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Use the Print Dialog box to select how 
many copies and which pages.

The Print dialog looks slightly different 
in different apps. It might include a 
button to show and hide details.
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Press the Print button to start 
your print job.

Printing The Print Dialog Box

Some apps have a small Print Dialog. The Show 
Details button is just a drop-down arrow. 

You can print from most apps. 
Select Print from the File menu, or 
press Cmd+P to open the Print 
Dialog box.



Printing
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This is your 
default printer

Printer and Scanner preferences 
– Monterey and earlier

Add a new 
printer or 
remove an 

existing one

The Scan button 
lets you control 

your scanner

The Print Queue shows 
what is printing and 
what will print next. 

Check ink levels from 
Printer Preferences or 

Print Queue
Use the Print Queue 
to delete unwanted 
print jobs or pause 

printing

Tip: Sometimes you can solve printer problems 
by removing the printer, then adding it again.



Printing
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Printer and Scanner settings 
– Ventura and later

The Print Queue shows what is printing 
and what will print next. 

Use the Print Queue to delete 
unwanted print jobs or pause printing

Check ink levels from 
Options & Supplies or 

Printer Queue

Tip: Sometimes you can solve printer problems 
by removing the printer, then adding it again.

This is your 
default printer.

Click it to open 
its settings.

Add a new printer or remove an 
existing one

Open Scanner 
takes you to your 
scanner controls



Printing (saving) to PDF

PDF (Portable Document 
Format) is a standard way of 
creating and storing 
documents online.  It is 
independent of software and
hardware, so PDF documents 
can be shared and displayed 
on any computer.
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Look for the PDF button in the 
bottom left of the Print Dialog, 
and select Save as PDF



Printing (saving) to PDF 
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File format = pdf

You can give your PDF 
a new file name

The folder to save it in

Click the blue arrows to 
choose a different folder

When you click Save as PDF, a Finder window 
lets you select where to save the new file 



Security / Malware
Viruses 
A computer virus is malicious software (malware) that 
can install itself on your computer and make copies of 
itself to spread throughout the internet. 

Mac viruses have become more common in recent years 
but are still far less of a problem than on Windows. 

Viruses and other malware can get into computer 
operating systems because of software design flaws and 
user error.  Most software companies publish software 
updates to repair design flaws. It’s important to install 
these updates periodically. 
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Potential Unwanted Apps (PUAs): Legal but unwanted software that can slow 
down your computer, show you unwanted ads, or take you to unwanted 
websites. Examples of PUAs are unusual search programs that replace Google 
and are really just fronts for “junk mail” websites.

Trojans: The major threat to your Macintosh comes from accidentally giving 
permission for PUAs or malware to be installed on your computer.  The 
“vehicle” that tricks you into giving permission is called a Trojan.

One example was a pirated version of Apple iWorks that was distributed for 
“free”.  Installation required entering the user’s password. Some hidden 
malware stole the user’s password and gave the hackers access to the user’s 
computer. 

Opening emails from some spammers can send back messages that reveal 
active email addresses.  

Phishing emails and texts look like they are from friends or legitimate 
companies. They can trick you into revealing important personal information 
like social security, credit card or bank account numbers.  
This link shows a typical Phishing scam warning from an online business.  
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Security / Malware

https://promotions.newegg.com/NEPro/Phis/index.html
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A Trojan Software Package
Adobe Flash Player is the “Walmart” of Trojans. It’s everywhere!

A fake Adobe Flash installer collects the user’s admin password, 
which the hacker can use to access everything on your computer.

Starting in 2020, the Adobe Flash player is not being used, so 
every notification to update it is a fake!

