Advanced Finder
Techniques

Advanced Finder
Techniques

In addition to the basic Finder and file man-
agement techniques covered in Chapters 2
through 4, Mac OS X offers more advanced
techniques you can use to work with files:

*

Use spring-loaded folders to access
folders while copying or moving items.

Apply color-coded labels to Finder items.

Use aliases to make frequently used files
easier to access without moving them.

Quickly reopen recently used items.

Use the new Quick Look feature to view
the contents of a file or folder without
opening it.

Use the Info window to learn more about
an item or set options for it.

Compress files and folders to save space
on disk or minimize data transfer time.

Undo actions you performed while
working with the Finder.

v Tip

If you're brand new to Mac OS, be sure
to read the information in Chapters 2
through 4 before working with this chap-
ter. Those chapters contain information
and instructions about techniques that
are used throughout this chapter.
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SPRING-LOADED FOLDERS

Chapter 7

Spring-Loaded Folders

The spring-loaded folders feature lets you
move or copy items into folders deep within

the file structure of a disk—without manually

opening a single folder. Instead, you simply

drag icons onto folders (Figures 1 and 3) and
wait as they’re automatically opened (Figures

2 and 4). When you drop the icon into the
window you want, all windows except the
source and destination windows automati-
cally close (Figure 5).

v Tips

The spring-loaded folders feature is
sometimes referred to as spring-open
folders.

Using the spring-loaded folders feature
requires a steady hand, good mouse
skills, and knowledge of the location of
folders on your disk.

To use the spring-loaded folders feature,
it must be enabled in the Finder prefer-
ences. Although this feature is normally
turned on by default, if it's not, you can
learn how to enable it in Chapter 8.

To use the spring-loaded folders feature
to move or copy more than one item at a
time, select the items first, and then drag
any one of them.

Yala) 4} mlanger =
1 of 10 selected, 76.01 GB available
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Desktop CELIT Downloads
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Library Movies Music
Pictures Public Sites.
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Figure 1 Drag an icon onto a folder and wait...
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Figure 2 ...until the folder opens.
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Figure 3 Continue to drag the icon onto a
folder in that window and wait...
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Figure 4 ...until that folder opens.
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Figure 5 When you're finished, only the source
window (which is active) and destination
window remain open.

To move an item using spring-
loaded folders

1.

Drag the item you want to move onto the
folder to which you want to move it
(Figure 1), but do not release the mouse
button. After a moment, the folder blinks
and opens (Figure 2).

Without releasing the mouse button,
repeat step 1. The destination folder
becomes selected (Figure 3), then blinks
and opens (Figure 4). Do this until you
reach the final destination.

Release the mouse button to place the
item into the destination window. All
windows other than the source and
destination windows close; the source
window remains active (Figure 5).

v Tips

In steps 1 and 2, to open a folder immedi-

ately, press while dragging an
item onto it.

To close a folder’s window so you can
open a different folder in the same win-
dow, drag the item away from the open
window. The window closes so you can
drag the item onto a different folder and
open it.

To copy an item using spring-
loaded folders

Hold down while following the above
steps.

v Tip

If the destination folder is on another
disk, it is not necessary to hold down

to copy items; theyre automati-
cally copied.
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LABELS

Chapter 7

Labels

Mac OS X’s Labels feature enables you to
assign color-coded labels to Finder icons. You
can then sort list view windows by label or
search for items based on the assigned label.

With a little imagination, labels can be a
useful file management tool. For example,
when I write a book and it goes through the
editing process, I use labels to indicate each
chapter’s status. Yellow means it’s a first draft,
orange means it’s a second draft, and green
means it’s final. This color-coding makes it
possible for me to see a project’s status just
by looking inside a folder containing its files.
(Imagine how good I feel when all of a book’s
chapter folders are green!)

v Tips

B You can only sort a window by labels if
the Label column is displayed in that
window. I explain how to customize a list
view window in Chapter 4.

B You can change the name associated
with a label or its color. I tell you how in
Chapter 8.

XeYe)

|_|Sample Files

1 of 6 selected, 76 GB available

Detective List.xls

burterfly.jpg

em
ProXls A

function.xls Map-to-our-House.jpg

ShowList.txt

Figure 6 Select the icon you want to apply a label to.

