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THINK FIRST
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f I ) K SKILLS
E-matil — s Internet

— Y . —

Documents
Il G5
5 \/RENAMING

E-mail Internet MAKING FOLDERS

MAKING SHORTCUTS
> SMART NAMING

KEYBOARD SHORTCUTS
SORTING AND SEARCHING

AND MORE!




BUT FIRST...

LET'S MAKE SURE
YOUR DIGITAL SPACE
FITS YOUR NEEDS

> |
(X&) System Preferences
[ «[» | [ showall Q|
Personal
A . I — o .
iew L) ae
o (>} - td & [+) Q)
Appearance Desktop & Dock Exposé & International Security Spotlight
Screen Saver Spaces
Hardware
Bluetooth CDs & DVDs Displays Energy Keyboard & Print & Fax Sound
Saver Mouyse
. System Preferences
Mac Network  QuickTime  Sharing
System
. f \ &
L (o) -
2K ¢ Ao ) ® @
Accounts Date & Time Parental Software Speech Startup Disk Time Machine Universal
Controls Update Access
Other
FlipaMac Perian SMART Board
WMV




Finder File Edit View Go

Window Help

About This Mac
Software Update...
Mac OS X Software...

System Preferences...

Recent Items
Force Quit Finder NOED

Sleep
Restart...
Shut Down...

Log Out Montal

Turn Hiding On X#D
Turn Magnification On

Position on Left
Position on Bottom
v Position on Right

Dock Preferences...

THE DOCK
| RECOMMEND:

- PUTTING IT ON THE SIDE

- ONLY KEEP THE MOST
USED SHORTCUTS

- DRAG THE OTHERS OFF AND
WATCH THEM POOF AWAY

- (WE'LL ADD THINGS TO THE

@ GEOBEIN00E

2

S 6 BT, W, DOCK LATER)
- USE SPOTLIGHT INSTEAD
FOR MOST THINGS

O M 6 = 4 2= Wed 10:22:33 PM @& (96%)




8| Finder File Edit View Go Window Help

About This Mac
Software Update...
Mac OS X Software...

SYSTEM PREFERENCES

System Preferences...
Dock

Recent Items

Force Quit Finder

Sleep

Rl ® 0 System Preferences

S [ <T» | [ Showall | Ql

LA personal l
- (@ \M B B3 o @

Appearance Desktop & Dock Exposé & Internationa urity Spothgnt
Screen Saver Spaces
Hardware

Bluetooth CDs & DVDs Displays Energy Ink Keyboard & Print & Fax

Saver Mouse

Internet & Network

.Mac Network QuickTime Sharing

System
: r \ &) =4
® ¥ @ @
n 18 ). v/ v . -—
Accounts Date & Time Parental Software Speech Startup Disk Time Machine
Controls Update
Other
P ‘,\‘_. —_ :
Qe @ => £
DivX FlipdMac Perian SMART Board

WMV

| - SET DESKTOP BACKGROUND
| - TIP: SET SCREENSAVER FOR

MORE THAN 1 PERIOD

- SLEEP SETTINGS
- SET BATTERY & POWER
CORD SEPARATELY
- TIP: SET SLEEP ON
POWER CORD TO
MORE THAN 1 PERIOD

- MOUSE & TRACKPAD
SETTINGS...



MOUSE & TRACKPAD

' Keyboard = Trackpad = Bluetooth  Keyboard Shortcuts - TIP: TWO_FINGERS ON
TRACKPAD = SCROLLING

Tracking Speed

llllllllll

Trac estures: Scrolling Speed
- I )
M Use two fmg.ers to scroll | -
@Allow horizontal scrolli Slow Fast

# Zoom while holding =] (Options..) I - TIP: YOU CAN ENABLE

TAP-CLICKING

Jing

a ock (tap again to release)
Drag Lock (tap again to relegce

@For secondary clicks, place two fingers on the trackpad then click the@

Trackpad Options:
IZ[ Ignore accidental trackpad input

" lignore trackpad when mouse is predent

)

- TIP: TWO FINGERS ON
TRACKPAD + CLICK = RIGHT-CLICK



i L

Mail
Junk @ v

Y= i v v
= Categories Projects

NOW DOWN
TO BUSINESS:

—_— ] = || =

'Notes -Tasks -Project
Center

dlil Hide Folders
| 2 t’é Folders on My Comp

Sent [tems
Deleted Items

L'MI 2= Inbox [ Subject 4] ( contains %] [Searcn 4

Mail  Address Calendar |% /% 8| From | Subject | Conversation H\ue--{ C... | Projects
Book

<)’ ﬂ . =) There are no messages in this folder

Junk E-mall
Fd Calendar

Contacts
Apple Mall To D¢ .
Deleted Messa
Quarantine

>

Spam Mall

I Sync Issues v
J4»

