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Finding What You Want with
Spotlight

If you're looking for specific content on your computer or net-
work and you don’t know where to find it, you can use
Spotlight to help you locate it. Spotlight not only searches
the names of your files and folders, it also searches their con-
tent. In addition, Spotlight searches other information stored
in files, known as metadata, which describes how and when
and by whom a particular set of data was collected, or how
the data is formatted. Examples of metadata include authors,
page size, creation and modification dates, duration of music
and movies, dimensions of graphics or PDF documents,
exposure time of a camera lens for photographs, and names
of layers in Photoshop.

Spotlight is conveniently located on the right side of the
menu bar on your Mac screen.You can identify Spotlight by
the blue icon with a magnifying glass. Spotlight performs a
live search of your Home folder on your computer using the
information you know. As you type in Spotlight, a menu
appears displaying a list of everything Spotlight can find to
match what you've typed so far. As you continue to type, the
list changes. Spotlight searches for everything on your com-
puter that matches what you've typed, which includes every
file, folder, program, e-mail message, address book entry,
calendar appointment, picture, movie, PDF document, music
file, Web bookmark, Microsoft Office document, and System
Preferences panel, and lists the 20 best matches divided into
categories, which you can customize later.

When you start Leopard for the first time, Spotlight auto-
matically starts collecting search information about your
Home folder, known as indexing. The indexing process ini-
tially takes about 15 to 30 minutes to perform (the Spotlight
icon pulses) and then updates take place as needed. Indexing
the information on your computer reduces the time it takes
to perform a search.
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Finding Information
Using Spotlight

Find Information Using Spotlight

56

Click the Spotlight (magnifying-
glass) icon on the right side of the
menu bar.

TIMESAVER Press [z «)+Space
bar to open Spotlight.

In the Spotlight field, start to type
what you want to find. To find a
specific phrase, place quotes
around it. For example, “Apple
Computer.”

IMPORTANT Spotlight only
recognizes the beginnings of
words.

As you type, a menu begins to
display a list of everything
Spotlight can find to match what
you've typed so far. As you
continue to type, the list changes.

To open an item on the menu, click
the item or use the arrow keys to
scroll down the list, and then press
Return.

To clear or stop a search, click the
Close button (x) in the Spotlight
field.

—p—

If you're looking for specific content on your computer and you don't
know where to find it, you can use Spotlight to help you find it. Even if
you can only remember part of the content. Spotlight performs a live
search of your Home folder on your computer using the information you
know. As you type in Spotlight, a menu appears displaying a list of
everything Spotlight can find to match what you've typed so far. As you
continue to type, the list changes. If you type two words, Spotlight finds
items that contain both words. Spotlight searches for everything on
your computer that matches what you've typed, which includes every
file, folder, program, e-mail message, address book entry, calendar
appointment, to-do item, picture, movie, PDF document, music file, Web
bookmark, Microsoft Office document, and System Preferences panel,
and lists the 20 best matches divided into categories, which you can
customize later. Spotlight not only searches the names of your files and
folders, it also searches their content. You can search by typing
phrases or metadata attributes, and using boolean operators (New!).

& Finder File Edit View Go Window Help () % 4 4) Thull:44 AM Stevd Johnson e

oads
# Apple - Downloads - Dashb...
3 Apple - Mac O X - Automator
31 Apple - Downloads - Mac O.

Spotlight Preferences.
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Find Information with Metadata
Using Spotlight
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(4 N\
Find Code and Keywords

Click the Spotlight (magnifying- Find Code:Keyword
glass) icon on the right side of the Program kind:app, kind:application
menu bar.

Address book contact  kind:contact
TIMESAVER Press+Space Folder kind:folder
bar to open Spotlight.

Mail message kind:email, kind:mail message

In the Spotlight field, type
code:keyword. Use quotation

iCal appointment

kind:event

marks around text to search for an iCal task kind:to do, kind:todo
exact phrase. Image, picture kind:image
Where the code is a category, such Movie kind:movie

as kind, date, modified, or author,
and keyword is a specific type of
category.

Here are some examples:

Music or Sound

kind:music, kind:audio

PDF file

kind:pdf

System Preference

kind:preference, kind:system preference

Safari bookmark

kind:bookmark

kind:preference network .
displays the network system Font kind:font
preference on your computer. Presentation kind:presentation
kind:contact steve displays all Week date:this week, date:next week
the contacts with the name Month date:this month, date:next month
steve on your computer.

i i Year date:this year, date:next year
kind:music by:"Bruce .
Springsteen” displays all music Today date:today
by Bruce Springsteen. Tomorrow date:tomorrow
date:today kind:email displays Yesterday date:yesterday

all the email for today on your
computer.

You can quickly cancel a Spotlight
search. Press the Esc key to close the
Spotlight menu and erase what you've
typed. Now, you can type a new
search. Press the Esc key again to
cancel the entire search. To cancel the

J

/a )\
For Your Information

Using Boolean Operators to Help Your Search

If you can't find the information you are looking for using the Spotlight
field (New!) or Search field, you can use boolean operators (AND, OR,
NOT, and dash (-) for AND NOT to exclude items) to refine your help
search. For example, typing report AND propesal finds both words, typ-

entire search in one step, press
[« =)+Space bar again, (ss)+period, or
(cs)+Esc.

ing report OR proposal finds either report or proposal, while typing
report NOT proposal finds report, but excludes proposal. If you type
report -proposal, Spotlight finds report but not proposal. You can also
use keywords in your search with boolean operators. For example, typ-
ing kind:pdf report AND kind:presentation proposal, finds PDF docu-
ments with report and presentation files with proposal.

- J
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Finding Information
in the Spotlight
Window

Open and View the Spotlight
Window to Locate Information

Click the Spotlight (magnifying-
glass) icon on the right side of the
menu bar.

TIMESAVER Press
Option+(z =)+Space bar to open
Spotlight window directly.

In the Spotlight field, start to type
what you want to find.

Click Show All on the Spotlight
menu.

The Spotlight window opens,
displaying the results of your
search by category.

If a search is currently in progress,
a sprocket icon whirls around in
the upper-left corner of the
window.

To narrow or change the search,
type the text you want to find in
the Search field.

To open an item, double-click the
item or use the arrow keys to
scroll down the list, and then press
Return.

To clear or stop a search, click the
Close button (x) in the Search
field.