New Finder Window #N
New Folder {+#N
New Smart Folder 8N
New Burn Folder
Open #0
Open With ¥
Print
Close Window BW
Get Info 1
Compress “Flying Facts”
Duplicate ®D
Make Alias #L
Quick Look “Flying Facts” &Y
Show Qrigina I
Add to Sidebar ®BT
Move to Trash ®a&
Eject #E
Burn “Flying Facts" to Disc...
Find... #F
Label:
xR _Ueee

k Red

Figure7
Choose a label
color from the
bottom of the
File menu.
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(B e | Sample Files -
6 items, 76 GB available
E =% -
Esd -
LA POF
burterfly.jpg Detective List.xls Flying Facts
Trem - _
ProXks A
TXT
function.xls Map-to-our-House.jpg ShowList.txt
Figure 8 The color you chose is applied to the icon’s
name. (I know it doesn’t look red here, but it is.)
(o NS | Sample Files -
6 items, 76 GB available
Name & Date Modified Size
& butterfly.jpg Sep 5, 2007, 2:18 PM 3.8 MB
Detective List.xIs Jan 18, 2002, 12:47 PM 12 KB
|| Flying Facts Sep 13, 2007, 9:18 AM 136 KB
=~ function.xls Jan 14, 2002, 3:00 PM 48 KB

Map-to-our-House.jpg
ShowList.txt

May 8, 2007, 1:48 PM
Feb 11, 1998, 3:18 PM

40 KB
16 KB

alr

Figure 9 In list view, the label color is applied to the

entire line for the item.
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Label:

Compress “Flying Facts”

Quick Look “Flying Facts” &Y
qp

Burn “Flying Facts" to Disc...

sz | Figure 10

4 #N
NE#EN

Choosing the
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To assign a label to an item

1.

2.

In a Finder window, select the icon(s) you
want to apply a label to (Figure 6).

From the File menu, choose the color of
the label you want to apply (Figure 7).

The name of the icon is enclosed in an
oval in the color you choose (Figure 8).

v Tip

In list view, an item’s entire line turns the
color you chose (Figure 9).

You can also assign a label to an item in
the Info window for the item. I tell you
more about the Info window later in this
chapter.

To remove a label from an item

1.

2.

In a Finder window, select the icon you
want to remove a label from.

From the File menu, choose the X
beneath Label (Figure 10).

The label is removed.
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ALIASES

Chapter 7

Aliases

An alias (Figure 11) is a pointer to an item.
You can make an alias of an item and place it
anywhere on your computer. Then, when you
need to open the item, just open its alias.

v Tips

B It’simportant to remember that an alias
is not a copy of the item—it’s a pointer. If
you delete the original item, the alias will
not open (Figure 12).

B By putting aliases of frequently used
items together where you can quickly
access them—such as on your desktop—
you make the items more accessible
without actually moving them.

B The sidebar, Dock, and recent items
features work with aliases. The sidebar
and Dock are discussed in Chapters 2
and 8; recent items are discussed a little
later in this chapter.

B You can name an alias anything you like,
as long as you follow the file naming
guidelines discussed in Chapter 3. An
alias’s name does not need to include the
word alias.

B The icon for an alias looks very much like
the icon for the original item but includes
a tiny arrow in the bottom-left corner
(Figure 11).

B You can move, copy, rename, open, and
delete an alias just like any other file.

s
iTunes iTunes alias

Figure 11 The icon for an alias
looks like the original item’s
icon but includes a tiny arrow.

The alias “iTunes” could not be opened, because the
; original item cannot be found.

( Delete Alias ) (Fix Alias... ) o)

Figure 12 If the original for an alias cannot be found, a
dialog like this appears when you attempt to open it.

136



Advanced Finder Techniques

Figure 13

Select the item

|

an alias for.

you want to make

New Finder Window 38N
New Folder (38N
New Smart Folder 3N
New Burn Folder

Open #0
Open With

Print

Close Window BW
Get Info #1

Compress “iTunes”

Duplicate ®D
Make Alias N

Quick Look "iTunes” 38Y
Show Original 3R
Add to Sidebar ®T
Move to Trash £
Eject 3#E
Burn “iTunes” to Disc...
Find... ®F
Label:

x

Figure 14
Choose Make
Alias from the
File menu.

iTun, @ -
ﬂ\-._____-.‘f’

iTunes alias

Figure 15 The alias
appears with the
original.