0 items displayed, 0 selected, UMASD

Now updating Deleted ltems S S S S S S 8% %

YOUR E-MAIL




FIRST AND FOREMOST

YOUR INBOX SHOULD NOT
BE YOUR TO-DO LIST

2 . . - .
® Entourage File Edit View Message Format Tools Window Help
® 00 Mail
== = Y Y ».;.'/ New ¥ j Lﬁ X ‘ v % @ Lr—é]unk ;;j Y Rl T [E] Categories ¥ = Projects ¥
= 2 = =Y ; =
(2K 22| | Z=21 | |0 pbs course Subject 4] contains %)
Mail Address Calendar | % (pasl| % | § | 2 ceana Sibiace — ation | Rece... ¥| Ca... Projects
~ 7 Book . < ¥ This year 7
gnen - ° .
» v A | ¥4 ory... 1/16/0... None None
2 = = f David ... FW: Transcript Ord... Transcript Order #... 1/15/0... None None
Notes Tasks Project V¥ Older
Center | ¥4 jenn@... OFT: Wrapping Up... OFT: Wrapping Up... 12/10/... None None
dlil Hide Folders | 74 1 jenn@... OFT: And now the ... OFT: And now the ... 12/6/0... None  None
> i) Folders on My Comp [ ] jenn@... OFT: Can you bell... Can you belleve th... 11/28/... None None
v 1 UMASD ILA delphig... Re: Sorry to have ... Sorry to have bee... 11/26/... None None
v N Inbox I#_ jenn@... RE: Sorry to have ... Sorry to have bee... 11/24/... None None
H\;_‘ 0 pbs cours ez delphig... deleting info In the... deleting Info In the... 11/23/... None None
& good spam pesd delphig... Welcome to Week 5  Welcome to Week 5  11/21/... None None
H.; 1IAC | 7= jenn@... OFT Week 5: Up a... OFT Week 5: Upa... 11/21/... None None
Ka Junk E-mal From: David Montalvo To: dmontalvo@umasd.org &
> & Keepers o: Subject: FW: Transcript Order #128298... Conversation: Transcript Order #1282980: IMPO. .. A
= K= Keepers 06-
Ko Keepers 07- . ded M O
*‘:“ Keepersold | | 777"~ orwarae essage )
Ko nsTA From: Do Not Reply <donotreply@studentclearinghouse.org>
Ko ssHe-iapre o | | Date: Mon, 14 Jan 2008 12:47:42 -0500 (EST)
K2 studentGrz v| | TO: <physicsman@comcast.net> A
c—— > <|» Sithiart: Trancrrint Nrdar #17R2080+ TMPNRTANT TNENRMATTNN B

23 items displayed, 1 selected, UMASD

Now updating Deleted Itemst S S S % % % % 5



® Entourage File

000

—
- " —
(D | 2=

FIRST AND FOREMOST

YOUR INBOX SHOULD NOT
BE YOUR TO-DO LIST

EEEEEERE

From: David Montalvo
Subject: FW: Transcript Order #128298Y

FW: Transcript Ord...

OFT: Wrapping Up...

delphig...
jenn@...

rwarded Message

From: Do Not Reply <donotreply@s
gte: Mon, 14 Jan 2008 12:47:42 -0

icsman@comcast.net>

>
>
—————— Fo
K2 stud phys
()

23 items displayed, 1 selec

Trancerrint Nrder #172220

Transcript Order #..)

OFT: Wrapping Up...
OFT: And now the ...
Can you believe th...
Sorry to have bee...
Sorry to have bee...
deleting info In the...
Welcome to Week 5
OFT Week 5: Up a...

L N
Projects ¥

Projects

None |
None |

None
None
None
None
None
None
None
None

- IT'S NOT ALWAYS WITH YOU
- EACH E-MAIL ONLY VAGUELY
REPRESENTS WHAT NEEDS

TO BE DONE
- THAT MEANS THAT SOME
INFO WILL ALWAYS BE
NAGGING IN THE BACK
OF YOUR MIND...
- ...WHICH TENDS TO INCREASE
YOUR STRESS LEVEL
- IMPORTANT E-MAILS WILL
GET LOST IN THE SHUFFLE!



LET'S THINK ABOUT THIS...

WHEN MAIL COMES IN,
WHAT DO YOU DO* WITH IT?

} age File Edit View Message Format Tools Window Help # - Ac I o N I I
E © 'I- Mail
ma -I_ . / o v ;: v v Categories ¥

ax | Subject _¢] contains _ﬂ
Mail | ] | @ Frop Subject Conversal tion | Rece... v| C... Projects - DEI E R Ac I I N G o N I I
ere are no messages in this folder

‘ <[(() I'

o)

Notes Tasks Projec.
Center

- DELEGATE IT

dlll Hide Folders

P i) Folders on My Comp ()

A
v [ umasp
-
s Drafts I
[ sent 1tems 1
> [ Deleted 1tems

H&g Junk E-mal >

hﬂ oo e F I E I

=) contacts L I
& Apple Mall To DC

|2 Deleted Messa
K2 Quarantine

*\:“ o : = DELE I E I I
» 2 sync Issues Y
= =

0 items displayed, 0 selected, UMASD Now updating Deleted Items S S SR H I _S

* Getting_Things Done, by David Allen, and
"Inbox Zero" by Merlin Mann www.43folders.com/izero



LET'S THINK ABOUT THIS...
WHEN MAIL COMES IN,
WHAT DO YOU DO* WITH IT?

