17, 2008 10:53 AM — Folder
D Tutorial for SMART...book 10.7.notebook Jun 30, 2011 11:41 AM 4.6 MB SMAR"
I3 Tutorial for SMART haok 10 8 notehook Mav 92012 1:00 PM 49MR  SMAR'
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73 | JAMF Self Service

Open Firefox
Go to:
http://www.oakparkusd.org/laptoprefresh
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How to take a SCREEN SHOT

(*works in any application)

36 L] 4

Power Cable

Ethernet

Firewire

Display- pongie goes here

uSB SD Card
USB Audio Out

DVD/CD
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Seriously?...a DONGLE?

YES...it is used to connect Smartboards, monitors and projectors.
We provide this one.

If you lose it- you will need to purchase one at the Apple store.

For 21st CC Teachers:

W e CLAGoROOM

“WE MUST PREPARE STUDENTS FOR THEIR FUTURE, NOT FOR OUR PAST”
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How to connect a SMARTBOARD

Power Cable' Always plug in power block when running Smartboard

DiSpIay- Dongle goes here

USB' USB Cable from Smartboard
Audio Out-auwio cavle

VGA from Smartboard

SMART Notebook software

800 T License Status

t; /| ' SMART Notebook 11

Welcome to SMART Notebook software from SMART
Technologies.

Unlicensed software will stop working at the end of evaluation period.

[7) SMART Notebook ~ Activated
I} SMART Response  Evaluation: 30 day(s) remaining

If you see this screen- check the box
in lower left and click OK

To acquire a SMART Notebook product key, register your

| Acquire License | gaRT hardware product.

[ purchase License | T purchase a cense or contact SMART Technologies,
| Purchase License | press purchase License.

[ Enter License | T 30 cense for SWART Notebook, press Enter

¥ Don' display this dialog again ok
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There will a one hour online tutorial about

= / SMART Notebook 11 software

posted on the Staff Development page that
will count for BuyBack time. It will be posted
by July 1st.

You’ve got mail...

\j utiook

— Office:mac
WP X0

Open Outlook now and check your e-mail
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Anyone who does not see their mail or
cannot open OUTLOOK- ;

RAISE YOUR HAND

,'\
To learn more about \\) utlook:

@ Outlook File Edit View Message Format Tools Window [IGEFH #

3 Help | Outlook Help.

o online to see the ullset of Help, tutorals, and videos.

' Outlook Help

Click on a topic or type in what
you are searching for.

For even more HELP click
— GO ONLINE
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00
NN XY

Help Center
Q- search Help

£} Help | Outlook Help

Adding Accounts

Sending E-mail

Security and Privacy

Junk E-mail

| Accessibility

Get Started
| Get started with
Outlook 2011

Go online to see the full set of Help, tutorials, and videos. Go Online

) Outlook Help

Importing and Exporting

Customizing Outlook

Reading E-mail Microsoft Exchange Accounts
Signatures and Formatting Sharing and Delegation
Calendar Contacts

Tasks and Notes
Organizing and Searching

Troubleshooting and Support

What's New ~

‘ Find out what's new in
. Outlook 2011 ©/

There are FABULOUS tutorials online

‘@00

1§ macbook pro 13 lion keyboard .. * | @ Apple Portables: Key placement... % | [T Get Started with Outlook for Ma... % | +

Get Started with Outlook for Mac | Office for Mac

-

outlook ~ macbook pro 13 I

Outlook:mac
pebr2is LS

ok st a5oncn o leaing Ok Sttt Q) oo avusson gvos o o s ot arowrs
s and wrkyoutwy DYoo achanced s rom omer usrsand axarts.

New 10 Outook or Mac? This tloril gudes you tvough e
user intaface slements and shows you how 1o o soma basic
tasks, such 8 sang up now e-mall accounts, oganZng
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Let's make OUTLOOK our default e-mail application:

This will allow you to e-mail directly from other Office applications.

& LTI File Edit View. M G0 to OUTLOOK > PREFERENCES

About Outlook
Online Registration

Carrrre——— Select GENERAL
Work Offline
I Turn Off Office Reminders
|4 800 Outlook Preferences
~ Services >
gl
Hide Outlook %H
7 Hide Others. X ®H Per; ttings
Showl . - .
& 5 A B
s -
é‘ Quit Outlook Q @ (s —
E-mail
Reading Composing Signatures. Rules Schedules
Other
L5 (X7
e G e

Check the box next to

"Make Outlook the default application for e-mail, contacts and calendar.”