When you're done, click the Close
button.
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If you can’t find what you're looking for on the Spotlight menu with the
20 most likely matches, you can click the Show All command at the top
of the Spotlight menu to open the Spotlight window and view the com-
plete list of matches organized by category. The Show All command
displays the results of your search by retrieving content on your entire
computer that matches the criteria. The Search bar, located below the
toolbar, indicates the search location and type, which is “This Mac”
and “Contents” by default. You can search your entire computer (This
Mac), your Home folder, or shared network computer by either the con-
tents of a file or the file name.

@ Finder File Edit View Go Window Help > () % A 4) Thul2:52AM Stevgjohnson [°¥

7] show All

Top it % Organized — Documents

§8 verb 1 arrange into a struct.
 Organized Kitchen

) Organized Kitch
% Organized — Dot
% Organized — Le

PDF Documents [§) Organized Kitchen
[ Organized — Documents
[ Organized — Projects
[ Organized — Letters
[5) Leopard — Copied
[ Leopard — Business
[ My Start Up Doc
Webpages (3] Apple - .Mac - Web Gallery
3 Home & Education - Free So.

ports - Reviews and free d
4 http://manuals.info.apple.c.
=) washingtonpost.com - A Sec.
3 Bookmarks Bar

73) Apple - Mac 05 X Leopard -

Spotlight Preferences.

06 [ Searching “This Mac” —
¥ DEVICES Search: “Steve)” Shared | File Name Save ) (+)
- Macintosh HD Name Kind
@ ipisk = Apple - .Mac - Web Gallery  Safari history item Oct 14, 2007, 11:41 PM
% Home & Edu...ownload.com  Safari history item October 12, 2007, 4:10 PM
il 4 Sports - Revi...ownload.com  Safari histary item October 12, 2007, 4:10 PM
¥ PLACES & http://manu...es_Guide.pdf  Safari history item October 12, 2007, 3:50 PM
[ Deskrop = washingtonp... - A Section safari history item October 12, 2007, 2:57 PM

2 steve) E Bookmarks Bar Safari history item October 12, 2007, 2:56 PM
e = Organized Kitchen RTF with a...ents (RTFD) Oct 12, 2007, 11:49 AM

"l Documents

A Applicat [¥ organized Kitchen Document Oct 12, 2007, 10:16 AM
Jro IS = Organized Kitchen Text Plain text Oct 11, 2007, 10:03 PM
¥ SEARCH FOR < Organized RTF with a...ents RTFD)  October 11, 2007, 7:30 PM
© Today [ Organized Document October 11, 2007, 2:19 PM
- [¥ Organized Document October 8, 2007, 9:18 PM
(D) Yesterday
s [ Organized Document October 8, 2007, 9:18 PM
(D) Past weel
=/ [¥ Leopard Document Yesterday, 9:52 PM
| itmEges [¥/ Leopard Document Yesterday, 8:53 PM v
[ Al Movies % Apple - Mac ...rd - Features  Safari history item October 2, 2007, 5:28 PM
% 2
[ All Documents Bl = SesS i
18 items ”
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Narrow Results in the Spotlight
- & Finder File Edit View Go Window Help X O 3
Window ; : :

Press Option+s)+Space bar or
click Show All on the Spotlight
menu to open the Spotlight
window.

A 4) Thu12:52 AM Steve Johnson SY

Show All

4 Organized — Do

verb 1 arrange into a struct.

3 Organized Kitchen
Organized Kitchen Text

3 Organized — Documents
% Organized — Letters

POF Documents [¥] Organized Kitchen
[ Organized — Documents
[5] Organized — Projects
[5) Organized — Lerters
[ Leopard — Copied
[5) Leopard — Business
[5] My Start Up Doc

The Spotlight window opens,
displaying the results of your
search by category.

Webpage: ple - Mac - Web Gallery

me & Education - Free So.

orts - Reviews and free d.
p://manuals.info.apple.c.
shingtonpost.com - A Sec
okmarks Bar

ple - Mac OS X Leopard -

If a search is currently in progress,
a sprocket icon whirls around in
the upper-left corner of the
window.

potlight Preferences...

In the Search bar, click the button
with the search location you want:

Servers. Searches the server

disks connected to your 2
computer.
Computer. Searches all the & T @m“"““ =
g : : _E: = -m Q organized —e

dISkS on your compUter' ¥ DEVICES Search: EL00 Shared Contents (AISNELS Save ) (+)

74 Macintos lame in . LastOpened  _x
Home. Searches your Home _QJ‘N;;S;(( i 3 grgamzed Kitchen it o ents RTFD)  Oct 12, 2007, 11:48 AM r

[¥ Organized Kitchen Document Oct 12, 2007, 10:16 AM
f0|der_ EEUARED = Organized Kitchen Text Plain text Oct 11, 2007, 10:03 PM
v % Organized with a_ents ctober 11, 2007,
o L s e
Volume Hard Dlsk or Folder [ Organized Document October 8, 2007, 9:18 PM
" ” = [# organized Document October 8, 2007, 9:18 PM
Name. Sea rc heS Only the gi:::::;m < Organized RTF with a__ents (RTFD) October 1, 2007, 3:02 PM _|

currently opened volume or v SEARCH FOR

(L) Today
folder. © vesarta

L) Past Week
Contents or File Name. e .
Searches file contents or file (5 Al Documens 1
name. 8items -

To narrow or change the search,
type the text you want to find in
the Search field.

7 N\
To open an item, double-click the For Your Information

item or use the arrow keys to

scroll down the list, and then press Searching Made Easy
Return.
You can add text to the Spotlight Comments field in the Get Info dialog
To clear or stop a search, click the for a specific file or folder that you can quickly search for using
Close button (x) in the Search Spotlight later. Control-click a file or folder, click Get Info, and then
field. type the text you want in the Spotlight Comments field.
N\ J

When you're done, click the Close
button.
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Filtering Spotlight
Results

Filter Spotlight Results

60

Press Option+{s =)+Space bar or
click Show All on the Spotlight
menu to open the Spotlight
window, and then perform or
narrow a search.

The Spotlight window displays the
results of your search by category.

In the Search bar, click the button
with the search location you want:

Servers. Searches the server
disks connected to your
computer.

Computer. Searches all the
disks on your computer.

Home. Searches your Home
folder.

Volume “Hard Disk” or Folder
“Name.” Searches only the
currently opened volume or
folder.

The Computer command displays
or restores the full results list on
all your drives in the Spotlight
window.

In the Search bar, click Contents
or File Name to specify how you
want the results to appear.

When you're done, click the Close
button.