l age File Edit View Message Format Tools Window Help # - ACI ON I I

Mail

L]
E I I Ia -I- -I- - 1;‘/’v - nk 93 v v :=| Categories ¥ rojects ¥
b X | Subject %) contains 3]s, v
Mail 4|3 | #| Frop Subject Conversal tion [Receniw| C... Projects - DEI E R Ac I I N G o N I I

el —
e al er

Notes Tasks Projec.
Center

dlll Hide Folders

- DELEGATE IT
- DO NOTHING

P i) Folders on My Comp ()
v O umasp
> I. Inbox
s orafts i
[ sent 1tems ’ ~
> | Deleted Items
kg unk e-mail :
fEz| calendar
=) contacts
& Apple Mall To DC
|2 Deleted Messa
K2 Quarantine
Nl_._‘ Spam Mall
> fd Sync Issues Y
«

>
0 items displayed, 0 selected, UMASD Now updating Deleted Items % % % % % % % %

NOTE: ALL E-MAILS
* Getting_Things Done, by David Allen, and MUST END UP HERE
"Inbox Zero" by Merlin Mann www.43folders.com/izero SOONER OR LATER!




E-mail

THE E-MAIL LIFE CYCLE

ACT ON IT
REPLY

SET A REMINDER
ETC.

DEFER ACTING ON IT

FILE IT

~ SET A REMINDER TO
COME BACK TO IT

DELEGATE IT

FORWARD

~DO NOTHING

DELETE IT




E-mail

SKILLS YOU'LL NEED

ACT dm

./BEM

P——
SET A REMINDER)D

—TTT—

DEFER ACTING ON IT

N

GEILE ID

~ SET A REMINDER TO
COME BACK TO IT

DELEGATE IT

FORWARD

~DO NOTHING

— DELETE IT




BEFORE WE GET TO THE SKILLS
ONE RECOMMENDATION...

T PR INSTEAD OF FREQUENTLY

A & =] Categ
4\. Inbox | Subject %) contains %)
o % ke #| 8 | #| From | Subject Conversa tion |Rece.. w| C.. | Projec CH ECKING YOUR E-MAIL...
d There are n sages in this folder

~
Notes Tasks Project
Center

dlll Hide Folders

> i) Folders on My Comp ()

A
" 2 o | SET TIMES DURING THE
> ﬁlnbox

s Drafts

e | 1 Emait DAY TO PROCESS ALL THE
= | E-MAIL IN YOUR INBOX

K2 Apple Mall To D¢
K2 Deleted Messa

i | > CLEAR THE INBOX*
(IF POSSIBLE)

* "Inbox Zero" by Merlin Mann
www.43folders.com/i1zero



CREATING FOLDERS IN YOUR E-MAIL

CREATE FOLDERS TO ] :\,":;"E%ﬁ_
FILE TYPES OF E-MAIL
- IEPs
- BY TODAY
THREE SCHOOLS SIS el i - BY FRI
OF THOUGHT R ALS Lkl . END OF MONTH
BASED ON URGENCY ]
- ARCHIVE

CREATE ONE FOLDER "ARCHIVE"

AND USESEARCH AND SORT
FEATURES TO FIND OLD E-MAIL

MORE SKILLS!




SEARCH AND SORT E-MAIL

® Entourage File Edit View Message Format Tools Window Help #$ 4
800 Mail
r_‘ N e Y Y _\5- v '[}, Junk ;;iSend&Receive v Move ¥ £Categories v Projects ~
EPaad !_ | | oo 0 pbs course @t _ﬂ‘_ contains _ﬂ Searct
Mail Address Calendar | %k #|8 /2 From Subject Conversation iects
p p Book ~ ¥ This year
"""" 2 = | 8 [ ¥4 Reed Sem... learner grade for your re... learner grade for your re’N, 1/16/08 1... None None ;
| EZ | | S | — H\._ David Mo... FW: Transcript Order £1.., Transcript Order #1282... /15/08 4... None None !
‘Notes  Tasks  Project v Oider '
Center [ =4 1§/10/07 None None
‘“l Hide Folders - CLICK ON A FOLDER _ 146/07 1 None None
)= &) Folders on My Comp L - —I.. 11§28/07 ... None None
v O umasp } fe<i delphigin... '
*“Nme Fll| = oo [C CLICK A HEADER TO SORT
" 0 pbs cours || feg delphigin...
%svvmo ' b delphigin...
K2 1ac ’ fe< jenn@sm... (CLICK AGAIN To REVERSE-SORT)
HI_.“ Junk E-maill||
= [ Keepers 0! :
- Roisbed | OR USE THE SEARCH
K Keepers 07-| -
[ Keepersold |
Ko NsTA "
B SSHE-IAPRS
[ student Grz
2 Technology
k| Drafts

) sent Items

» | Deleted Iitems
*;o Junk E-mail A
& calendar

[ ]

4 »r

23 items displayed, 0 selected, UMASD

Now updating Deleted Items® S S % % % % %




CREATING E-MAIL FOLDERS

® Entourage File Edit View Message For

e 00
/New ¥ Fla
= am 1 ot
= |
B e 22/ | | &= | |Inbox
~ Mail Address Calendar | %kl 2/ 8 |2 From Si
‘ Book
....... : ‘ ,ﬁn._,
%
' Notes Tasks Pt‘OjeCt

Center
dlll Hide Folders

= \Q Folders on My Coq‘pﬂ

v BB

==

v

il

go

K

:,' a Open..
& ul Mark All as Read E
> k- ke Apply Junk E-mail Protection
B ko ke Categories p L
K ke
=l New Folder...
K NS
K2 SS Find
TESRIY

HOW-TO

- RIGHT-CLICK* THE INBOX
- CHOOSE "NEW FOLDER"

- NAME IT

- DONE!

