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Finder Menu - The Mac Filing Cabinet
Organizing your Files and Folders on your Mac
Tags

Stacks

Video in Slide 11 - Essential Folder Structure

Video in Slide 36 - Tips for Using Desktop Stacks on Your Mac



Is This
Your Desktop??

Of Course Not!
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IS This

Your
Desktop??

Of Course it is!




Making a new folder on your Mac

l JIC0 Edit View Go Window

New Finder Window 3$ N

Go to Finder > File > New Folder o e

It will say Untitled =
Just Rename it ntitled folde



Likely most documents are in your Documents folder I

Local Desktop
ICloud Documents

Things just need to be sorted and, deleted, reorganized and labeled.
This is true whether it is your walk-in closet or your computer.

You could organize seasonal clothes in a container. You probably
should organize your documents too.

Use folders and nested subfolders to get on the right track.
Use categories that are helpful for you.

You can also use Tags to organize. We show that later.



Consider changing views to see the hierarchy:
lcon List Column Gallery

Try to be consistent where you store your files
and how you name them.

Come up with a consistent naming scheme.

A
v
Name Date Modified

Today at 1:09 PM
~ 5 iCloud Drive
=) Desktop Waste and Recycling Today at 1:08 PM

5 Documents Electric Company Today at 1:08 PM

Gas Company Today at 1:08 PM

. .1 h o
ICloud Drive > Documents »



Finder File Edit View Go Window Help

About Finder the smiling face

S the home base for your Mac.

A Rl YOu use It to organize and access almost anything
e 1o open a Finder window, click the Finder icon in the Dock

Hide Finder 3% H - . :
e Othere 5 1 Or click on Finder in the menu bar

Show All

. ‘
I/ .. a \' 3
&

T Catalina




Edit View Go Window

eoeo Applications

Back/Forward

Favorites

® ArrDrop ¥ Intego

© Recents =0 Utilities
2. Applications App Store.app

=] Desktop < Automator.app
.. Books.app

8 Calculator.app
%7 Calendar.app
£ Background Setting for Zo... (¢ Carbon Copy Cloner.app

=1 Tom's Screen Shots &2 Chess.app

- -
F TVAUG Folder Stuff CleanMyMac X.app

Finder Side Bar @ Contacts.app
{a} thomaspbonannosr Dictionary.app

= Monthly Budget Data
() Downloads

aa Pictures '
™ Macintosh HD > [ Applications

-t



< Macintosh HD

Back/Forward

Al (@

—ny P . vy

Applications Library

A Window with a View

When opening a Finder Window
b View i i
In View you show as icons-

as lcons

e Command -1 as Icons
Command -2 as List
Command -3 as Column
Command -4 as Gallery

10

v as Columns
as Gallery
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macOS Big Sur Essential Training

i= Contents Understand essential folder structure, including the Home folder

S— - : : r- ., S5 m—
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Manage Your Storage
' (Overview | Dispiays| [SEEERY|Support | Sevice:

About This Mac —

System Preferences...
App Store...

| Other
Macintosh HD 109.18 GB
; . . 260.11 GB available of 50t

Cmmme 1 B
500 GB

Recent [tems

Flash Storage

Force Quit Keynote

— Other:
Restart...

Shut Down...

Lock Screen
Log Out Tom

12



) Recommendations

A Applications 2.34 GB

Books 519.1 MB

|5 Documents 6.63 GB

‘> iICloud Drive 5.12 GB

] iOS Files 27.07 GB
>< Mail 7.09 GB
() Messages 598.4 MB
J. Music 60.25 GB

)AL Music Crea... 1.43 GB

8 Photos 7.9 GB
@) Podcasts  132.5 MB
[l Trash 80.6 MB
L1 System 15.05 GB

Other 122.74 GB

Macintosh HD - 242.96 GB available of 500.07 GB

Store in iCloud

Store all files, photos, and messages in iCloud and save space by keeping
only recent files and optimized photos on this Mac when storage space is
needed.