—p—

If the list of Spotlight results is too long to find the results you want, you
can revise your search text in the Search field or use the Search bar to
filter, or narrow down, the list. The Search bar allows you to filter down
the Spotlight results by location and type. The left side of the Search
bar provides buttons to filter the search results by where the informa-
tion is stored, such as This Mac (your entire computer), Steved (your
Home folder), or Shared (your networked computers), if available. After
you select where, you can select how. You can filter the result by
whether the search criteria is in the content of a file or the file name of
the results. If you want to further narrow down the Spotlight results,
you can add other search criteria using file attributes.

[ Yo Xe) Searching “This Mac” =)
[ lo] = [ Quie
DEVICES Search: D “steve)* Shared | || @EZEZID) File Name | save ) (+
=) Macintosh HD Name Kind Last Opened v
@ iDisk Holly Johnso...tion Meeting  Mail Message ~ Octaber 15, 2007, 1:10 PM
Steve Johnso...tion Meering  Mail Message October 15, 2007, 1:07 PM
SHARED Holly Johnso...tion Meetin Mail Message Oct 15, 2007, 12:22 PM
PLACES Steve Johnso...tion Me Mail Message Oct 15, 2007, 12:19 PM
B Deskuop ) Steve Johnso...tion Mee Mail Message Oct 15, 2007, 11:59 AM
£ steve) ) washingtonp... - A Section  Safari history item October 12, 2007, 2:57 PM
<) Bookmarks Bar Safari history item October 12, 2007, 2:56 PM
" Documents -
P Applications £ Julie Kenney Address Book Person Data October 12, 2007, 1:07 PM
N £ Julie Address Book Person Data October 2, 2007, 10:00 PM
SEARCH FOR
(5 Today
(L) Yesterday
(D) Past Week
(3] All Images.
(& All Movies
(] All Documents
9items ”

Filtered results

06 (i Searching ‘fSteve)” =)
— —
oD QT

DEVICES search: | This Mac @S Shared | Contents @EELELD | save )(+

2 Macintosh HD Name Kind ~ lastOpened —v-

@ iDisk | Julie Kenney Address Book Person Data Octaber 12, 2007, 1.07 PM
2] Julie Address Book Person Data October 2, 2007, 10:00 PM

SHARED

PLACES

B Desktop

I Documents

7 Applications

SEARCH FOR

(5) Today

(L) Yesterday

(D) Past Week

(& All Images

(] All Movies

(] All Documents

2 items oz
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Change Spotlight Criteria in the

Spotlight Window O O O
Press Option+( =J+Space bar or _r e TR
click Show All on the Spotlight (<]~ -]

Q Julie

menu to open the Spot“ght Tmcrs Search: @UTLLETD| “Steve)” shared | (TIIILD File Name Save (=
. d -9_’““_““‘“‘“ e Spotlight items. %) Cinclude & - +
window. Ejcet Recipient Email addresses ) (contains ' %) mysite.com e +
SHARED Name Kind
The Spotight window opens, rocs e — g )
. . Desktop.
displaying the results of your & Steve
i Documents
search by category. o
. i SEARCH FOR
If a search is currently in progress, e
. o o (D) Yesterday
a sprocket icon whirls around in O Past Week
the upper-left corner of the v
WindOW. (] All Documents
2 items 2z
Click the Action button, and then
click Show Search Criteria.
The Spotlight items option appears Select a search attribute Q
in the first Search pop-up, ‘aribute & Description in Menu
2 g o o o PSS PostScri o
indicating Spotlight results in the RN A TR o
WindOW. Profile name Name of the color profile used for the image =]
Projects Projects this item is part of B
. Publishers Publisher of the document =]
Click the Add (+) button, and then Rating User Rating =]
& & A Raw query A raw query predicate to be included with the search O —
Spe(:lfy the Crltena yOU Want' Recipient Email addr... Recipient Email addresses v g$2ﬁ;b|e
Recipients Recipients of this item =]
Click the first Search pop-up of the Recording date Date the song was recarded =] m search
o o_ o Red eye Whether 'red eye' correction was on or off =] Criteria
Second Crltena |tem, and then Resolution height Resolution height of this image in DPI ] 4
Se|eCt or Type the search Cl’ite ria. Resolution width Resolution width of this image in DPI ] -
Select Other on the pop-up to (Cancer) (ok )
display a complete list of 7

searchable attributes.

Click the second Search pop-up of
the second criteria item, and then
select or type more specific
search criteria.

To remove search criteria, click
the Remove (-) button.

Click the Action button, and then
click Hide Search Criteria.

To clear or stop a search, click the
Close button (x) in the Search
field.

When you're done, click the Close
button.
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After you perform a search using the Spotlight window, you can use the

Grouplng and SOrtlng column header button in List or Cover Flow view to group and sort the

Spotllght Results results of your search to make it easier to find what you're looking for.
Clicking on one of the column header buttons (such as Name, Kind, or

Last Opened) in the search result window in either List or Cover Flow
view, sorts the files and folders by the type of information listed in the
column. If the columns are not organized in the order you want, you
can use the mouse to quickly drag a column header to rearrange them.