Please change your handout:

® 00 General

(3 Folder list

[ Group similar folders, such as Inboxes, from different accounts

(I Hide On My Computer folders

(J Default

[2] Make Outlook the default application for e-mail, contacts, and calendar

Then quit Outlook to apply the change.
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Open a Word document from your
DOCUMENTS folder:

800 (i test

(<[>]

FAVORITES % About Stacks-network.pdf (] Buddies »
5 AllMyFiles | About Sacks.paf
= PUHYITES 1 [ Angela Folendorf.teacher
@ AirDrop « B, Joyce (2037) Aug. 27.pdf

#\ Applications L] Backup Lapt...12.notebook
17 BuyBack Days are fun.doc

[=] Desktop & oM R
) Homail - m...webarchive

© Downloads | (1 ichats »
Bl Movies 7 Important Document.docx

& »

12 Music & jkm R

Pictures (23 Kest »

ﬁj renches g MacBook.spx ,

@ McLelland,...e.webarchive

SHARED (2 MDs »

] KodakEsp... | [ Microsoft User Data »

_ 1) More fun times.doc
Al [ My eBooks »
e 3 My Music >

File BT ew _Insel

[ Doc

@06 New Blank Document %N
New from Template... 3P @

a'mﬁ Open... f %0 ) 'E&J}T’L@ @

A Home Open URL... 030 les | Charts | SmartArt | Review |

~ Open Recent L Paragraph
Cambria (Body) =
© Close

IBIZ UR save
) ~ SaveAs...

Save as Web Page...

Save to SkyDrive...

Save to SharePoint...

Web Page Preview

Restrict Permissions [ @l E-mail (as Attachment)...
E-mail (as Link

Reduce File Size... :

Page Setup...
Print... %8P

Properties...
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Outlook opens a new mail message-

with the document already attached!

8006 Untitled
Hi& 6 0 0 e F bk
| Message | Options | | A

& (= 2

1
)
Send | DB gaclis Attach  Picture <7 Check Names

Calibri 14

To:

BB

Cc

Subject:

&'t Typy thingy.doc (29.1 KB)

Thou shall not use district e-mail to:
Y
 send or receive personal pictures or videos

» advertise items for sale

- forward all of those cutsie chain mail jokes, etc.

« for political purposes. |
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About the HelpDesk....

there are 3 ways to get to the
HelpDesk

...well actually there is also a 4~ way too...

Before you place a HelpDesk ticket...

The Boy Who Cried

RESTART YOUR COMPUTER
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Over 50% of the time
that's the MAGIC WAND

Let's start at the district web site:
http://www.oakparkusd.org

You can access the HelpDesk 24/7
...anytime...anywhere you have web access
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1st way....

and by far the easiest way

Regardless of where you are on the district website-
The Tech HelpDesk global icon will ALWAYS be at the very top.

X Staff Quick Links ? | Tech HelpDesk % District Staff Directory Z | zangle Student Connect Z | Zangle Teacher Connect

# Ok Park USD Home  Selecta School. v Signin | Regis

Forms  Calendars

Home | AboutUs District Office Programs  Committees Community  Staff Funding/Budgets For Staff

Oak
Igjlar

UNIFIED SCHOOL DISTRICT
W
-
A1k N
Site Shortcuts o2 URE ST Headlines' “Announcements
* DISTRICT WEBMAL

Tomorrow September 14, 2011
B 06:00 PM School Board Meeting OVHS Back to School Night

* Inter-Distrct Transfers

August 29, 2011 September 15, 2011
K-12 Mandatory Staff Development (BuyBack) Day MCMS Back to School Night

August 30, 2011 September 21, 2011

Teacher Prep Day Al Elementary Schools Back to School Night

August 31, 2011 September 22, 2011
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2nd way....

Firefox File Edit View History Bookmarks Tools Window Help % 1< 6 M O 0 B 4 G020 MonAugls 839PM Q

800 (Oak Park Unified School Distrct  Overview
Oak Park Unified School District. +

o) rageo-1 - nac s ons a)(a)

(5] ost Visited + 0| Oulook WebApp Ok park Uniie.._| | Clpto Evernote (] Apple ~_(— Websies < MyTechbesk | web2 | | veOEHl

X | suffQuickLinks | 2] Tooh HelpDosk Dlsrct St Direcory | 2| Zangle Sudent Conmect | | Z. Zangie Teacher Connct

Community  Saff Funding/Budgets ForStafi Forms  Calendars

{
uninep scr T

Superintncers

* msmcvwsam

September 14, 2011

August 29, 2011 September 15, 2011

August 30, 2011 September 21, 2011
TeacherPrep Oay 0 Elmentan Senoe Bz to Sl Nign.