* Or control-click, or two-finger click



CREATING E-MAIL FOLDERS
® Entourage File Edit View Message For HOW'TO

®00
— _‘ZNew ¥ Fla
el | (== |
| — | | ) |inbox - RIGHT-CLICK* THE INBOX
Mail Address Calendar | % % 12 From Si
Book
s - CHOOSE "NEW FOLDER"
"Notes | "Tasks | lProjectl = NAME IT

Center
dlll Hide Folders

I~ &) Folders on My (_o'rp

' “ TIME TO PROCESS

- DONE!

K o0
: jﬁ. M‘;:I:‘AII as Read E Yo U R E-MAI L
> ko ke ApplyJunk E-mail Protection

> B 4 CLEAR THAT INBOX!

h B NewFolder..
Kl s

K< SS  Find , : :
L en * Or control-click, or two-finger click



iICAL REMINDERS

® iCal File Edit Calendar View Window Help
OO0 iCal
(<] Day [ weex [N » a
CA[Lg[NDARS June 2008 To Do Items by Priority
ST Sun Mon Tue Wed Thu Fri Sat
SSOT 1 2 3 4 5 6 - DOUBLE-CLICK A DAY
ynda e market e gradution
day
- TYPE IN A DESCRIPTION
E June 2008 > ’ "'»g ° 'IO New Event
R L B - DOUBLE CLICK AGAIN
89|10/ 11121314 15 16 17 1 (l“rl(::{ gsus;zoos 10:00 PM TO SET DETAILS“'
15 16 17E19 20 21 m to 06/18/2008 11:00 PM
22 23 24 25 26 27 28 At o
29 30 calendar [ Work 4 - IIILIKE THE TIME
July 2008 22 23 24 2
—= = “:‘ W;" "l F;‘ S“s‘ uch attendees Add Attendes - ...AND THE
6 K 8 9 10 11 12 attachments Add File... ALARM FEATURE
13 14 15 16 17 18 19 29 30 _‘“_' it
20 21 22 23 24 25 26 T
27 28 29 30 31 Done

E1EIES



SETTING RULES

FOR EXAMPLE...

HAVE MAIL FROM SPECIFIC ADDRESSES
AUTOMATICALLY ROUTED TO A FOLDER

HAVE MAIL WITH SPECIFIC WORDS IN THE SUBJECT
OR BODY AUTOMATICALLY ROUTED TO A FOLDER

HAVE MAIL AUTOMATICALLY FORWARDED TO
ANOTHER ADDRESS AND THEN DELETED



SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help %

®00 | Run Schedule » b 1. CLICK TOOLS > RULES

( ( 7 New v Reply Reply Al Send & Receive P Send
—?1 H - |
| L2X o) | | (EEE] | inbox
Mail  Address Calendar @ % fod| 2| 8 1@ From Subjei Change Dictionary >
Book v Tod AutoCorrect... B
, > p Today
....... A i A pegi # Vilagracia, M... prep ti Dictionary
= = 4 ¥ Yesterday
Notes  Tasks  Project feg # Vllagracla, M... attend eets
Center (=4 gcline Cohort - eCla

dlil Hide Folders

> &) Folders on My Comp T
v [l umasp
v K9 1nbox

[ 0 pbs cours
| good spam
| IAC
{ Junk E-mail

Scrapbook

Junk E-mail Protection...
Manager

| Keepers 0!
| Keepers 06-
| Keepers 07-
| Keepers old
| NSTA

| SSHE-IAPRS
| Student Grz

Tools on the Web

Signatures
Schedules
Accounts

i i B i o o o i i i 6

4 Technology




SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help #

®©00 | RunSchedule ™ 1. CLICK TOOLS > RULES

% [ ( [ New ¥ Reply Reply All Send & Receive > Send

[ ¥ - . ‘ Heax o

™ - |

2K i’ EE | Inbox
= e T . Change Dictionary ~ » | 2. CLICK "MAIL (EXCHANGE)"

Mail Address Calendar | % bl % 2 @ From Subjet u
, _Book v Today AutoCorrect... B

"""" » 2o A feg # Vilagracia, M... prep ti Dictionary

& =) | | == ¥ Yesterday
Notes Tasks Proj
800 Rules

‘I" Hide Folders T New ¥ Edit Delete Move U p Move Down

1= &) Folders on My Com /—\

v [l umasp .