( Store in iCloud... J

Optimize Storage

Save space by automatically removing Apple TV movies and TV shows that ® Completed
you've already watched and by keeping only recent email attachments on
this Mac when storage space is needed.
AR Empty Trash Automatically
Save space by automatically erasing items that have been in the Trash for @ Completed

more than 30 days.

Reduce Clutter

Sort through documents and other content stored on this Mac and delete
what is no longer needed.

(

Review Files J




Recommendations

Applications 2.34 GB

Books 519.1 MB

Documents 6.63 GB

iICloud Drive 5.12 GB
iOS Files 27.07 GB

Mail 7.09 GB

Messages 598.4 MB
Music 60.28 GB
Music Crea... 1.43 GB
Photos 7.9 GB

Podcasts 132.5 MB

5
O
0
54
O
e
¥
@
W

Trash 80.6 MB

System 15.05 GB

Other 123.36 GB

Macintosh HD - 242.31 GB available of 500.07 GB

iIOS Files - 27.07 GB
Permanently erase device backups and software updates to free storage space.

Name |Last Accessed | Size v |

B Tom'siPad
IPad - Aug 10, 2020 at 5:33 PM

8/10/20, 540 PM 15.46 GB
8/10/20, 5:33 PM 8.39 GB

's iPhone 9/11/20,12:32 PM  3.22 GB

Delete... ]




Delete Large Files

C N N HD - 296.06 GB available of 500.07 GB
() Recommendations
Documents - 37.86 GB ants - 37.86 GB
Sort through documents and permanently erase files you no longer need. ’
2\ Applicatio... 29.48 GB ugh documents and permanently erase files you no |
] Books 207.4 MB Unsupported Apps  Containers  File Browser
[5 Documents 37.86 GB Name |Kind |Last Accessed | Size Vv | | ,- Downloads Unsu DpOTted :
S iCloud Drive 5.71 GB ®|. stacks.macmost.screenflow ScreenFlow Doc... 2/25/21,11:40 AM  599.2.. 4 N
. B) backup_2021-02-23-2100_The_Villages_Apple_User_Group... ZIP archive 2/23/21, 9119 PM 4419 MB P
>< Mail 1.62 GB
B backup_2021-02-24-2100_The_Villages_Apple_User_Group... ZIP archive 2/24/21, 9119 PM 4419 MB
(0 Messages  79.9 MB B backup_2021-02-25-2100_The_Villages_Apple_User_Group...  ZIP archive 2/25/21, 9:20 PM  441.9 MB
J7 Music 751.7 MB B backup_2021-02-24-2100_The_Villages_Apple_User_Group...  ZIP archive 2/24/21, 91177 PM 4221 MB
) n backup_2021-02-23-2100_The_Villages_Apple_User_Group... ZIP archive 2/23/21, 9:13 PM 420.8... |
A5 Music Cre... 389.6 MB g s | - o :
ackup_2021-02-25-2100_The_Villages_Apple_User_Group... ZIP archive 2/25/21, 9:19 PM 420.8... [
$ Photos AT = Are you sure you want to delete :
: backup_2021-02-23-2329_The_Villages_Apple_User_Group... ZIP archive 2/24/21, 1:18 AM 419.1 MB . i
= Sl e < fei the 9 selected items?
@) Podcasts 30.8 MB B backup_2021-02-23-2329_The_Villages_Apple_User_Group... ZIP archive 2/24/21, 5:06 AM 414 MB
B backup_2021-02-23-2329_The_Villages_Apple_User_Group... ZIP archive 2/24/21, 4:32 AM  407.6 MB f9 'temsg"‘gg t();eBdileted MY sdlatelyz
reeing 3. of storagg/ You can't
Other Users  1.45GB kd OregonCoast& Beach2013.m4v Apple MPEG-4... 4/14/15, 10:23 AM 289. 2. 9 ndathi -
System 15.05 GB M8 Hawaii Vacation-HD (720p).m4v Apple MPEG-4... 9/9/15, 9:22 AM 2.8 MB a
L
Other 111.01 GB 5 brucem > 5 Dropbox > T Apps » [# UpdraftPlus.Com i { Cancel J De|ete -
C