New Finder Window

New Folder 4
New Smart Folder B\
New Burn Folder

Open

Open With

Print

Close Window

Get Info

Compress “iTunes alias”

Duplicate

Make Alias

Quick Look “iTunes”
Show Original
Add to Sidebar

Move to Trash

Eject

Burn “iTunes alias” to Disc..
Find...

Label:

say | Figure 16

3N | To find an alias’s
%N | original, choose
Show Original from
#0 | the File menu.

gg .I\‘"’;
1

#F

To create an alias

1. Select the item you want to make an alias
for (Figure 13).

2. Choose File > Make Alias (Figure 13), or
press (G 3]L).

The alias appears right beneath the
original item (Figure 15).

Or

Hold down and drag the item for
which you want to make an alias to a new

location. The alias appears in the destination
location.

v Tip
B Analias’s name is selected right after it is
created (Figure 15). If desired, you can

immediately type a new name to replace
the default name.

To find an alias’s original file
1. Select the alias’s icon.

2. Choose File > Show Original (Figure 16),
or press (G _3R).
A window for the folder in which the

original resides opens with the original
item selected.
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FIXING A BROKEN ALIAS

Chapter 7

To fix a broken alias

1.

2.

5.

Select the alias’s icon.

Choose File > Show Original (Figure 16),
or press (G %[R).

or
Open the alias icon.

A dialog like the one in Figure 12 appears
if the original cannot be found.

Click Fix Alias.

Use the Select New Original dialog that
appears (Figure 17) to locate and select
the item that you want to use as the
original for the alias.

Click Choose. The item you selected is
assigned to the alias.

v Tips

The Select New Original dialog is similar
to a standard Open dialog, which is
covered in Chapter 10.

If you would prefer to delete a broken
alias instead of fixing it, click Delete Alias
in the dialog that appears when you try to
open it (Figure 12).

If an alias is not broken but you want to
reassign it to a new original anyway, you
can click the Select New Original button
in its Info window (Figure 18). I tell you
more about the Info window later in this
chapter.

CRCR Select New Original
Choose the item that you want alias “iTunes” to open.
(«[»]) (e2[=[m) (& Applications B (@ search
v
¥ DEVICES B Exposé
|Z] Macintosh HD % Font Book =
Disk & GarageBand
» SHARED (& ical
©) iChat
¥ PLACES @ VD
A Desktop _ .
B2 Image Capture L =
4} mianger H IMovie
= RS B iPhoto Name iTunes
Documents [ ishowu Size 89.5 MB
R © isync Kind Application
WUniversal)
3 music - - Created 7/27/07 7:49 |~
& Photos @& iweb 1 M I
& Movies i Mail It Madifiad_Tadaw.ar L

Figure 17 Use this dialog to select a new original item
for an alias.

™ N M fiTunes alias Info

Ij iTunes alias
2el@ Modified: Today at 7:01 AM

» Spotlight Comments:

¥ Ceneral:
Kind: Alias
Size: 56 KB on disk (55,999 bytes)
Where: [Users/mlanger/Desktop
Created: Today at 7:01 AM
Modified: Today at 7:01 AM
Original: /Applications /iTunes.app

Label: x

56 KB

Select New Qriginal...

[ Locked

¥ More Info:
P Name & Extension:
P Preview:

P Sharing & Permissions:

Figure 18 The Info window for an alias
includes a Select New Original button
to change the original for an alias.
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About This Mac
Software Update...
Mac OS X Software...

System Preferences...
Dock
Location

Figure 19

Mac OS tracks the

most recently used
applications, docu-
ments, servers, ...

v vyw

Recent Items N

Force Quit... W

[

Sleep
Restart...
Shut Down...