A Fake Adobe Flash Installer
The last real Flash Installer 

produced by Adobe



Trojans on Websites 
This website offers 
good advice about 
Spammers and 
Phishing … 

BUT … 

The big update button 
that looks like it is part 
of the site is really 
part of an ad from a 
questionable 
company. If you click, 
it can install malware 
or adware on your 
computer. 
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Tip: You can tell it’s an ad by the little > X icon 
in the top right corner



A Typical Phishing Scam
Phishing scams can range from supposed “friends” asking for 
favors, to counterfeit businesses asking you to verify financial 
information, to foreign entities promising great riches. Here is a 
variation of the famous “Nigerian Prince” scam: 

It was Resolved and Agreed upon in the marathon meeting 
held by the three arms of our democratic Government that 
your overdue Inheritance/Contract Funds {US$8.7M} You are 
Advised to Re-confirm this information below. 1.YOUR FULL 
NAME AND ADDRESS 2. NAME OF YOUR NEXT OF KIN 3.YOUR 
CELL PHONE AND FAX NUMBER 4. YOUR AGE AND 
OCCUPATION 5.A COPY OF ANY OF YOUR IDENTIFICATION 
drivers license With the above mention information, we can 
process and enhance your payment within 48 hours without 
any further delay. Congratulations in advance. Kindly treat as 
a matter of utmost urgency. Yours Mr.Okom
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Security Precautions 
• Updates: Always install the updates for MacOS, and for the other 

software you commonly use, such as Microsoft Office, Zoom, etc. They 
usually contain new virus protection.

• Links: Don’t click on links (email or web) 
if you have any reason to be suspicious. 

• Do they really know you? Look for evidence 
that suspicious emails are from the people
they claim, with information only a friend 
could know. 

• Personal information: Never respond with personal 
or financial information to an email you don’t trust. 

• Sender: Know how to find an email’s “real” return address. 

• Passwords: Use password manager software or let your browser 
remember your passwords. Don’t use the same one over and over. 

Details button
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Web addresses
Learn to read web addresses

• The Domain Name is the most important part. 
• The Domain Name comes right before the .com (.org, .edu, etc.)
• support.microsoft.com is really on the Microsoft domain
• microsoft.support.com is a on a fraudulent domain called “Support.” This 

technique is called “spoofing.”

The Question Mark (?) acts as a divider. Everything after it is marketing info: 
https://www.orthofeet.com/products/sanibel-mary-jane-
blue?currency=USD&variant=39390316432&gclid=EAIaIQobChMIkY-
V__SX_QIV-6IAAB1ZrAWoEAEYASABEgJVU_D_BwE        
                                             
https://www.orthofeet.com/products/sanibel-mary-jane-blue

is really

https://www.orthofeet.com/products/sanibel-mary-jane-blue?currency=USD&variant=39390316432&gclid=EAIaIQobChMIkY-V__SX_QIV-6IAAB1ZrAWoEAEYASABEgJVU_D_BwE
https://www.orthofeet.com/products/sanibel-mary-jane-blue?currency=USD&variant=39390316432&gclid=EAIaIQobChMIkY-V__SX_QIV-6IAAB1ZrAWoEAEYASABEgJVU_D_BwE
https://www.orthofeet.com/products/sanibel-mary-jane-blue?currency=USD&variant=39390316432&gclid=EAIaIQobChMIkY-V__SX_QIV-6IAAB1ZrAWoEAEYASABEgJVU_D_BwE
https://www.orthofeet.com/products/sanibel-mary-jane-blue?currency=USD&variant=39390316432&gclid=EAIaIQobChMIkY-V__SX_QIV-6IAAB1ZrAWoEAEYASABEgJVU_D_BwE


Anti-Virus Software

• BitDefender and Norton are good brands to choose.
• Malwarebytes provides a good no-cost alternative.
• Tom’s Guide is a trustworthy source for evaluating 

your software and hardware purchases. Here are 
their recommendations for Mac Anti-Virus software. 
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https://www.tomsguide.com/best-picks/best-mac-antivirus


Security
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Users & Groups lets you change 
your password, add another user, 
set options for your login screen, 
and set apps that will start when 
you log in.

User Account and Password

Click the lock to make changes. 
It will ask for your password.

Ventura System Settings

Monterey & earlier System Preferences

Click the “I” icon to change 
your password.



Security
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Privacy settings let you control how 
internet apps can access your 
computer. For example, you must 
give permission for Zoom to use 
your camera. 

Security & Privacy Preferences 
earlier versions

• General settings are the same password and logon 
controls as on the User settings

• FileVault encrypts your hard drive, so it can’t be read 
if your computer is stolen

• Firewall prevents unauthorized apps on your 
computer from connecting to the internet.