" Mail (POP)  Mail IMAP)  Mail (Hotmail( ' Mail (Exchange) = Jiews  Outgoing |

v K9 1nbox
B 0obscoul | Enabled | Name

good span

IAC

Junk E-maz

K i

)

Keepers
Keepers 0

)

Al 3k

Keepers 0
Keepers o
NSTA

SSHE-IAP!
Student G

B Dy Y B

TT?TT??T??T
X

[3)

Technolog




SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help #

000 | 1 fun Schedui I 1. CLICK TOOLS > RULES
N () ZNew v Reply Reply All Send & Receive > send
| -i !_ Inbox ‘ '
“Mal Address Gaiendar [S[R[E[1]@]From supeg  Change Dictionary  » 2. CLICK "MAIL (EXCHANGE)"
_Book v Today AutoCorrect... B
"""" » = CA feg # Vilagracla, M... prep tl Dictionary .
=i _ ¥ Yesterday 3. CLICK IINEWII

Notes  Tasks  Proj @ ) () Rules

Cen,
‘“l Hide Folders U New ¥ Edit
{ | ™ &) Folderson My}&:

| _ ,. _'
|V L umaso Mail (POP)  Mail (IMAP)  Mail (Hotmail) = Mail (Exchange) News Outgoing
v K9 1nbox ‘

K< 0opbscoul | Enabled | Name
9000 span
IAC

Junk E-mg

b b

)

Keepers
Keepers O

)

3k

Keepers 0
Keepers o
NSTA

SSHE-IAP!
Student G

M h i by D

T?T???:T:?TTT

3k

Technolog




SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help #

800 | RunSchedule ™ 1. CLICK TOOLS > RULES

- ZNew v Reply Reply All Send & Receive > Send
\Z o ; Inbox -
= | )| ) . L1 (1]
v e G (IR cue  Change Dictionary | 2. CLICK "MAIL (EXCHANGE)
, _Book v Today AutoCorrect... B
"""" » ) A feg # Vilagracla, M... prep tl Dictionary
2 (BB e 3. CLICK "NEW"
Notes Tasks Proj 6 O O Rules -
Cen. A
‘I" Hide Folders T New ¥ Edit Delete Move U p Move Down
I= &) Folders on My Com -
v § umaso = Edit Rule 4. NAME IT
v K9 1nbox ] -
ko 0obscoul | g Rule name: | untitled
K good span [
K2 1AC If
Rl Junk €-m2 Add Criterion Remove Criterion Execute | if all criteria are met -
= K- Keepers - -
I [ Keepers 0 f Y
b ' All messages |
[ Keepers 0 - - -
[ Keeperso
Ko NsTA Then
Ko SSHE-1AP : e e Artine
Ko student G a'y Add Action Remove Actio
K= Technolog ' - -
| Change status +| | Not junk E-mail v |
| Set category +] | None )
@ Do not apply other rules to messages that meet these criteria

M Enabled ( Cancel ) € OK )




SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help #

1. CLICK TOOLS > RULES

2. CLICK "MAIL (EXCHANGE)"

3. CLICK "NEW"

LECT THE CRITERIA

e 00 | Run Schedule 3
E  ( _/ New ~ Reply Reply All Send & Receive P Send
- ‘ -
| P - | |Inbox
Mail Address Calendar | % bl % 2 @ From Subjec Change Dictionary > |
Book ——— AutoCorrect... B
y Today
"""" ) A feg # Vilagracia, M... prep ti Dictionary
8= == = ¥ Yesterday
Notes Tasks Proj e 0 O Rules
Cen. =
dlll Hide Folders o New Edit
> &) Folders on My Con .
v B umaso - Edit Rule 4. NAME IT
v K9 1nbox - -
ko 0obscoul | g Rule name: | untitled
K good span [ =
3 IAC
:‘f i B — : 5- SE
o Junk E-m3 Add Criterion Remove Criterion Execut eria are ...
= K- Keepers :
I | p 47
Il Keepers 0 ' All messages ey
[ Keepers 0 ’
[ Keeperso
Ko NsTA Then
Ko SSHE-1AP : Do rmimus Artinm
S student G =~ Add Action Remove Actio
K= Technolog ' - -
| Change status +| | Not junk E-mail =
| Set category +] | None ]
’21 Do not apply other rules to messages that meet these criteria

IZ[ Enabled

/‘Cancel_\ ( OK )




SETTING RULES

HOW TO

® Entourage File Edit View Message Format Window Help #

1. CLICK TOOLS > RULES
2. CLICK "MAIL (EXCHANGE)"

3. CLICK "NEW"

MS SELECT THE CRITERIA

/6. SET WHAT SHOULD
HAPPEN WHEN THE

+] "CRITERIA ARE MET

e 00 | Run Schedule =
y . s B New v Send & Receive P send
T - o
7 |
| (L | Inbox
Mail Address Calendar | % bl % 2 @ From Subjec Change Dictionary > |
_Book v Today AutoCorrect... B
------ elin g |
» v CA feg # Vilagracia, M... prep ti Dictionary
E —] == ¥ Yesterday
Notes Tasks Proj
Pro) e0O0 Rules
dlll Hide Folders o New
{ | ™ &) Folders on My Con :
v D umaso - Edit Rule 4. NAME IT
v K9 1nbox - -
ko 0obscoul | g Rule name: | untitled
K good span [
K2 1AC If
k‘:‘ Junk E-mg Add :: iterion T_ move “‘:f LC er|a are siiwe
= K- Keepers
> = p 47
Il Keepers 0 ' All messages 2
[ Keepers 0 :
= Keepers o
o NSTA Then
B SSHE-1AP .
K student G =~ Add Action
K= Technolog - -
~ Change status +| | Not junk E-mail
' Set category +] [ None
M Do not apply 7iteria