Log Out Maria Langer... {3#Q

\.! Address Book

© iChat

B Photo Booth

%% Preview

@ Safari

System Preferences
7 TextEdit

Documents
& butterfly.jpg
# DSC_0035.JPG
¢ Flying Facts
4 Letter to John
# ml.jpg
* WWCMan400.pdf

Servers
(@l mlanger
(&1 On the Go
Clear Menu
3ack Figure 20
Forward #] | ..and folders.
Enclosing Folder ®T
& Computer {+3C
7t Home £+ #H
B Desktop {+#D
@ Network {HK
@ iDisk >
7 Applications {3A
¥ Utilities 438U
Recent Foldersy., » Applications
| Assistants
Co to Folder... {+38G G
Connect to Server... 3K com.apple.frantrow
Desktop
Documents

Letters
Macintosh HD
Sample Files
Screenshots

Clear Menu

Recent Items

Mac OS automatically tracks the things you
open. It creates submenus of the most
recently opened items in four categories—
applications, documents, servers, and

folders—making it quick to open them again.

v Tip

B You can specify how many recent items
Mac OS X tracks in the Recent Items
submenu (Figure 19) by setting options

in the Appearance preferences pane. I
explain how in Chapter 8.

To open recent items

To open a recently used application, docu-
ment, or server, choose its name from the
Recent Items submenu under the Apple
menu (Figure 19).

Or

To open a recently used folder, choose its
name from the Recent Folders submenu
under the Go menu (Figure 20).

v Tips

B Recent Items works with aliases, which
are discussed earlier in this chapter.

B Working with applications and docu-
ments is discussed in Chapter 10;
working with servers is discussed in
Chapter 20.

To clear the Recent Items or
Recent Folders submenu

Choose Apple > Recent Items > Clear Menu
(Figure 19) or choose Go > Recent Folders >
Clear Menu (Figure 20).

v Tip

B Clearing the Recent Items or Recent Folders

submenu does not delete any items.
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VIEWING FILES WITH QuUicK Look

Chapter 7

Quick Look

Mac OS X 10.5’s new Quick Look feature
makes it possible to see what’s in a folder
or file without actually opening it. Instead,
Quick Look shows a preview of the item
within a resizable Quick Look window
(Figures 22 through 24).

To view a file with Quick Look

1. In aFinder window, select the item you
want to view with Quick Look.

2. Click the Quick Look icon on the toolbar.
or

Choose File > Quick Look “Item Name”

(Figure 21), or press (& %[Y).

The Quick Look window appears as a
charcoal gray, translucent window that
displays the item’s icon (Figure 22) or
contents (Figures 23 and 24).

v Tips

B Ifyou use Quick Look to view a multiple-
page document, you can use a scroll bar
to view any document page.

m IfiPhoto is installed, you can click the
Add to iPhoto button in the Quick Look
window for an image file (Figure 23) to
add the image to your iPhoto library.

New Finder Window
New Folder

New Smart Folder
New Burn Folder
Open

Open With

Print

Close Window

Get Info
Compress

Duplicate
Make Alias

Show Original
Add to Sidebar

Move to Trash
Eject

Find...

Label:

FEN
T #N
NE#EN

*rW
£

#D
#L

Quick Look “Documents” .,

= %R
8T

#&
#E

Burn “Documents” to Disc...

#F

X Beg_ueee

Screenshots

Figure 21

The Quick

Look command
displays a
selected file or
folder using the
new Quick Look
feature.

Screenshots

Folder

27 items

Last modified Sep 19,

Figures 22, 23, & 24 The Quick Look window for a folder (top-right), image file (bottom-left), and PDF file
(bottom-right).
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Figure 25 In full

screen view, Quick
Look’s preview fills
your entire screen.

Exit Full Screen
Add to iPhoto

To browse the Finder
with Quick Look

1. Open a Finder window for the folder you
want to browse.

2. Click the Quick Look icon on the toolbar.
or

Choose File > Quick Look “Item Name”
(Figure 21) or press (G %Y.

The Quick Look window appears.

3. Use standard Finder browsing techniques
to select the items you want to browse.
Each time a new item is selected, the
Quick Look window changes to display its
icon or contents (Figures 22 through 24).

v Tip

B [tell you more about navigating folders
and selecting icons in Chapters 2 and 3.

To switch to full screen view

Click the Full Screen button at the bottom
of a Quick Look window. The screen turns
black and fills with the Quick View window
(Figure 25).

v Tips

B A button bar appears in full screen
view (Figure 25) so you have the same
options you would have in the Quick
Look window.

B If the button bar disappears, move the
mouse pointer to display it again.