August 31, 2011 September 22, 2011
FisiDayofSchoot (OPHS Baci o Sengl g

September 5, 2011 Soptember 29, 2011
e

s cakoarkus g domain 26 Vou Calonsar

q
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3rd way....

Just enter:
http://www.oakparkusd.org/helpdesk
in your browser.

EXeXs) Technology / HelpDesk.

Technology  HelpDesk. =L

v ') (#8~ mac finder icons

(5] Most Visted = 0| Outook Web App sk park Unifie. ) Clipto Evernote (] Apple =[] Websites - MyTechDesk | web2 ] VCOE|

N | SuffQuickLinks | | ? TochHolpDesk | || DistrctSttDiroctory | |Z| Zangle StudentConnoct | |Z | Zangle Teacher Connect

Community  Staff  Funding/Budgets  For

Ok Park Unifeg School Distict > Distict Ofice > Technology > HelpDesi.

]
| OPUSD Technology HelpDesk &I

Oak

BPark
®rar . we are here to assist you in making 1y work for You!

UNIFIED SCHOOL DISTRICT

Technology eliek here to access HelpDesk
* Oventon

# HolpDosk. First time logi for MyTechDesk- NEW OPUSD HelpDesk

* Toch Documents

# TochLinks

¢ 215t Contuy Classrooms




2. Login
Requestor Login
Please enter your groupname, username and password to log in.

Al fields are required.

L .

et Ouamr (3 Click REQUESTOR

Groupname (%) Username &

opusdtech jminz Groupname= opusdtech Username= your username

o2 ) {aEnter PASSWORD Click LOGIN
@&mmnrgmawmeaMHMBM¢Check REMEMBER GROUPNAME & USERNAME

(%) Forgot Your Password? ¢|Click if you forgot your password

MyTechDesk

Copyright © 2003 - 2011 Imperial County Office of Education. Al rights reserved.
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You should land on your HelpDesk HOME
l NOTE: there are 4 TABS

Home | List New | Help Oak Park Unified School District's MyTechDesk™ | iog

svusn Technology HelpDesk o tems st
—— <:| Click on MANAGE PROFILE
> Change Password

MyTechDesk

Copyright © 2003 - 2011 Imperial County Office of Education. All rights r
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é Requestor Profile

Update Requestor
To update your requestor profile, make the appropriate changes and click on submit.

Bold labels denote required fields.

Group
Oak Park Unified School District (opusdtech)

First Name
Test

Last Name
Teacher

E-mail Address
tteacher@oakparkusd.org

Telephone Number

(000) 000-0000 <:| Add your cell phone # and click SUBMIT
Submit Cancel

| MyTechDesk

Imperial County Office of Education. All rig

Copyright

Oak Park Unified School District's MyTechDesk™  ogou:

Tickets

Submited Tckets
No tems supmited

USD Technology HelpDesk

¢

> Manage Profile

> Change Password 2 Click on CHANGE PASSWORD

MyTechDesk

2011 Imperial Gounty Office of Education. Al rights res
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NEVER use your district password
as your HelpDesk password !!!!

Enter a new password & retype it in the 2nd box

| Crange | | Caneel | <:| Click CHANGE
MyTechDesk

Copyright © 2003 - 2011 Imperial County Office of Education. Al rights reserved.

Password (Confirm)

Since the HelpDesk does not contain secure info-
you can keep your password as changeme

Now let's see how to place a NEW ticket- click the NEW TAB

)

Home | Ust New | Hebp ‘Oak Park Unified School District's MyTechDesk™ | Logout
5] NewTicket

R st Enter a SUBJECT that names your issue

T (e ] ey | |semmpen. =] ‘& 'The Tech Dept will determine
B © vt s the importance during triage
You must select a CATEGORY

DESCIPTION: Give as much detail as possible.
The more info you give us- the faster we can pinpoint your issue
i <:| ALWAYS Enter your Room #

Click SUBMIT |$ s e

1y TechDesk
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Home | List New | Help

Ticket added
Ticket number #1313466477 has been successfully added.

Please save this number for future references.

[Toc] <:|Click OK

MyTechDesk

opyright © 200

2011 Impesial County Office of Education. Al rights reserved

You be returned to the LIST TAB

vome [ New | Help Oak Park Unified School District's MyTechDesk™ | Losout
[5] meketuit
Fitering Options St Fagetart
unompeea | R ——
o s N bumsaie_momn
[0 1313466477 { | 08/15/2011

Your new ticket will appear in the list,
as well as any other tickets you have

You can check on progress by clicking on a ticket in the list
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Home | Lst New Help ‘Oak Park Unified School District's MyTechDesk™ | Logout
5] ket Fotlowep

Here you will see all the notes that our fabulous
techs add as they work on your issue.