@ Enabled

/‘Cancel_\ ( OK 3




USING CATEGORIES

EACH CATEGORY HAS A DISTINCTIVE COLOR

CAN BE USED IN CONJUNCTION WITH RULES

FOR EXAMPLE... MAIL FROM A SPECIFIC ADDRESS GETS
CATEGORIZED AS "FAMILY" WITH A DISTINCT COLOR

YOU CAN EDIT THE CATEGORIES AND COLORS



USING CATEGORIES

HOW TO

® Entourage File m View Message Format Tools Window Help #

®00 |
. - S } ;
Vs M=
~ Mail Address Calendar
‘ . Book A
‘‘‘‘‘‘ || 2 || 5 |
P ; v \ L~
Notes Tasks Projectﬁ
Center

dlll Hide Folders

> &) Folders on My Comp T
v [ umasp :
v I. Inbox ,
K 0 pbs cours ||

K2 good spam |

K2 1ac '

K2 unk E-mail |}

> K. Keepers 0! ’
> K. Keepers 06- :
K Keepers 07|

R Keepers old ||

K2 NSTA ;

R SSHE-IAPRY|

Ko Student Grz|f

K2 Technology ||

K| Drafts ’

) Sent Items :

> <5 Deleted Items :
H\@ Junk E-mall ,

1. CLICK EDIT > CATEGORIES

| Mail

- =T
) b
-

| conene 2, CREATE CATEGORIES
THAT YOU CAN USE

ne prep time

attendance £
Cohort 1 2

3. GO BACK TO RULES
AND ASSIGN CATEGORIES
AUTOMATICALLY

ince sheets
1 & 2 - eClassroom Tral...

Folder Properties a8l

Assian Cateac.ies... 38;
Edit Categories {3

Categories >

v None
Family
Friends
Holiday
Junk
Personal
Recreation
Travel
Work

4. YOU COULD ALSO CREATE
BLANKET RULES FOR
A GIVEN CATEGORY

Empty Cache

Find... #F
Advanced Find... #F




(] /Users/dmontalvo/00 mrmont/Current Class Files/1 physics N Ex I U P :

v DEVICES @ blog rep...t.webloc < 0 make ...s v2.app (1 01 Evidence
2 Macintosh HD | Current Class Files « 0 make thumbs.app . 0la Skepticism

DOCUMENTS

. Inspirational > # 0 renam...workflow L 02 Forces

'S@f“f:f" 2 Logistics - £ 03 Motion
(1 Technology » [ about (1 04 Projectile Motion
¥ PLACES & ac (1 05 CM Rotation
™ 00 mrmont L alumni L1 06 Four Basic
& cp cp (1 07 Energy
(& ac (. extracredit .1 08 Collisions
P Desktop L] games 1 09 Circuits
ved dmontalvo © grades3.html L1 10 Waves
/A Applications # grades3.js L1 11 GrAdv
L2 Downloads © home.html| L 12 Exam
i Movies «# homescript.js (1 13 anim...s applets
(] Montalvo (. images L1 Y found objects
@ index.html {1 Z sci news flash
@ index2.html
© Yesterday @ index3.html

(L) Past Week © index4x.html
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FOLDER VIEWS AND SORTING

RENAMING & NAMING SCHEMES

SEARCHING FOR DOCUMENTS

SIMPLE VS COMPLEX FOLDER SYSTEMS >

CREATING SHORTCUTS S—




FOUR DIFFERENT FOLDER VIEWS

—1LIST VIEW

ICON VIEW| oap—{: e — . —
oo COLUMN VIEW | ——
¥ DEVICES aleW...ser Data » . 01 Evidence > 0

| Macintosh HD : » > O
 CHARED « Hand-b...ot D.app COVER FLOW »! B8O
= . Microsoft User Data » | 03 Motion > ¢ 0.
- ___ physics . 04 Projectile Motion *» « 0.

v PLACES " rubric-grades > )
B Desktop submitted work » | 06 Four Basic > ¥ 0
Puserlist.txt . 07 Energy » ¢ 0

NS .. 08 Collisions » « 0.

7 Applications . 09 Circuits > . 0
2 Downloads 10 Waves ~ « O
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e . 13 anim...s applets *» 0 E«
(D) Today . Y found objects » 0 h
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L) Past Week e ———————— I — > E : f'
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ICON VIEW

®0O0 (1 /Users/dmontalvo/Documents/physics/07 Energy ()
(<[] B =[o]=] [&] a "
DEVICES
’ N N il
_. Macintosh HD ‘
SHARED
@ All...
- 0 energy systems.graffle 0 Energy.graffle 04-14
PLACES S items L
Desktop

ped dmontalvo

= |
7 Documents L-—_[
RTF

g}X; Applications

«7 Downloads 04-14coaster.band 04-14script.rtf 04-21
E Movies 4 items
[ | Montalvo
SEARCH FOR A
(L) Today ;
(L) Yesterday #
(L) Past Week 04-21 coaster 04-21 coaster g 04-21 kingda ka
advice.notebook check.graffle curvature.png
351 x 539 1
=
aa 29 items, 17.16 GB available Y