B To leave full screen view, click the
Exit Full Screen button (Figure 25)

or press (Esc).
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CLOSING THE QuicK Look WINDOW

Chapter 7

To close the Quick Look window

Use one of the following techniques:

& Click the Quick Look window’s close
button (Figures 22 through 24).

¢ Choose File > Close Quick Look (Figure 26).

& Press(a #]Y).

¢ In full-screen view, click the close button
in the Quick Look window’s button bar
(Figure 25).

New Finder Window #N
New Folder {r3N
New Smart Folder L
New Burn Folder

Open #0
Open With >
Print

Close Window BW
Get Info £

Compress “DSC_0035.JPC"

Duplicate %D

Make Alias £

Close Quick Look

Show QOriginal #R

Add to Sidebar ®;T

Move to Trash B&

Eject E
Burn “DSC_0035.JPG" to Disc...

Find... #F
Label:

Figure 26 When the Quick Look
window is open, the Close Quick Look
command appears on the File menu.
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M M ] Macintosh HD Info

™ M M 2] Applications Info

=i Macintosh HD
Modified: Sep 14, 2007 7:55 AM

» Spotlight Comments:
¥ General
Kind: Volume
Created: Monday, September 3, 2007 7:49
PM
Modified: Friday, September 14, 2007 7:55
AM

Format: Mac O Extended (Journaled)
Capacity: 92.84 GB
Available: 76.14 GB
Used: 16.7 GB on disk (17,935,663,104
bytes)

Label: [x

[ Shared Folder
P More Info:
» Name & Extension
P Preview:
¥ Sharing & Permissions

Applications 2.31CB
B Modified: Yesterday at 11:25 AM
¥ Ceneral
Kind: Folder

Size: 2.31 GB on disk (2,048,925,848
bytes) for 17 items
Where:
Created: Wednesday, August 15, 2007
12:18 PM

Modified: Yesterday at 11:25 AM
Label: | x

] Shared Folder
Locked
» More Info:
P Name & Extension:
» Preview:

P Sharing & Permissions:

® N A (HiTunes Info

@ M M . Letter to John Info

ﬁ iTunes 98.8 MB
i€ Modified: Yesterday at 10:18 AM

» Spotlight Comments:
¥ General
Kind: Application (Universal)
Size: 98.8 ME on disk (93,865,345
bytes)
Where: /Applications
Created: Friday, July 27, 2007 7:49 PM
Modified: Yesterday at L0:18 AM

Version: iTunes 7.4.2, © 2000-2007
Apple Inc. All Rights Reserved.

Label: |x

Locked
¥ More Info:
P Name & Extension:
¥ Preview:
» Languages

P Sharing & Permissions:

“ . Letter to John 4 KB
@ Modified: Sep 6, 2007 1:34 PM

» Spotlight Comments:
¥ General
Kind: Rich Text Format (RTF)
Size: 4 KB on disk (1,170 bytes)
Where: /Users/mlanger/Documents/
Letters
Created: Thursday, September 6, 2007
11:36 AM

Modified: Thursday, September &, 2007
1:34 PM

Label: x

[] stationery Pad
[ Locked

P More Info:

» Name & Extension:

P Open with:

P Preview:

P Sharing & Permissions:

Figures 27, 28, 29, & 30 The Info window for a hard
disk (top-left), folder (top-right), application (bottom-
left), and document (bottom-right).

The Info Window

You can learn more about an item by open-
ing its Info window (Figures 18 and 27
through 30). Depending on the type of icon
(disk, folder, application, document, alias,
and so on), the General information in the
Info window will provide some or all of the
following:

*

® & & 6 O o 0 o

*

Kind or type of item.

Size of item or contents (folders and files
only).

Where item is on disk.

Created date and time.

Modified date and time.

Format of item (disks only).
Capacity of item (disks only).
Available space on item (disks only).
Used space on item (disks only).

Version number or copyright date or both
(applications only).

Original location on disk (aliases only).
Color label assigned to the item.

Stationery Pad check box (documents
only) to convert the file into a stationery
format file, which is like a document
template.

Locked check box to prevent the file from
being deleted or overwritten (folders and
files only).

Continued on next page...
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THE INFO WINDOW

Chapter 7

Continued from previous page.