[ Show in Finder ] [ Delete... )

A good example

of showing Finder path



() Recommendations

2 Applicatio... 29.48 GB

T] Books 159.8 MB

(Y Documents 33.84 GB

‘5 iICloud Drive 5.71GB

Mail 1.62 GB

() Messages  79.9 MB
JJ Music 751.7 MB
M4 Music Cre... 389.6 MB
& Photos 201.8 MB

@) Podcasts 30.8 MB

Other Users 1.45 GB

Leave these
3 alone

System 15.05 GB

Other 113.36 GB

Applications - 29.48 GB

HD - 297.77 GB available of 500.07 GB

Remove apps you can download again from the App Store to free storage space.

Name IKind |Last Accessed
B Adobe Photoshop 2021.app Intel 1/16/21, 9:25 AM
@3 Adobe Lightroom Classic.app Intel 10/21/20, 8:15 AM
¥ iMovie.app Universal 12/14/20, 2:04 PM
fL Affinity Photo.app Universal 2/25/21, 9:48 PM
A\ Affinity Publisher.app Universal 2/25/21, 9:49 PM
ﬁ Sid Meier's Railroads!.app Intel 12/24/19, 3:57 PM
B Adobe Bridge 2021.app Intel 10/21/20, 12:42...
B Adobe Lightroom.app Intel 10/21/20, 12:42...
Adobe Acrobat.app Intel 2/23/21, 8:38 PM
a GarageBand.app Universal 12/12/20, 8:40 AM
Adobe Acrobat Reader DC.app Intel 9/24/20, 6:54 PM
€ Google Chrome.app Intel 2/25/21, 9:17 PM
Adobe XD.app Intel 11/12/20, 8:32 AM
€ Dropbox.app Intel 2/25/21, 9:17 PM
74) Word Laces.app Intel 2/12/21, 11:08 AM

\ Show in Finder |




Favorites

@) AirDrop

@) Recents

4. Applications

= Desktop

= Monthly Budget Data
(L) Downloads

=1 Background Setting for Zo...

3 Tom's Screen Shots

= TVAUG Folder Stuff

{a} thomaspl

s Pictures

Applications

Back/Forward

Name

© WeatherBug.app
App Store.app
s Automator.app
.. Books.app

8 Calculator.app
“7 Calendar.app
& Chess.app

@ Contacts.app
Dictionary.app
.. FaceTime.app
© Find My.app
@ Font Book.app

™ Macintosh HD > [ Applications

as lcons at 1
as List 3k 2
as Columns 3t 3

as Gallery 3k 4

v

Use Stacks ~30
Group Stacks By >
Clean Up

Clean Up By >

Hide Sidebar #S

Hide Preview 3P

17

Hide Toolbar NET
Show All Tabs 38\
Hide Tab Bar T#ET
Show Path Bar 3P
Hide Status Bar 36 /

Customize Z#0I|bar...

She:. View Options
ow Preview Options

Enter Full Screen

IO R L

Option-Command-P



AL File Edit Vie

About Finder
Customizing the Finder Sidebar

Preferences... .

Empty Trash... {3 &

Services >

Hide Finder #$ H
Hide Others ¥ H

4 Tabs

Show All Show these items on the desktop:
v Hard disks Contextual Menu
TO p Level M enu v External disks

v CDs, DVDs, and iPods

v Connected servers

New Finder windows show:
! Macintosh HD S

v Open folders in tabs instead of new windows



Finder Preferences

G

General Tags

Show these items in the sidebar:

Favorites

@ Recents O O Finder Preferences

Finder Preferences @) AirDrop 0 : {:6,}@
General

Finder Preferences = e ke Tags Sidebar @ Advanced
'{é} O : @{ﬁ} 4. Applications

{é} O : @@ General Tags bidebar  Advanced
Genera Tags  Sidebar Advanced @ Downloads
= On My Mac

i Movies
J? Music
Pictures

Show all filename extensions

Show these tags in the sidebar:
Yellow

Gray

Red
Home
Important

e e Show warning before changing an extension

Hard disks

External disks

CDs, DVDs, and iPods
Connected servers

Show warning before removing from iCloud Drive
Show warning before emptying the Trash