Group and Sort Spotlight Results

Press Option+(s s)+Space bar or
click Show All on the Spotlight

. enon [ searching “This Mac” =
menu to open the Spotlight —_ = T
window, and then perform or e Search: QUIAITTD “Stevey” Shared | (EZIEID File Na.ie )@
narrow a search. g r;?::mh i . ;':\T: :'Zﬂms ook Person Data ;J:uzz:n;dzoa7, 10:00 PM
+ Julie Kenney Address Book Person Data  Octaber 12, 2007, 1:07 PM
o 0 0 SHARED) Steve Johnso...tion Meeting  Mail Message Oct 15, 2007, 12:19 PM
The Sp0t|lght WlndOW dlsplays the PLACES Steve Johnso. .ton 1 Mail Musaga Oct 15, 2007, 11:59 AM
B Desktop Hally Johnso. _tio Mail Message Octaber 15, 2007, 1:10 PM
results of your search by Category. P Steve Johnso...tion Me Mail Message October 15, 2007, 1:07 PM
Ty Holly Johnso...ton Meeting  Mall Message Oct 15, 2007, 12:22 PM
. . . = Bookmarks Bar Safari history item October 12, 2007, 2:56 PM
Click the List View or Cover Flow 7 Awlications < washingtonp... - A Section  Safari history item October 12, 2007, 2:57 PM
. SEARCH FOR
button on the toolbar to display the © Today
. . (L) Yesterday
search results in list form. b
[ Al images
2 2 (i An Mcv?es
Click any of the following column o Pty
header names to sort the file and e ”
folder in ascending or descending
order:
Kind. List by kind of item,
including applications,
documents, or images. loXs) (] Searching “This Mac” =)
o Qjutie
Name. List in alphabetlcal order E?,J.izmsh Y search‘Name T “steve) share:mdl Contents Wi} Naro — Save ) (+
by element name. T S T L T
SHARED Holly Johnso...tion Meetin Mail Message Oct 15, 2007, 12:22 PM
. Steve Johnso...tion M Mail Message October 15, 2007, 1:07 PM
Last Opened. List by the date %A;:mp Hlo\lvjohnso . w‘ c Mail Messa:e Dc:ober 15,2007, 1:10 PM
. 4 steve) Steve Johnsa...tion Me Mail Message Oct 15, 2007, 11:59 AM
you last Opened It. ;Dmm““ Steve Johnso...tion Me Mail Message Oct 15, 2007, 12:19 PM
. . Julie Kenne Address Book Person Data  October 12, 2007, 1:07 PM
. B ./ Julie ! Address Book Person Da:a Dc:ober 2,2007, 10:00 PM
To reverse the column sort, click searcH ror
the column header name again. i
(L) Past Week
When you're done, click the Close R
bUl’tOl’I (] All Documents
9 items a
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H H After you perform a search using the Spotlight window, you can
Work_lng WIth Control-click an item to display a shortcut menu and get more informa-
Spotllght Results tion about an item in the Spotlight results. When you Control-click an

item, the shortcut menu allows you to open the item, get information
about the item from the Get Info dialog box, locate the item in the
Finder, display a slide show for graphic items, create an e-mail with
attachments using Mail, or create workflow actions using Automator.

Work with Spotlight Results
Press Option+( =J+Space bar or e

click Show All on the Spotlight .
menu to open the Spotlight 22 el L =
. P potig L] El= | [Guame seme ogo )
window, and then perform or DEVICES seardh: QIIALED “Stevel” Shared | (EIIIID File Name Save ) (+
narrow a Search. E ?:::me S — b washingtonp... - »TseEEEn'I ::t:m history item EL)T(;E::";; 2007, 2:57 PM @)
Steve Johnso...ar ng plan Mail Message October 15, 2007, 1:08 PM |
. . . S Holly Johnso...arketing pla Mail Message October 15, 2007, 1:10 PM
The Spotlight window displays the e - }
esktol ™ October 1, 2007, 2:52 PM
results of your search by category. e . Open With > October 1, 2007, 252 PM | |
i Documents. Open Enclosing Folder gz:z:: i‘ igg;‘ 7]:;; ’:: }
L o 7\ Applications . Move toTrash October 11, 2007, 2:42 PM ||
Option cllcll< the |tem(§) you want, S L o CTRRIRLD
and then click the option you want: O Today ¢ Quick Look "Home Sense Logo2 bmp" Oct 15, 2007, 12:54 PM
() Yesterday 4 Oct 15, 2007, 12:56 PM
' el | Oct 15, 2007, 12:57 PM
Open. Opens the selected g:::rm | Label i
item(s). . e
& ato @St More B % Home Sense LogaZ.bmp
— T — 7

Get Info. Opens the Get Info
dialog box with basic file infor-
mation for the selected item(s).

Open Enclosing Folder.
Displays the selected item(s) in
a Finder window.

Quick Look. View the contents
of a file or folder without
opening it.

Mail. Point to Open With to
open an e-mail message with
the selected item(s) as
attachments.

Create Workflow. Point to
More, and then point to
Automator to open the
Automator program with the
selected item(s) as a “Get
Specified Finder ltems” action.

When you're done, click the Close
button.
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H H You can change Spotlight preferences to customize the way you use
settlng Sp0tllght Spotlight. You can specify the categories, such as Applications,
Preferences Documents, Folders, and so on, you want or don't want to include in a

Spotlight search. In addition, you can change the order of the cate-
gories to prioritize the way the results appears. If you prefer different
shortcut keys to display the Spotlight menu or open the Spotlight win-
dow, you can change them. When Spotlight performs a search, it looks
every where on your computer (except for someone else’s Home
folder). If you want to keep certain disks, partitions, or folders private,
you can add them to your privacy settings in Spotlight preferences.
When you add an item to the privacy list, Spotlight removes them from
the Spotlight index.

Set Spotlight Search Results

Preferences e
Click the System Preferences icon — —
in the Dock, and then click the [l ) showai ] @ )

Spotlight icon.

at the top right corner of the screen.

{ (5, Spotlight helps you quickly findthings on your computer. Spotlight is located

TIMESAVER Click Spotlight S| EE
preferences at the bottom of the . ¥

3 , rag categories to change the order in which results appear.
Sth/Ight menu (after youve Only selected categories will appear in Spotlight search results e

1 M A Applications

2 E‘ B System Preferences
E‘ 7 Documents

E‘ [ Folders

™ & Mail Messages

M | Contacts

™ & Events & To Do ltems
™ (@ Images

started a search).
Click the Search Results tab.

Select the check boxes you want
to include in the search results or

© NG W B oW

clear the check boxes you don't 9 © [¥ PDF Documents
. . 10 @ € webpages

want to include in the search 11 A Music

results. 12 @ B Movies

13 ™ A Fonts
14 IE‘ T Presentations ]

To change the order to the search =t

results categories, drag the
E‘Spo(l\ght menu keypoard shortcut: 8 Space ']

categories to the location you
Want E‘Spo(l\gﬁt window keyboard shortcut: |8 Space ']

Click the Close button.

You can use Spotlight everywhere
(almost). The Spotlight Search field is
also available in the Finder, Mail,
System Preferences, and Open and
Save dialogs to name a few.
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Set Spotlight Privacy
Preferences

Click the System Preferences icon
in the Dock, and then click the
Spotlighticon.

Click the Privacy tab.

Drag the items (disks, partitions, or
folders) to the list of non-
searchable items from the
desktop, or click the Add (+)
button, navigate to the item, and
then click Choose.

To delete an item, click the item,
and then press Delete or click the
Remove (-) button.

Click the Close button.

Set Keyboard Shortcuts for
Spotlight

Click the System Preferences icon
in the Dock, and then click the
Spotlight icon.

Select the Spotlight menu
keyboard shortcut check box, click
the list arrow, and then select the
shortcut you want.