In addition to the General category of infor-
mation, the Info window offers additional

categories (Figure 31), depending on the type

of item. You can click the disclosure triangle
beside a category heading to display or hide

the details for the category. Some categories

you might find in an Info window include:

*

Spotlight Comments enable you to enter
searchable comments or keywords for an
item.

More Info provides additional informa-
tion about the file, including when the
content was created and modified and
when the item was last opened.

Name & Extension displays an edit box
you can use to modify the file name and
its file name extension. A check box
enables you to hide the extension in
Finder windows.

Open with enables you to choose the
application that should open the item—
and change the default application for
all items of that type. This category is
available for documents only.

Preview displays a preview for the item
if one is available. Otherwise, it simply
displays the item’s icon.

Languages (not shown in Figure 31) is a
list of the languages built in to the appli-
cation. This category is available for
applications only.

Sharing & Permissions enables you to set
file sharing permissions for the item.

v Tip

I tell you about using labels earlier in this
chapter, searching for files with Spotlight
in Chapter 5, and file permissions in
Chapter 20.

M M M | Letter to John Info

‘. Letter to John 4 KB
@ Modified: Sep 6, 2007 1:34 PM

¥ Spotlight Comments:

¥ Ceneral:

Kind: Rich Text Format (RTF)
Size: 4 KB on disk (1,170 bytes)

Where: fUsers/mlanger/Documents/
Letters

Created: Thursday, September &, 2007
11:36 AM

Modified: Thursday, September 6, 2007
1:34 PM

Label: x| B @ U S8 S
[C] Stationery Pad
[ Locked

¥ More Info:
Content created: Thursday, September
6, 2007 11:36 AM

Content modified: Thursday, September
6, 2007 1:34 PM

Last opened: Yesterday at 12:27 PM

¥ Name & Extension:

Letter to John.rtf
g Hide extension

¥ Open with:

(57 Textedit [

Use this application te open all documents
like this.

Change All...

¥ Preview:

il

¥ Sharing & Permissions:

You can read and write

Name Privilege
mlanger (Me) |+ Read & Write
staff + Read only
Y everyone + Read only
——— a

Figure 31 Here are all the categories
of information in the Info window
for a typical document.
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New Finder Window 32N | Figure32

New Folder 0N | Choose Get
New Smart Folder N Ir]fo from the
New Burn Folder File menu.
Open %20

Open With

Print

Close Window BW

Compress “iTunes”

Duplicate #D
Make Alias £
Quick Look "“iTunes” Y
Show Origina £
Add to Sidebar ®;T
Move to Trash B&

Eject #8E
Burn “iTunes” to Disc...
Find... #F

Label:

M M M . Letter to John Info

% Letter to John 4 KB
® Modified: Sep 6, 2007 1:34 PM

¥ Spotlight Comments:

Bringing John up to date on things with Flying
M Air and my new Web site design]

W General:

Kind: Rich Text Format (RTF)
Size: 4 KB on disk (1,170 bytes)

Where: fUsers/mlanger/Documents/
Letters

Created: Thursday, September &6, 2007
11:36 AM

Modified: Thursday, September 6, 2007
1:34 PM

Label: x

[] Stationery Pad
[ Locked

P More Info:

P Name & Extension:

P Open with:

P Preview:

P Sharing & Permissions:

Figure 33 Enter comments for an item
in the Spotlight Comments section.

To open the Info window

1. Select the item for which you want to
open the Info window (Figure 13).

2. Choose File > Get Info (Figure 32), or
press (& 3] 1).

The Info window for that item appears
(Figure 29).

To enter Spotlight comments in
the Info window

1. Open the Info window for the item you
want to enter comments for (Figure 30).

2. Ifnecessary, click the disclosure triangle
beside Spotlight Comments near the top
of the window. The window expands to
show the Spotlight Comments box.

3. Type your comments into the Spotlight
Comments box (Figure 33). They are
automatically saved.

v Tip
B Asdiscussed in Chapter 4, you can seta

window’s list view to display comments
entered in the Info window.

