
OS X troubleshooting (MAC) 

To zoom in/out on a Mac: 

- to zoom in: COMMAND + OPTION + = 
- to zoom out: COMMAND + OPTION + - 
- to turn zooming off: COMMAND + OPTION + 8 
 
 

To access the text-to-speech software on a MAC: 
    
    1. select the text you would like to have read 
    2. right-click on it and select “Speech” in the menu list 
    3. click “Start Speaking" 
 

 
 
    4. to adjust the speaking speed and select a different voice in the MacOS: 
        - click on the Apple logo, then System Preferences > Dictation & Speech (or Speech, 
depending on the OS version) > Text to Speech 
        - you can preview your selection by clicking "Play" 
        - make sure to check the option “Speak selected text when key is pressed” (default is 
OPTION + ESC), so you can have text-to-speech active in other apps, such as MS Word, when 
you pressed the text-to-speech command keys 
 



 
 
 

 
Set up Back to my Mac 

Follow these steps for each computer whose screen you want to share. 

1. Choose Apple menu > System Preferences, then click Sharing. 
2. Select Screen Sharing or Remote Management. 
3. Next to “Allow access for,” select “All users” or “Only these users.” If you permit only 

listed users to have access to the screen, click the Add button  and the Remove button 

 to edit the list. 
4. Choose View > iCloud to open iCloud preferences. 
5. If you aren’t already signed in to iCloud, enter the Apple ID you use with iCloud, then 

click Sign In. 
6. In the list of iCloud features that appears on the right after you’re signed in, select Back 

to My Mac. 

To stop sharing your screen using Back to My Mac, open iCloud preferences, then deselect Back 
to My Mac. 

 

macOS Sierra: Share your screen using Back to My Mac 

If you have an iCloud account, and you have several computers connected to the Internet, you 
can share the screen of one computer with other computers. For example, if you have a Mac at 
home that’s connected to the Internet, you can share its screen with a Mac you use at work. You 
can control that Mac, move files and folders, open or close apps, and even restart it. 

Connect to your remote Mac 



1. To see your remote computers in the Finder sidebar, choose Finder > Preferences, click 
Sidebar, then select Back To My Mac in the Shared section. 

2. Open a Finder window. If no shared computers appear in the Shared section of the 
sidebar, put the pointer on the word Shared and click Show. 

3. Click the remote Mac, then click Share Screen. 

If you don’t see the Mac you want, click All to see all the available computers, select the 
one whose screen you want to share, then click Share Screen. All computers that are 
signed in to iCloud using the same Apple ID as your computer and use Back to My Mac 
are shown at the top of the list. 

Back to My Mac requires a router that supports NAT Port Mapping Protocol (NAT-PMP) or 
Universal Plug and Play (UPnP) to share services. Check the documentation that came with your 
router to make sure it supports NAT-PMP or UPnP. 

Exporting/importing bookmarks into Safari 

1. Start Safari  
2. On the menu bar, click on the File menu and choose 

Export/Import Bookmarks.... 
 
 

 

3. Find the file you saved from another browser and click Import. 
 

 

Click on the Bookmarks menu to ensure all of your bookmarks have been successfully imported.  

 
 



Export Firefox bookmarks to an HTML file to back up or transfer 
bookmarks 

1. Select Bookmarks from the menu bar, and then Show All Bookmarks. Alternatively, 
click the , then click Bookmarks. Scroll to the bottom and click Show all Bookmarks. 
Or,  

2. From the toolbar on the Library window, click Import and Backup and choose Export 
Bookmarks to HTML.... 

3. In the Export Bookmarks File window that opens, choose a location to save the file, 
which is named bookmarks.html by default. The desktop is usually a good spot, but any 
place that is easy to remember will work. 

4. Click the Save button. The Export Bookmarks File window will close. 
5. Close the Library window. 

Your bookmarks are now successfully exported from Firefox. The bookmarks HTML file you 
saved is now ready to be imported into another web browser.  