Select the Spotlight window
keyboard shortcut check box, click
the list arrow, and then select the
shortcut you want.

Click the Close button.

00 Spotlight

oo CE—

y a Spotlight helps you quickly find things on youf computer. Spotlight is located
at the top right corner of the screen.

! Search Results | Privacy

Prevent Spotlight from searching these locations:

Click the Add butten, or drag a folder or disk into the list below. e

(@l Public

# sfotlight menu keyboard shortcut: 3 Space 'i
¥ sfotlight window keyboard shortcut: | C$ Space -!

elle) Spotlight

Gl CE—

i;, Spotlight helps you quickly find things on your computer. Spotlight is located

at the top right corner of the screen.

Search Results | Privacy '

Drag categories to change the order in which results appear.

Only selected categories will appear in Spotlight search results.
1 # /A Applications

# [ System Preferences

# % Documents

™ [ Folders

# & Mail Messages

™ | Contacts

# i Events & To Do Items

¥ Gl Images

¥ [¥ PDF Documents

10 ™ @ Webpages

11 ¥ 3 Music

12 ™ B Movies

13 @ A Fonts

14 © T Presentations

® N W s W

©

™ Spotlight menu keyboard shortcut: # Space -

¥ Spotlight window keyboard shertcut: | 8 Space -

Chapter 3  Finding What You Want with Spotlight
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Searching for Files
Using the Find
Window

Search for Files Using the Find
Window

Open a Finder window, and then
display a drive or folder if you
want to narrow the search.

Click the File menu, and then click
Find.

TIMESAVER Press s)+F to
open the Find window.

You can also use the Search
field located in every Finder
window.

In the Search field, type the text in
which you want to search.

Click the button with the search
location you want:

Servers. Searches the server
disks connected to your
computer.

Computer. Searches all the
disks on your computer.

Home. Searches your Home
folder.

Volume “Hard Disk” or Folder
“Name.” Searches only the
currently opened volume or
folder.

Contents or File Name.
Searches criteria by file
contents or file name.

66
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Spotlight provides a quick and easy way to search for files, but if you
need to perform a more specific search, the Find window can help you
search for what you need. The Find window lets you specify where and
how you want to search—Servers, Computer (everywhere), Home, or
Shared, and Contents or File Name. You can also narrow your search
by selecting or typing a specific list of criteria—such as name, loca-
tion, size, kind, color label, extension, type, and by creation or last mod-
ification date—available in the Find window. For example, you can
search for all graphic files with the .jpg extension you created last
month that contain web. After you complete a search, a separate
results window opens. Unlike the Spotlight, you can change the criteria
and perform a new search, and then compare the results.

enn (] Searching “This Mac” =
L] ag
DEVICES J Search: @I "Macintosh HD” Shared | QELIIC) File Name Save ) (—
24 Macintosh HD Kind D is Ay 3 O F
@ ipisk Name Kind Last Opened v
EARED [ Bugs Folder Oct 14, 2007, §:55 PM
< Bug List Rich Text Format (RTF) Today, 9:51 AM
(e < Pest Control Rich Text Format (RTF) Today, 9:50 AM
I Deskeop + Termite_Bug.gif Document Feb 20, 2003, 7:15 PM
Y Steve) = Field Cricket_Bug.gif Document Feb 20, 2003, 4:58 PM
i Documents = Cockroach_Bug.gif Dacument Feb 20, 2003, 4:56 PM
A\ Applications + Barklouse_Bug.gif Document Feb 20, 2003, 4:54 PM
¢ Cuban Roach_Bug.jpg Document Feb 20, 2003, 3:37 PM
SEARCH FOR
(5) Today
(D) Yesterday
(E) Past Week
(@] All images
(& All Movies
[&] All Dacuments
items i
8ene (] Searching “This Mad”
[l ]
DEVICES Search: | ) “Macintosh HD” Shared | Contents {3
i Macintosh HD Kind 3
8 ipisk Name Kind Last Opened v
AR [ Bugs Folder Oct 14, 2007, 8:55 PM
= Bug List Rich Text Format (RTF) Today, 9:51 AM
e + Termite_Bug.gif Document Feb 20, 2003, 7:15 PM
I peskeop = Field Cricket_Bug.gif Document Feb 20, 2003, 4:58 PM
43 Steve) = Cockroach_Bug.gif Document Feb 20, 2003, 4:56 PM
"} Documents. % Barklouse_Bug.gif Document Feb 20, 2003, 4:54 PM
A Applications ¢ Cuban Roach_Bugjpg Document Feb 20, 2003, 3:37 PM
SEARCH FOR
(D) Today
(L) Yesterday
(L) Past Week
[&] All Images
[ All Movies

(] All Documents

7 items 4
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Click the first Search pop-up, and e
then select or type the search
criteria; options vary depending on a06 (il searching “This Mac® =
the criteria. (<[] B-ED Qbug
DEVICES search: @CEIET® “Macintosh HI)" Shared | Contents (EELEED (Save ) (-
Kind. Finds files that are or Aem b T e I — +._o
aren't a certain kind. B st AR
. § PLACES = Cockroach_Bug.gif Document Feb 20, 2003, 4:56 PM
Last Opened. Finds files that e S G Roach s Doaument Feb 20 2000, 137
you last opened. kLT
7\ Applications
Last Modified. Finds files e
according to the date modified. © Yesterday
(£ Past Week
o o - (& All Images.
Created. Finds files according 0l et
to the date created. R
. . . 5 items v
Keywords. Finds files according
to words and phrases.
Color Label. Finds files LT T =
dina to label col (<[] Qbug —0
accor mg 0 label color. DEVICES Search: @[LE® “Macintosh HD" Shared | Contents (ELELD Save ) (=
. q 3} Macintosh HD Kind ) is (Images 3 (Al i O @
Name. Finds all or part of a file @ ioisk — S G
name (capitalization doesn't o = Codooh ey gt Dacment Sreb 2% tor% J—o
matter); select another Optlon, I Deskeop ¥ Cuban Roach_Bug.jpg Document Feb 20, 2003, 3:37 PM
. . 4} Steve
such as Contains, Starts With, 5 oo
Ends With, or Is. (AR
SEARCH FOR
Contents. Finds words inside B
your file; handy if you don't e
remember the name. (5 A1 wovies
(32 All Documents
Size. Finds files based on size, — P

such as Equal to, Greater than,
or Less than.

Other. Finds files based on
other attributes.

Click the second Search pop-up,
and then select or type more
specific search criteria.