To lock an application or
document

1. Open the Info window for the item
you want to lock (Figures 18 and 27
through 30).

2. Turn on the Locked check box.
v Tip

B Locked items cannot be deleted or over-
written. They can, however, be moved.
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COMPRESSING FILES & FOLDERS

Chapter 7

Compressing Files
& Folders

Mac OS X’s file compression feature enables
you to create compressed copies of items
sometimes called archived files or archives.
Compressed files take up less space on disk
than regular files. You may find them useful
for backing up files or for sending files to
others over a network or via e-mail.

v Tips

B In previous versions of Mac OS X, the
compression feature was known as the
archive feature.

B The compression feature uses ZIP format
compression, which was originally devel-
oped as a DOS and Windows PC format.
As aresult, document archives created
with this feature are fully compatible with
DOS and Windows PCs.

CYake) N milanger =
1 of 9 selected, 76.13 GB available

o

- L] )

Desktop Documents Downloads

A J4d

Library Movies Music

. @ o

[ Pictures ] Public Sites

Figure 34 To compress an item, begin by selecting

its icon.
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Advanced Finder Techniques

New Finder Window 38N
New Folder {+#N
New Smart Folder EN
New Burn Folder

Figure 35
Choose the
Compress com-
mand from the

Open 0 File menu.
Open With

Print

Close Window ®BW

Cet Info |

Compress “Pictures”

Duplicate #D
Make Alias #HL
Quick Look “Pictures” 38Y
Show Origina !
Add to Sidebar ®BT
Move to Trash 2|
Eject 3E

Burn “Pictures” to Disc...

Find... #F

Label:

LA N SRR N O§
MMM Copy

Compressing 241 items to “Pictures.zip”

19.4 MB of 72.4 MB - Less than a minute

Figure 36 A copy progress dialog like this one appears
when you compress an item.

e Figure 37
_@; The compressed
file appears with
the original.
Pictures ' .
ZIP
Pictures.zip

To compress a file or folder

1. Select the item you want to compress
(Figure 34).

2. Choose File > Compress “Item Name”
(Figure 35).

3. Wait while your computer creates the
archive. While it works, a Copy status
dialog appears (Figure 36). When the
dialog disappears, the archive file appears
in the same location as the original as a
.zip file (Figure 37).

v Tips

B In previous versions of Mac OS X, you
compressed files with the Create Archive
command on the File menu. This is the
same command with a different name.

B You can compress multiple items at once.
Select the items, then choose File >
Compress n Items (where 7 is the num-
ber of selected items). When the archive
appears, it will be named Archive.zip.

To open a compressed file

Double-click the compressed file. The com-
pressed file’s contents are uncompressed and
appear in the same window as the com-
pressed file.
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UNDOING FINDER ACTIONS

Chapter 7

Undoing Finder Actions

The Mac OS X Finder includes limited sup-
port for the Undo command, which can
reverse the most recently completed action.
Say, for example, that you move a file from
one folder to another folder. If you immedi-
ately change your mind, you can choose
Edit > Undo Move (Figure 38) to put the file
back where it was.

v Tips

B Don't depend on the Undo command.
Unfortunately, it isn’t available for all
actions (Figure 39).

B The exact wording of the Undo command
varies depending on the action and the
item it was performed on. In Figure 38,
for example, the command is Undo Move
of “Letter to John” because the last action
was to move a document icon named
Letter to John.

B The Undo command is also available
(and generally more reliable) in most Mac
OS applications. You'll usually find it at
the top of the Edit menu.

To undo an action

Immediately after performing an action,
choose Edit > Undo “action description”
(Figure 38), or press (& 3]Z). The action is
reversed.

To redo an action

Immediately after undoing an action, choose
Edit > Redo “action description” (Figure 40).
The action is redone—as if you never used
the Undo command.

v Tip
B Think of the Redo command as the

Undo-Undo command since it undoes
the Undo command.

Undo Move of “Letter to John"

Cut
Copy
Paste
Select All

Show Clipboard
Special Characters...

Figure 38 The Undo command enables you
to undo the last action you performed.

Can’t Undo w07 | Figure39
If an action cannot be

Cut #X | undone, the words
Copy kS Can’t Undo will ap-
Paste #V | pear at the top of the
Select All #A | menuingray.

Show Clipboard
Special Characters...

Redo Move of “Letter to John"

Cut
Copy
Paste
Select All

Show Clipboard
Special Characters...

Figure 40 The Redo command undoes the
Undo command.
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