 

Mac OS X Maintenance Checklist 

Maintenance is vital if you want to keep Mac OS X Lion in tip-top condition for as long as 
possible. Maintaining your MacBook keeps it running fast and smooth. Basic housekeeping 
includes regular back-ups plus some other, less familiar, tasks. Check this table often, or print it 
and keep a copy near your laptop! 

Mac Maintenance Task Schedule 
Check for updates with Software Update Once a day (automatic setting) 
Back up with Time Machine Automatic 
Defragment (Micromat TechTool Pro/Prosoft 
Engineering Drive 
Genius 3) 

Once a week 

Repair Disk Permissions (Disk Utility) Once a week 
Delete Unnecessary User Accounts (System 
Preferences) As necessary 

Scan for viruses (Intego VirusBarrier X6, ClamXav 2) Automatic 
Check all volumes (Disk Utility/ Micromat TechTool 
Pro) Once a week 

Check for the latest drivers for your hardware Once a month (or after installing new 
hardware) 

Delete temporary Internet cache files (Prosoft 
Engineering 
Drive Genius 3) 
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Mac OS X Finder Keyboard Shortcuts 
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Use Finder keyboard shortcuts to display windows, copy and move files, and launch 
applications. These keyboard shortcuts help you get things done more efficiently. 

Key Function 

Command+A 

Selects all items in the active window (icon 
view), all items 
in the column (column view), or all items in 
the list (cover flow 
view) 

Command+C Copies selected items 
Command+D Duplicates the selected item(s) 
Command+E Ejects the selected volume 
Command+F Displays the Find dialog 
Command+H Hides All Finder windows 
Command+I Shows info for selected item or items 

Command+J Shows the view options for the active 
window 

Command+K Displays the Connect to Server dialog 
Command+L Creates an alias for the selected item 
Command+M Minimizes the active window 
Command+N Opens a new Finder window 
Command+O Opens (or launches) the selected item 
Command+R Shows the original for selected alias 
Command+T Adds the selected item to the Sidebar 
Command+V Pastes items from the Clipboard 
Command+W Closes the active window 
Command+X Cuts the selected items 
Command+Z Undoes the last action (if possible) 
Command+, Displays Finder Preferences 
Command+1 Shows the active window in icon mode 
Command+2 Shows the active window in list mode 
Command+3 Shows the active window in column mode 

Command+4 Shows the active window in cover flow 
mode 

Command+[ Moves back to the previous Finder location 
Command+] Moves forward to the next Finder location 
Command+Del Moves selected items to the Trash 
Command+up-arrow Show enclosing folder 



Command+` Cycles through windows 
Command+? Displays the Mac OS X Help Viewer 
Command+Shift+A Takes you to your Applications folder 

Command+Shift+C Takes you to the top-level Computer 
location 

Command+Shift+G Takes you to a folder that you specify 
Command+Shift+H Takes you to your Home folder 
Command+Shift+I Connects you to your iDisk 
Command+Shift+Q Logs you out 

Command+Shift+N Creates a new untitled folder in the active 
window 

Command+Shift+U Takes you to your Utilities folder 
Command+Shift+Del Deletes the contents of the Trash 

Command+Option+H Hides all windows except the Finder’s 
window(s) 

Command+Option+N Creates a new Smart Folder 
Command+Option+T Hides the Finder window toolbar 
Command+Option+Space Opens the Spotlight window 
Command+Space Opens the Spotlight menu 
F8 Choose another desktop using Spaces 
Control+up-arrow (or F3, depending on your 
keyboard model) Displays the Mission Control screen 

Control+down-arrow (or Control+F3, depending 
on your keyboard 
model) 

Shows all open windows for the current 
application using 
Mission Control 

F11 (or Command+F3, depending on your 
keyboard model) 

Hides all windows to display the Desktop 
using Mission 
Control 

F12 (or F4, depending on your keyboard model) Displays your Dashboard widgets 
Space Quick Look 
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