Remove items from the Trash after 30 days

@} brucem Keep folders on top:

New Finder windows show: Green

( = thoma

Open folders in tabs instead of new windows

iCloud In windows when sorting by name
> iCloud Drive On Desktop

=l Desktop

Orange
Purple
Work
Blue

When performing a search:
[ Search This Mac

@
O
O
O
O
O
O

SO0 0D0

™ Documents

Locations

L Bruce's iMac

=z Hard disks

Drag your favorite tags to the area below to make them
available for quick use in Finder menus.

£ External disks
TS CDs, DVDs, and iOS Devices
® O ®@ 6 O < Cloud Storage
sBVgnIsTags %" Bonjour computers
Connected servers

-
dgsS

@ Recent Tags




Finder Preferences

SN | R
Tags  Sidebar Advaged ° General

Show these items on the desktop:

Hard disks
External disks

CDs, DVDs, and iPods
Connected servers

New Finder windows show:

" thomas
L 4

Open folders in tabs instead of new gﬂndows

B Thomas MacBook Pro
™ Macintosh HD

gg::::ms POp'up Menu

.Y iCloud Drive

) Recents

Other...




Finder Preferences

e(g)e =
_ . General Tags Sidebar Advanced
Tags provide quick access

1(0 a" the items USing 2 Show these tags in the sidebar:

Yellow

©® Tags

O
@
=
V
<

particular tag. Click a tag
to see files using that tag.

Red
Home
Important
Green
Orange
Purple
Work
Blue

At any time, you can
customize the Finder Use tags to organize files on Mac
sidebar. In the Finder,

choose Finder >

SO0 DS0D0D

£
: )
\‘_ ._,/

Preferences, then click oy
Sldebar Or Tags_ Drag your favorite tags to the area below to make them

available for quick use in Finder menus.

Tags...
® O ®@ 6 & @

Favorite Tags



http://Use%20tags%20to%20organize%20files%20on%20Mac

Finder Preferences
General Tags Sidebar

‘ Sideb
Show these items in the sidebar: I e a r

@ Recents
@) AirDrop

Favorites

4. Applications
© Downloads
= On My Mac
= Movies
7 Music
Pictures

=} brucem

ICloud

<> iCloud Drive
= Desktop

Y Documents

Locations

L Bruce's iMac
Hard disks
£ External disks
CDs, DVDs, and iOS Devices
<> Cloud Storage

%" Bonjour computers

Tag S Connected servers

O Recent Tags




Finder Preferences

& QO @) @
General Tags Sidebar
—

Show all filename extensions

Show warning before changing an extension
Show warning before removing from iCloud Drive
Show warning before emptying the Trash
Remove items from the Trash after 30 days
Keep folders on top:

In windows when sorting by name

On Desktop

When performing a search:

Search This Mac

23

Pop-Up Menu




{o¢ tvaug iClub

4 Movies

& PDF's

iICloud

Add a Tag...
Right Click

or
Option Click

Ll

Ll

Desktop

Locations

] Tom's iPad

@ Network

T IVauUyY rTCSTTITaturTS

<y iCloud Drive
TVAUG Projects
Screen Shots and Vidoe

Documents

HTML Keynote Folder

Thomas MacBook Pro

.l Tom P Bonanno,Sr's iPh|

(Q W

Back/Forward

AirDrop View

Searching “iCloud...