ADVANTAGE DISADVANTAGES

YOU CAN SEE SMALL CAN'T SORT
PREVIEWS OF ALL FILES CAN'T SEE MUCH

EASY TO GET LOST IN FOLDERS




LIST VIEW

®00o (] /Users/dmontalvo/Documents/physics/07 Energy =

(B mm] (-]

DEVICES | Name
) Macintosh HD _, 0 energy systems.graffle
SHARED '
0 Energy.graffle
® . ay.g

PLACES O 04-14

Desktop

6’: 04-14coaster.band

,; 04-14script.rtf

= 04-21
emasman)

Movies

SEARCH FOR

(] Montalvo ;./ 04-21 coaster advice.notebook

: 04-21 coaster g check.graffle

Q
5/30408, 1:33 PM 184 KB

4/75/08, 11:54 AM 512 KB
14/08, 8:36 AM -
4/14/08, 2:24 AM 73.2 MB
4/14/08, 2:09 AM 4 KB
4/21/08, 1:21 AM --
4/21/08, 3:22 PM 20 KB
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(L) Today B
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;./ 04-21coaster qui... g check.ngtebook 4/22/08, 1:23 PM 28 KB 4
v
€ y A ) <>
29 items, 17.16/GB available 4

( ADVANTAGES
CAN SEE DETAILS

SORT BY CLICKING HEADERS

\EXPAND/COLLAPSE FOLDERS

DISADVANTAGES

CAN STILL GET LOST IN FOLDERS
NO PREVIEW (BUT CAN HIT

SPACEBAR TO SEE BIG PREVIEW)




COLUMN VIEW

®O0 (1 /Users/dmontalvo/Documents/physics/07 Energy (@D
| <] » | [Sglémulll] | 3%~ | Q
DEVICES . AppleW...ser Data » [ 01 Evidence > 0 energy...s.graffle ol
! Macintosh HD .. Downloads » [ 0la Skepticism > 0 Energy.graffle
CHARED « Hand-b...ot D.app . 02 Forces » L 04-14 >
@ AL .| Microsoft User Data » [ 03 Motion > 04-14coaster.band
- . physics .. 04 Projectile Motion *» « 04-14script.rtf
PLACES . rubric-grades > ' 05 CM Rotation » L 04-21 »
A Desktop . submitted work > . 06 Four Basic > # 04-21 c...otebook
ped dmontalvo theuserlist.txt .. 07 Energy 04-21 co...ck.graffle
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D s | Z sci news flash > | Asteriod...t Impact *»
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I 1 @ Coaster Phet.webloc m
[ — — ) />
1 of 29 selected, 17.16 GB available 4

ADVANTAGE DISADVANTAGES
CAN'T GET LOST IN FOLDERS NO PREVIEW (BUT CAN HIT
THE MOST INFO IN THE SPACEBAR TO SEE BIG PREVIEW)
LEAST SPACE NO DETAILS (BUT CAN

HIGHLIGHT TO SEE DETAILS)




COVER FLOW

®00 {1 /Users/dmontalvo/Documents/physics/07 Energy =

(<> ) [e2]=|m ) [$5-) Q
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.| Macintosh HD

SHARED
& Al

PLACES

= Desktop
ped dmontalvo

| Documents
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« Downloads

E§ Movies 04-14coaster.band
|| Montalvo GarageBandProject
SEARCH FOR
(L) Today
(D) Yesterday | ‘Name A Date Modified Size Kind
T Past Week 0 energy systems.graffle 5/30/08, 1:33 PM 184 KB Omro
‘ 0 Energy.graffle 4/25/08, 11:54 AM 512 KB Omr
= 04-14 4/14/08, 8:36 AM - Fold

4/14/08, 2:24 AM

1 of 29 selected, 17.16 GB available #

ADVANTAGES DISADVANTAGES
ALL THE ADVANTAGES OF LIST CAN GET LOST IN FOLDERS
VIEW PLUS INSTANT BIG PREVIEW TAKES SOME

GETTING USED TO




RENAMING FILES & FOLDERS

eO0 Ll /Users/dmontalvo/Documents/physics /07 Energy —)

(<> ) [e2]=|m ) [$5-) Q

DEVICES
1 Macintosh HD

SHARED
A All..

PLACES
= Desktop
ped dmontalvo

| Documents
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« Downloads

[ Movies 04-14coaster.band
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(L) Today
(© Yesterday ) ‘Name A  Date Modified Size Kind
0 Past Week 0 energy systems.graffle 5/30/08, 1:33 PM 184 KB Oer
0 Energy.graffle 4/25/08, 11:54 AM 512 KB Omr
I 04-14 4/14/08, 8:36 AM -- Fold

4/14/08, 2:24 AM 73.2 MB

1 of 29 selected, 17.16 GB available v

CLICK ON THE NAME
*PAUSE*
CLICK AGAIN
START TYPING




SMART NAMING SCHEMES

THE MAC SORTS FILES ALPHA-NUMERICALLY

10#$ ... 12345 ... AaBbCcDd ... YyZz

YOU CAN USE THAT TO PUT THE FILES IN THE ORDER YOU WANT

® O O [L]/Users/dmontalvo/Documents @) ® O O [L]/Users/dmontalvo/Documents =
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; _ i »
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Desktop ! submitted work ! Microsoft User Data *
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(2 Downloads () Downloads
E Movies E Movies
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SEARCH FOR SEARCH FOR

9 items, 18.95 GB available 4 9 items, 18.95 GB available 4



THINK BEFORE YOU NAME!