To add search criteria, click the
Add (+) button, and then specify
the criteria you want.

To remove search criteria, click
the Remove (-) button.

The search results appear in the
window.

To pause or stop a search in
progress, click the X button.
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searching for Hard to In addition to searching for typical information, such as name, location,

_ ) size, or kind, you can also search for file specific metadata, such as
Find Information visibility (visible files, not hidden one used by Mac 0S X), duration,

dimensions, pixel height and width, device make, and layers. There are
over 115 different metadata search attributes from which to choose. For
example, you can select search attributes to find visible files (not hid-
den ones used by Mac 0S X), the duration of music and movies, the
dimensions of graphics or PDF documents, the device used to acquire
a document, and the names of layers in Photoshop.

Search for Hard to Find
Informatlon Select a search attribute: Q
) ) . Awribure W4 Description imienumsstes]
In the Flnder, CIle the Flle menu, Exposure program Type of program used by the camera to set the exposur... [=]
. - Exposure time Time the lens was open during exposure =]
a nd then c | IC k Flnd FNumber Diameter of the aperture relative to the effective focal le... =]
FOND name FOND name a m
Family name Font Family name =]
TIMESAVER Press +F to File extension The file extension of the item ™
. 0 File extension hidden Whether the file extension is hidden =] —0
open the Find window. File invisible Whether the file is visible o
File label Number corresponding to the Finder label assigned to t... =
File readable Whether the file can be opened but not changed =]
You can also use the SearCh File writable Whether the file can be changed =]
field located in every Finder Filename Name of the file _ bos
. dOW Flash Whether the picture was taken using a flash O r |
win b
In the Search field, type the text in (Caneel ) (0K
. 4
which you want to search.
At the top of the window, click the ;
button with the search location
you want: Servers, Computer,
Home, Volume or Folder, and “E’E]’ = m'" = - =
. :: B ug
Contents or File Name. DEVICES seafch: [RLTIIEE "Macintosh HD” _Shared | QELItiic) File Namel ( Save )(=
i i 1 Macintosh HD File extension 2 is [gf | =)+
Click the first Search pop-up, and o T S ————
X o . Termite_Bug.gif Document Feb 20, 2003, 7:15 PM
then click Other. = Field Cricket_Bug.qif Document Feb 20, 2003, 4:58 PM
%ACES =~ Cockroach_Bug.gif Document Feb 20, 2003, 4:56 PM
Desktop + Barklouse_Bug.gif Document Feb 20, 2003, 4:54 PM
3 43 Steve)
Select the search attribute you 3 mvcameres
want to find. £ ovlauns
SEARCH FOR
. (O Toda
Click OK. Sy
() Past Week
(& All Images.
(G All Movies
[&] Al Decuments.
4 items 4
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Working with Find
Window Results

Work with Find Window Results

After you perform a search with the
Find window, you can use the following
options to work with the results:

Find the location of a file. Click a
file to display the location in the
Path bar at bottom of the window.

Open the location of a file. Click
the File menu, and then click Open
Enclosed Folder.

Open a file. Double-click the file
icon.

Move or delete a file. Drag the file
to a new location or the Trash.

Rename a file. Click its name,
select the text, and then type a
new name.

Copy a file. Use the Copy and
Paste commands on the Edit
menu.

Get file information. Click the File

menu, and then click Get Info. Add
criteria to Spotlight Comments for

use in Spotlight searches.

Sort the result by category. Click
the column header.

Start a new search. Change the
text in the Search field, or click the
Close (x) button in the Search field
and type a new search.

Close the search. Click the Close
button or press [z =+ W.

—p—

After you perform a search with the Find window, you can perform a
variety of file management operations directly with the Find window
results, which are similar to the ones you can perform in the Finder. For
example, you can get file information, and move, copy, rename, or
delete a file directly in the search results window. In addition, you can
display the location of a file in the search results window, and then

open its folder location or open the file.

Double-click to open

eno (] Searching “This Mac” ="
o) Cbug )

DEVICES seardh: @LDILED “Macintosh HD" Shared | @EIIE0ED Fild Name Save ) (=)

;i e B Lt File dxtension is | gif = ®

@ ibisk Name Kind  LastOpened v

SHARED Termite_Bug.gif Document Feb 20, 2003, 7:15 PM

= Field Cricket_Bug.gif Document Feb 20, 2003, 4:58 PM

Senii = Cockroach_Bug.gif Document Feb 20, 2003, 4:56 PM

3 Deskiop ' Barklouse_Bug.gif Document Feb 20, 2003, 4:54 PM

£} steve)

"I Documents

7 Applications

SEARCH FOR

(5) Today

(D) Yesterday

(L) Past Week

(&2 All Images

(] All Movies

(& All Documents

£} Steve) » (i3] Documents » (1] Home Sense » (1] Pest Cantrol » [¥] Termite_Bug.gif

1 0f 4 selected

™ M O [¥ Termite_Bug.gif Info

.= Termite_Bug.gif 8 KB
ar | Modified: Feb 20, 2003 7:15 PM

¥ Spotlight Comments:

Subterranean termite, Barrier Treatment

Getinfo

spotlight comments
b General:

P More Info:

P Name & Extension:

¥ Open with:

[ & Preview idefault) =]

Use this application to open all documents
like this.

Change All_..

¥ Preview:

P Sharing & Permissions: Y.

Chapter 3
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Creatlng and USIng A Smart folder is a gelf-updatlng foldert.hat performs a.search based
on the search criteria you set and save in the Search dialog box. You
Smart Folders can create a Smart folder by specifying a search in the Search dialog

box and then saving it as a saved search. For example, if you set up a

search for Last Opened and This week, and saved it as a Smart folder.
When you double-clicked the Smart folder, it opens displaying the files
you're currently working on.

Create and Use a Smart Folder o
Click the File menu, and then click
NEW sman FOIder- ano (] New Smart Folder =)
. (<[>] Qfower | )
Use the Add (+) button to SpBCIfy DEVICES search: @IIGLED “steve)” shared | (EIIII0H File Name Save ) (—
the search criteria you want to i (DL D[me — +'—e
save as a Smart folder. e B ed Rose Jog Document ~ October 9, 2003, 1140 PM
K& Pink Rose.jpg Document Octeber 9, 2003, 1:40 PM
PLACES KD Yellow Rose.jpg Document October 9, 2003, 1:39 PM
. esktof
Click the Save button. o
i Documents
Type a name for the Smart folder. e
SEARCH FOR
(5 Today
Specify the location where you ey
want to save the Smart folder. il nzaes
(& All Movies

(] All Decuments

The default location is the Saved
Searches folder.