» Canceltistcket

Notitcation History
o ke noscation mssagesnaveneen added s .

..all tickets are “triaged” when they come in.
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...we take care of fires first.

Please don’t yell “FIRE” unless there are flames!

Thou shall not- “shoulder tap”
s

/

kidnap, grab, flag down, bribe, or tackle a tech

even if they are at your site.
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...they are on a mission with an assigned task list

-

...please do not make their mission impossible!

..there are other users in line ahead of you
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IN CASE OF
EMERGENCY
BREAK GLASS

You can e-mail the HelpDesk:

helpdesk@oakparkusd.org
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Let's get signed in.....

N | Staff Quick Links ?| TochHelpDesk | % District Staff Directory Z | Zangle Student Connect Z | Zangle Teacher Connect
N —————

% OukParkUSD Home S9SN BSE W) o | e

Programs  Committees  Community  Staff  Funding/Budgets ForStaff Forms Calendars

Enter your user NEVER use your district password

e i s bt urg snrewwof @S yOUr Schoolwires password !!!!

You
features and nformation that are

User Name:

[2. Enter your usual district user name "\ (Example: jmintz)

Password:

[3. changeme

N (Default password)

Signin Forgot My Password

4} 4. Click Sign In

5801 East Confor Street | Phone: (816) 735-3200 Questons or Feetbeck? | TRUSTe Agproved Py Pocy | TormaofUse | Yt
Oak Park, CA91377 Fax: (818) 879-0372 (Copyright © 2002.2011 Schoobwires nc. Al it resarved

The Dreaded Uh,Oh bOX- and how to make it go away!

If it doesn't disappear when you click OK-
then try hitting the RETURN KEY
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No worries...
just click FORGOT MY PASSWORD

N StaffQuickLinks | | ? TochHelpDesk | | DistrictStaffDirectory | | Z ZangleStudentConnect | |2 Zangle Teacher Connect

8 OnkPurkUsD Hoe | Sl 8L Sinin | Rognr
Home  AboutUs District Office  Programs Committees Community Staff Funding/Budgets ForStaff Forms Calendars

[Enter your user name and password tg sign in.

You can use tis site without being regstrad or signing n. Howe, users who sign in have access (0 some
e, case-sensive.

User Name:

Signin”” Forgot My Password

5801 East Conifor Street | Phone: (818) 735-3200

Questions or Feedback? | TRUSTe Approved Privacy Policy | Terms of Use
Oak Park, CA91377 Fax: (818) 879.0372

‘Copyright ©2002.2011 Schooluires, I Al ighis reservd.

© schooliires

...then-

# Oak Park USD Home | Selecta School...

Home

AboutUs District Office  Programs  Committees  Community  Staff

Enter your Sign-In Name. We will send your password to the email address in your acoount.

Contact your ifyou nave I address in your account

your sign-in name.
Sign-in Name.

1. Enter your user name N

Send Password <:| 2. Click SEND PASSWORD

your password will be imrﬁediately
e-mailed to your district eimaili account
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Q- "How can I tell if | am signed in?"

A- You will see SITE MANAGER here

.ﬂ Funding/Budgets  For Staff

@)
[%;ark

UNIFIED SCHOOL DISTRICT

August 16, 2011 September 14, 2011
06.00 M Sonool Boss Mestng (OVHS Bask o Sl Nt

August 29, 2011 September 15, 2011

, HAVE |
You Access |cows
TO

rﬂrj' v .n’ |

Shown at Funny-games.biz
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OPUSD COW (Computers on Wheels) Teacher User Agreement
Only teachers who attend a training session and sign this agreement may sign out COWS. There will
be a roster of teachers who have completed the training posted on the district tech site (viewable
only by OPUSD staff).

I understand and agree to the following terms: (Initial each item)

« Use of the COW is a privilege.

« | am responsible for the equipment.

« | am responsible for student behavior.

+ Location & terms of sign-up for use of COWs is a site
decision.

« The COW must be locked at the end of each school day with
the supplied padlock.

« All laptops must be plugged into the chargers at the end of
each school day.

« The cart must be plugged into a surge protector, NOT directly
into the outlet.

« STUDENTS MUST NEVER MOVE A COW from room to

" ’ room...ever!!ll!!
« Laptops should have a skid-proof placemat under them when
" ‘ﬂ they are on student desks.
a oa

Ahhhhhhhhhhh... the magic box
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We are here for YOU !

...working to facilitate & implement technology that will impact
the way we teach, learn and communicate in OPUSD.