A FEW SECONDS OF THINKING BEFORE YOU NAME...

...CAN SAVE YOU MANY MINUTES OF SEARCHING LATER



COLORING FILES/FOLDERS

ONE MORE WAY TO MAKE THINGS EASY TO FIND...
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| Macintosh HD Name Kind  Last Opened
L y thecollection.xl|s Microsoft Excel workbook July 7, 2008, 5:13 PM
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SIMPLE VS COMPLEX
FOLDER STRUCTURES

(TWO EXTREMES)
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SIMPLE FOLDER STRUCTURES

JUST THROW EVERYTHING IN ONE FOLDER
RELY ON SEARCHES, COLORS & SORTING TO FIND THINGS
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(<> ] [z2 gmn-u | %~ | Q
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| Montalvo
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* L&L_article.pdf -
“ Mid_cmnts.pdf
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FINDING THINGS CAN
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COMPLEX FOLDER STRUCTURES
CREATE ORDERED FOLDERS & FOLDERS WITHIN FOLDERS

®O0o (] /Users/dmontalvo/Documents/1 physics/02 Forces =)

) T ) (e . - ADVANTAGES
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® Al 04 Projectile Motion » 02a-win...ket.mov NAMING OF F"-Es IS
PLACES 05 CM Rotation > 03-will it move >
B4 Desktop 06 Four Basic > 04-mass > NOT SO IMPORTANT
ped dmontalvo .1 07 Energy » 05-tug of war >
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s Downloads 10 Waves » . 08-seco...z.graffle
B4 Movies 11 GrAdv » « 08-woo... track.rtf SAVING TAKES THOUGHT
L] Montalvo . 12 Exam > 09-bungee >
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aw 1s A
.. | 8 faw 2nc d: CREATE THE SAME
€ D <>
33 items, 18.95 GB available //jJ FOLDER TWI CE!




SIMPLE VS COMPLEX FOLDER STRUCTURES

e

DEVI
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SHARED
@ All...

PLACES
B4 Desktop
ped dmontalvo

| Documents
¢§q Applications

E Movies

(] Montalvo

SEARCH FOR
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(Y Yesterday
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~acK A N
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~ emergcall0708.doc

T

EndOfMP_Howto.pdf
energy-skate-park.jar
eyetv252update.dmg
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img344.jpg

Jesse.html

journal.doc
L&L_article.pdf
Mid_cmnts.pdf
MidtrmProg_real_easy.pdf
Movie Viewing Guidelines.doc

* network.CIF
“ OmniGraffle-5-Manual.pdf

OmniOutliner-3.6.5.dmg
PA standards

OU WILL MOST LIKELY B
OMEWHERE IN BETWEEN
AND YOU MAY END UP
MIXING AND MATCHING

29 items, 18.95 GB available

®O0 (] /Users/dmontalvo/Documents/1 physics/02 Forces @)
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EVICES . 01 Evidence > - 00 Forces.graffle M
. 0la Skepticism » L 01-first law > |
RPN (0 02-third law d
1 03 Motion » 7 02a-RO..ATERxIs |
. 04 Projectile Motion *» 4 02a-win...ket.mov .
... 05 CM Rotation » L 03-will it move > |
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ONE MORE BIT OF ADVICE...

CLEAR THAT
DESKTOP OFF!

THE DESKTOP IS A NICE
TEMPORARY WORK SPACE FOR FILES...

..BUT NOT IF IT'S A MESS



TIME TO GET THOSE FILES SORTED OUT!
HELPFUL SHORTCUTS AND TIPS

- WHEN MOVING FILES, HOVER OVER
A FOLDER AND IT WILL "SPRING" OPEN

- APPLE-DELETE = PUT FILE IN TRASH
- APPLE-N = NEW WINDOW

- APPLE-S = SAVE

_— - APPLE-W = CLOSE WINDOW
> - APPLE-Q = QUIT PROGRAM

- APPLE-X = CUT

- APPLE-C = COPY

- APPLE-V = PASTE
- APPLE-SPACE = OPEN SPOTLIGHT




SHORTCUTS: 4 DIFFERENT KINDS

® Finder File Edit View Go Window Help

' | Macintosh HD

A All.

4 Desktop

ped dmontalvo

\ Applications
2 Downloads
E Movies

Montalvo

L) Today
“) Yesterday

-) Past Week
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K:Ad Q
| .
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(3-25scriptrtf alial

SMAR
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SIDEBAR SHORTCUTS

DOCK SHORTCUTS
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DOCK SHORTCUTS
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HE o CINE23 Q @
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- - 03-31 >
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ped dmontalvo 07 Enerav 03-31ru...frotation

GOOD FOR SHORTCUTS TO PROGRAMS
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Yesterday

OPEN APPLICATIONS FOLDER
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LET GO WHEN OTHER ICONS MOVE OVER

SEEm RO @lNG




SIDEBAR SHORTCUTS

& L0 File Edit View Go Window Help

PHYSICS

Services

3#&H

S 900 2 Users/cmontavolDouments/ physic05 C Rotati S
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E=o -
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