3items 4

Select or clear the Add To Sidebar
check box (New!) to either add or
not add the Smart folder to the

Specify a name anfl location for your Smart Folder

sidebar.
Save As: | All Roses — E]
Click Save. Where: | (] Saved Searches ) e
To use a Smart folder, click the # Add To Sidebar
Smart folder icon on the Sidebar,
or navigate to the Saved Searches ("Cancel ) (_save )
folder, and then double-click it.
The Saved Searches folder is
located in the Library folder,
which is located in the Home Sl S =
folder. [[>] a
DEVICES Name Kind tastOpened-— |
= Macintash HD B Red Rose.jpg Document October 9, 2003, 1:40 PM
@ iDisk I3 Pink Rose.ipg Document October 9, 2003, 1:40 PM
= E3 Yellow Rose.jpg Document October 9, 2003, 1:39 PM
SHARED
PLACES
You can open a recent item. Click the SEARCH FOR
. (L) Today
Apple menu, point to Recent Items, St
and then click the recently used docu- S
(3] All Movies
ment you want to open. .
Smart
folder
3 items A
70
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Edit a Smart Folder

Navigate to the Smart folder you
want to edit; double-click

the folder in the Smart folder to
open it.

The Smart folder is located in
the Saved Searches folder in
the Library folder, which is
located in the Home folder.

You can also use the Sidebar to
select a Smart folder.

Click the Actions menu, and then
click Show Search Criteria.

Change the search criteria you
want to modify.

Click Save.

Click the Actions menu, and then
click Hide Search Criteria.

You can save a copy of a Smart folder.
If you have a Smart folder similar to
the one you want to create, you can go
to the Smart folder and then make a
copy of the Smart folder you want.
After you make a copy, open it and
make the changes you want, and then
click Save.

You can delete a Smart folder. Open
the Smart folder, and then drag the
Smart folder you want to delete to the
Trashicon.

Where's the Smart folder? The Smart
folder is located in the Saved
Searches folder in the Library folder,
which is located in the Home folder.

—p—

8ne ["Saved Searches =
-

(e 2

DEVICES

= Macintosh HD > ollo

@ iDisk kS k3

SHARED Two Weeks Al Roses

PLACES

SEARCH FOR

(D) Today

(5 Yesterday

(L) Past Week

(] All Images.

(& Al Movies

(& All Documents

(] All Roses

2 items, 60.61 GB available

a6 (E] Al Rdses =
I = | o)
(<[] [%-] a
DEVICES | Search: This Mac (@LEES® Shared | Contents {FELELTD Save ) (—
S macintoshHD | (Name 3) (matches &) [rose =
@ iDisk I =
| (tems marching text  ¢) ‘flower =
i | Ckind ) is (Images 5 (Al -
PLACES I' T Name Kind Last Opened v
e | #R Red Rose.jpg Document October 9, 2003, 1:40 PM
> i | EBI Pink Rose.ipg Document October 9, 2003, 1:40 PM
= | &2 vellowRose.jpg Document October 9, 2003, 1:39 PM
(L) Yesterday |
(L) Past Week |
(& All Images |
(& All Movies |

[&] Al Documents

3 items, 60.61 GB available

Chapter 3  Finding What You Want with S
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H The Sidebar appears in every Finder window. At the bottom of the
!JSI“g smart FOIderS Sidebar, the Search For section (New!) displays icons for Smart fold-
in the S|debar ers, which is a self-updating folder that performs a search based on the

search criteria. The default Smart folder icons include Today,
Yesterday, Past Week, All Images, All Movies, and All Documents. You
can add your own Smart folders to the Sidebar or modify the ones
already on the Sidebar.

Use Smart Folders in the

- ano (] All Movies =
Sidebar oD =[] a
DEVICES
Open a Finder window. s 0 m . Al | ]
8 isk ¥ | MFEG 4 MPEG 4
Under the Search For heading in e P M o MY v R A ¥
the Sidebar, click one of the G weoes e
following options: O veomr ik
(£) Past Week
Today. oo
(& Al Documents oot
(] All Roses
Yesterday.
Past Week. R
7 items, 60.61 GB available Py
All Images.
All Movies.

All Document.

12
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Change the Search Criteria for a

Smart Folder in the Sidebar
Open a Finder window.

Under the Search For heading in
the Sidebar, click the Smart folder
icon you want to view.

Click the Actions menu, and then
click Show Search Criteria.

Specify the search criteria you
want to save for the Smart folder.

Click the Save button.

Click the Actions menu, and then
click Hide Search Criteria.

You can add a Smart folder or other
folder to the Sidebar. Select the folder
in a Finder window or desktop, click
the File menu, and then click Add T o
Sidebar.

See Also

See “Creating and Using Smart
Folders” on page ?? for information on
adding a Smart folder to the Sidebar

—p—

8006 [ All Mvies =
as COEE
(e [#-] a
DEVICES Search: This Mac (ISP Shared | (EILEIGD File Name Save | (=
. Macintosh HD Kind ) is ( Movies i =&
@ ipisk
i M . AN ﬂ ﬂ
¥ 'l i CL
PLACES K B MPEG 4 MPEG 4
EESREE U Should CNET CNET CNET 07 The Hotel
(L) Teday Wi-__mp4 Liv...4v Liv...4v Liv...4v G.v Che...4v
(D) Yesterday 09:40 39:13 30:54 34:31
(L) Past Week
(] All Images.
7 All Movies
(3] Al Documents
Think-
All Roses
= Diff._.ov
01:01
——
7 items, 60.61 GB available L
ane6 [ All Moies =
as |
(<[] (%] a
DEVICES Save (=

=) Macintosh HD

@ iDisk

Search: This Mac (UIIIIED Shared | {EIIZISH File Name
Kind $) is [ Movies +

File extension $)is ‘mov

10

SHARED
PLACES
SEARCH FOR
() Today

(L) Yesterday
(L) Past Week
(3] All Images.

7 All Movies

(& All Documents
(3] All Roses.