Please invite me...
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If you are already a Jedi Master on a Mac-

You may gather your things and be on your way...

If you are not a Jedi Master on a Mac-

Take a quick stretch-
and | will be your Mac Yoda when you return!

What's up with

\/
@%r
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a'W\ordabout§Mvord
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About Word

Online Registration

Services > i

Hide Word 3%H | Word Preferences

Hide Others ~ C3H | (<[]

Show All L ovard__sho

Q it Word xQ [ Authoring and Proofing Tools

uit Wor .‘ p
— (] 2 % W T

General  view Gt Spelingand  AutoCorrect  Equations

Output and Sharing

H = &

Prit Compatibility Track Changes Audio Notes

Personal Settings

User Security  Feedback  File Locations  Ribbon
Information

Save options

(J Always create backup copy

 Save preview picture with new documents
Prompt for document properties

Prompt to save Normal template

000

Save data only for forms (for current document only)

# save AutoReco ° © -
‘Word Document (.docx)

PRPRVMPIRIE " \ior 57-2004 Document (doo O]
‘Word Template (.dotx)
Word 97-2004 Template (.dot)

Description of prefe|

Rich Text Format (.rtf) -
Save Word files as|  Plain Text (.txt)
Select the file forma  Web Page (-htm) |a document.
PDF

Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm)
Word XML Document (.xml)

Word 2003 XML Document (.xml)

Singe il Web Page (o) Cancel ) (0K

Word Document Stationery (.doc)
— Speller Custom Dictionary (.dic) P’
Speller Exclude Dictionary (.dic)

Word 4.0-6.0/95 Compatible (.rtf)
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How to SAVE a File- 3 Different Ways

800

1. Select the SAVE ICON Hg c OB o
\W‘ﬁw’—)ﬁ B I
|| A Home [ Layout | DocumentElements | Ta

& Word T Edit View Insert Form: =
g °0¢ New Blank Document %N Arial [+][12 [-]|As|Ar) &) |
New from Template... 03P 1

B open. o [B[1[U[r]see] ] As| [Al]m]] (A ] |

Open URL.. %0

Open Recent >
| ——i‘——'z Go to FILE 2SAVE
S b age... \ 3. Use the keyboard shortcut

Share

Web Page Preview
Restrict Permissions >

Reduce File Size...

Page Setup...
Print... *®P
Properties...
Save As: | 1.doc [S)
Where: [ (& Desktop ) £
Format: | Word 97-2004 Document (.doc) 2]

Description

The document format that is compatible with Word 98 through Word 2004 for Mac and Word 97
through Word 2003 for Windows.
Learn more about file formats

¥ Append file extension

("options... ) (C ibility Report... ) Compatibility check recommended

(Cance)

* Name the File
« Select the place you want to save it.
* Select the format (.doc)
» Click SAVE
..or if you want more options for WHERE TO SAVE- CLICK
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Save As: Document1.doc =)

D)

21CC.doc 4 [ *21CC Forms 4

8 do-jmin.. [+] || 5-08Bud
3 Macineo. 20-08 oc @ 6 215t CC Survey
i sk (1%2007-08 21CC Folder

ition(1).doc (L] *2008-20...CC Folder . .
v 00920 ccrosee - W NOW yOU can pinpoint the

¥ sHARED
L CCBinder Spine.doc 8-09 21C... (8-28).xs

v pLaces 03 21CCMentorapps  » | (3 21CC Ap...1-round 2 save location.
4 jminez n..2-9-09.xs | < 21C Teach...ata001.pdf
B peskeop 5 21Cc Classroom Maps
A applicavi... ||| £ 318 + [J21¢C Delete.

(3 2009-10 Apple Orders » | (3 21CC Lessons
= 2009-Ho K12.pdf | (3 21CC Logos

n s | @ 21CC Tral... Materials

= About Stacks.pdf
0 Accelerated Reader  » 'y 21CCResu doc 'y
(0 Access 2003585 » 1 21CCRoste.aining.xmi 1

Format: | Word 97-2004 Document (.doc) ]

2004 for Mac and Word 97 through Word 2003 for Windows.

Description

The
Learn more about file formats
# Append file extension
Options.
New Folder )

Compatibilty check recommended

Coppatibility Report...

(Cance) @)

Okay- now let's open this up for your questions.
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...ummm...how do | shut this thing off?

Notebook _File _Edit Click on the APPLE MENU

About This Mac

Software Update... “
App Store....
System Preferences...

»
Recent Items >

Force Quit Notebook X030

Sleep N
Restart. ..

Select SHUT DOWN

Log Out Mintz, Jane... €¢%Q