Ventura System Settings

Monterey & earlier System Preferences

Ventura Privacy & Security Settings 
simplified from earlier versions



Maintenance
• Computers can get some bits and bytes scrambled from time to time 

and not run properly. This can happen in MacOS or in an individual 
program like a browser or word processor.

• The first step to fixing an issue is to restart your computer. This often 
resets the errant software and fixes the issue. 

• If a program fails repeatedly, try downloading and reinstalling it from 
the manufacturer’s website (Apple, Microsoft, etc.)

• If you feel ambitious: 

o Restart in Safe Mode by pressing the shift key at startup, or

o Run the Maintenance app (http://www.titanium.free.fr/maintenance.html). 
This is a free open-source app that requires a bit of tech savvy.

• If none of these work, do a Google search on the problem.

• The Best Buy “Geek Squad” can provide competent professional tech 
support.
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http://www.titanium.free.fr/maintenance.html
http://www.titanium.free.fr/maintenance.html


Backup
There are two methods available to protect your 
information from loss, iCloud Drive and Time Machine.

iCloud Drive automatically keeps backups of your files 
for 30 days. To recover files, use your Apple ID to log 
onto iCloud.com in Safari or another web browser. Go 
to Settings and scroll down to Recover Files.
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iCloud Drive



Backup
Time Machine is built into MacOS. Use it to make 
incremental backups of your files that change each day.

Time Machine backs up to an external drive such as 
Passport, which you need to purchase separately. 
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Time Machine

In Ventura, Time Machine is 
under “General Settings”



Connecting to the world
Network Preferences
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With Network Preferences, you 
can choose a WiFi network to 
connect to, or connect to your 
router via an Ethernet Cable



Connecting to the world
Connecting to a different WiFi
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You can also connect to a WiFi 
network from the Menu Bar.

After you select your WiFi from the 
list, you need to enter the password.

WiFi icon on Menu Bar

Tip: Your iPhone can work as a 
Personal Hotspot (a portable WiFi 
router) if you are somewhere 
without an internet connection 



iCloud
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iCloud lets you share files with 
your phone and other devices. 

Choose which apps you want to 
share on iCloud. 

The Apple ID settings also let 
you change your Apple account 

information and password. 

Open your iCloud settings from 
the Apple ID icon

Connecting to the World



Connecting to the World
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AirDrop lets you send files 
from one Apple device to 
another via local WiFi. 

AirDrop works between 
Macs, iPhones, and iPads.

Here, AirDrop is selected on 
two computers sitting side by 
side. 

You can drag a file into the 
AirDrop folder on one 
computer, and it will be copied 
to the other computer. 

AirDrop



Connecting to the World

Use Bluetooth to connect 
to wireless keyboard, 
mouse, speakers, and 
other wireless devices, 
such as AirPod 
headphones.

You can also turn Bluetooth on and off, 
and connect devices from the Menu Bar

BlueTooth
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Finally,  purchasing a Macintosh
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Purchasing a Mac
New

Local Apple Store

Online Apple Store - https://store.apple.com/us

Online stores like MacMall

Refurbished by Apple 

Go to https://www.apple.com/shop/refurbished/mac

Refurbs have the same warranty as new (3 mo. phone help, 1-
year repairs)

They can often be new or almost new.  

Right after new models are introduced, the previous new models 
are sold as refurbs.  

Check the site regularly - new refurbs are available every week.

Extend Applecare Warranty to 3 years for phone help & repairs

Generally recommended for notebooks and your first Mac

Buy directly from Apple or some online retailers like LA Computer
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http://store.apple.com/us
https://www.apple.com/shop/refurbished/mac


Purchasing a Mac
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https://www.apple.com/shop/buy-mac 

https://www.apple.com/shop/buy-mac


Purchasing a Mac
https://www.apple.com/shop/refurbished/mac 
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https://www.apple.com/shop/refurbished/mac


Purchasing a Mac
Apple Insider web site gives you news and info beyond the official Apple site

https://appleinsider.com
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https://appleinsider.com/


The End