Think-
Diff_ov
01:01

o

litem, 60.61 GB available
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H H When you have a question about how to do something in Mac 0S X,
Gettlng HEIp Whlle you can usually find the answer with several clicks of your mouse. Mac
You Work 0S X Help is a resource of information to help you use Mac 0S X

Leopard. The Mac 0S X Help is like an online book with a table of con-
tents, complete with a search feature, and additional links to the
Internet to make finding information a little bit easier. You can access
help from the Help menu in the Finder as well as many other Mac 0S X
applications, such as Safari and iChat; you can even switch between
the different help libraries using the Home button. If you see the Help
button (question mark) in a window or dialog, you can click it to get
feature related help. If you have an Internet connection, Help retrieves
online updates to Mac 0S X Help content as necessary. For additional
help and support information, visit the Apple Computer Web site at
www.apple.com.

Browse for Help Information

In the Finder, or any other
application, click the Help menu,

and then click Mac Help or Help Aﬂ’: & % e

<application name>. — e

To select another Help, click and K Mac Help _

hold the Home button, and then _

click a help library. Check out great new features. e remme

Click a link in the Help window ks, e s and ot o
until you find the topic with the such as printers.

information you're looking for.

If you're new to Mac OS X and want to

explore, this is a good place to start. .
www.apple.com

Use the Help toolbar to
navigation help topics: —

Click the Home button to return
to the first page of the help.

Click the Back and Forward

[aXs) Mac Help

button to view previously Ll e ascaqueston )
viewed topics. Home index
Click the Index link to display ‘. Previewing files with Quick Look
an index ||ke the back Of th|s Using the Quick Look feature, you can quickly view the contents of a file or
b k Cl k | tt t folder without opening it or starting an application.
00K. Llick a letter to narrow
the list, and then click the topic To preview an item with Quick Look:
you want to display. Click the 3 Select the item.
Home I|nk tO dISp|ay the fll’St ) Choose File > Quick Look, or press Command-Y.
page Of the help The content you see depends on the type of item. If it's an image,

you'll see a thumbnail version of it. If it's a text document, you can
read the text and scroll to see more.

CIICk the CIose bUﬁOﬂ to qUIt &) If you like, continue previewing items by clicking their icons in the

H elp Finder. The Quick Look window displays each item as you click it.

You can use Quick Look to create an instant slide show by selecting several
images and choosing File > Quick Look.

14
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Search for Help Information

In the Finder, or any other
application, click the Help menu,
and then click Mac Help or Help
<application name>.

Click the magnifying glass in the
Search field, and then click
Search Mac Help or Search All
Help.

Click in the Search field.

TIMESAVER Press the Tab key
to quickly go to the Search field.

Type the words you want to find
in the help topics, and then press
Return.

A list of matches appears with a
Relevance column ranking the
results by percentage.

Double-click the topic you want
to read in the search results list.

Use the navigation buttons (Back
and Forward) on the Help toolbar
to move between help topics.

Click the Close button to quit
Help.

You can start a new search in a new
window. Click the File menu, click
New, and then perform a new search.

You can print a help topic. Display the
help topic in the Help window, click
the Action button on the Help toolbar,
click Print, and then click Print again.

You can change the size of Help text.
Click the Action button on the Help
toolbar, click Make Text Smaller or
Make Text Bigger.

anA Mac Help

1

Home ¥ Search Mac Help
Search All Help

‘; Previewing files with Quick ¥ Include Product Support Searches

Using the Quick Look feature, you can quickly view the contents of a file or

folder without opening it or starting an application.

To preview an item with Quick Look:
D select the item.

[ Choose File > Quick Look, or press Command-Y.

The content you see depends on the type of item. If it's an image,
you'll see a thumbnail version of it. If it's a text document, you can

read the text and scroll to see more.

E) if you like, continue previewing items by clicking their icons in the
Finder. The Quick Look window displays each item as you click it.

You can use Quick Look to create an instant slide show by selecting several

images and choosing File > Quick Look.

Search Results: sidebar

(<[> o J(e-]

Q- sidebar

Title

Rank

¥ Help Topics
X About the sidebar

1! Organizing the sidebar

1! Opening and viewing folders

1! About the Downloads folder

1I Creating and using aliases

1I Viewing connected disks and servers
1l Finding the Favorites folder

.. About the Favorites folder

. Making items easier to find

1 Navigating your computer

1. Setting up iDisk synchronization

. Using Back To My Mac

.. Connecting to Windows computers and servers fro..

Found: 25 help topies, 3 support articles

Chapter 3
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H H In addition to using Spotlight to find files and other information on your
Gett"?g Help U8|ng computer, you can also use Spotlight to quickly find help information.
Spotllght When you click the Help menu, the Spotlight Search field (New!)

appears at the top, where you can type the help information you want
to find and display. You can access help from the Help menu in the
Finder as well as many other Mac OS X applications, such as Safari
and iChat. When you select a help topic from the Help menu, the Help
window appears displaying the topic. If you want to display all the
related help topics, click Show All Results. A complete search results
appears, where you can double-click a topic to display it. If available,
menu items appear on the Help menu, where you can select it to dis-
play an blue arrow pointing to the location of the menu (New!).

Get Help Using Spotlight

Display menu item

Click the Help menu.

In the Spothght Search fleld, start o Fnrmz vindow JC3 — & O 4 & )| Thu1045AM Steve johnson Q.
to type what you want to find. To preferences . - B

. e Services If characters aren’t displayed cor. Macintosh HD
D] TS [T S [ RCE 8o ;
quotes around it. For example, HaEose e © o

“Spotllg ht” QU TEREEG 630 & show Al Resuits

As you type, a menu begins to
display a list of everything
Spotlight can find in Help to match
what you've typed so far. As you
continue to type, the list changes.

On the Help menu, select one of
the following options:

Display a Help Topic. Click the
Help topic item or use the
arrow keys to scroll down the
list, and then press Return to

open the Help window. ne TTITIITE I
: : - Q. preferences

Show All Results. Click Show Title — Rank -
All Results to display the _ Help Topics

. % Adding page numbers to printed documents
search results for help topics, / Creating a document P
and then double-click the topic 7 Identifying your documents using properties [
you want to Open th e H elp 7 If characters aren't displayed correctly L

. 7 1f you can't view the code in an HTML file I
window. 7 Opening an HTML document [

] ) 7 Saving your documents [ Show all
Display a Menu Item. Point to / Setting preferences for new documents R results
the Menu item name to display 7 Saving HTML files [T

bl inting to th 7 Saving documents automatically [

a blue arrow pointing to the e R T G [
location of the menu item. 7 Using smart quotes o
7 Preserving proper spacing around copied text L
CI|Ck the close button to qu|t 7 Turning Internet addresses into links automatically [N :
Help' Found: 16 help topics, 25 support articles
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