(¢ Recent Numbewrs Files

(o Text savedSearch

Searching *iClo

Search: This Mac BTG Shared

Spreadsheets

’“ | | Websites for I0S & Mac.numbers

PDF Documents

| N

[

V' '\

Farfalle with Mushrooms a...tter Homes & Gardens.pdf

Slow Cooker Cashew Chicken - The Recipe Critic.pdf

[P e |

[ Assign tags to “Slow Coo...Critic.pdf* “erb Recipent.pdf

ilmon Bowl R...ke Spicy Salmon Bowls.pdf

A

(] Tom's AirPort Time Cap!l

© Mac How To i sweet potatoes - Mayo Clinic.pdf O
© Budget Folder

® Golf bup - Mayo Clinic.pdf ®
® TVAUG

® Medical plack-eyed peas - Mayo Clinic.pdf

® Investments

© Favorite Recipe
® Macbook Pro Maintenance
© Year End Tax Info
O Tom's Research
O Income tax return
O Yard Maintenance
Q Show All...

nbread Muffins - Once Upon a Chef.pdf

Brussels Sprouts | The BakerMama.pdf

Onion and St...d - My Food and Family.pdf

Jemade Brocc...oup Recipe | Allrecipes.pdf

—_

Al arigzle als - O MmMe Ne

__ iCloud Drive » [ Documents > ) My Recipes > = Slow Cooker Cashew Chicke




o000 <J”J  searching “iCloud... Q&

Back/Forward AirDrop View

| - TOTTIT IO I o -—

Searching *iCl

| Tom P Bonanno,Sr's iPh... 2

Search: This Mac BHEITCDGTTME Shared

Spreadsheets

] Tom's AirPort Time Capsule

Network =
& Netwo | l Websites for I0S & Mac.numbers

Tags PDF Documents

Mac How To A

Farfalle with Mushrooms a...tter Homes & Gardens.pdf

© Budget Folder -
E Slow Cooker Cashew Chicken - The Recipe Critic.pdf
@ Golf A
® TVAUG ‘rAssign tags to "|SIow Coo...Critic.pdf” “erb Recipent.pdf
‘Favorite Recipe .
® Medical iimon Bowl R...ke Spicy Salmon Bowls.pdf
o MacHow T s
® Investments = B:;ge:‘:d:er i sweet potatoes - Mayo Clinic.pdf o
© Favorite Recipe ® Golf bup - Mayo Clinic.pdf o)
® TVAUG
® Macbook Pro Maintenar] ® Medical black-eyed peas - Mayo Clinic.pdf
® Investments
® Year End Tax Info ® Macbook Pro Maintenance nbread Muffins - Once Upon a Chef.pdf
@ Year End Tax Info
O Tom's Research
O Tom's Research Brussels Sprouts | The BakerMama.pdf
O Income tax return O Income tax return
O Yard Maintenance Onion and St...d - My Food and Family.pdf
O Yard Maintenance O Zoom Meetings
made Brocc...oup Recipe | Allrecipes.pdf
O Znom Miastings | @Show All.. = f P Recipe | pes.p
= — . T
D All Tags... - - . 1

. iCloud Drive > = Documents > © My Recipes > = Slow Cooker Cashew Chi



AirDrop View

'] Tom P Bonanno,Sr's iPh... 2

Search: This Mac (&L GI-38 Shared

Spreadsheets

(] Tom's AirPort Time Capsule

Network =
& Netwo | | Websites for I0OS & Mac.numbers

Tags PDF Documents

maciionilo Farfalle with Mushrooms a...tter Homes & Gards df

Budget Folder
Slow Cooker Cashew Ch...n - The Recipe Critic.pdf @

Golf
Baked Cod Herb Recipent.pdf
TVAUG

Medical Best Spicy Salmon Bowl R...ke Spicy Salmon Bowls.pdf

Investments Honey-glazed sweet potatoes - Mayo Clinic.pdf O

Favorite Recipe Minestrone soup - Mayo Clinic.pdf O

Macbook Pro Maintenance Creole-style black-eyed peas - Mayo Clinic.pdf

Year End Tax Info The Best Cornbread Muffins - Once Upon a Chef.pdf

Tom's R h
e Crispy Asian Brussels Sprouts | The BakerMama.pdf

Income tax return
Caramelized Onion and St...d - My Food and Family.pdf

Yard Maintenance

O
O
O
O
o
O
O
O
O
O
O
O

Sandy's Homemade Brocc...oup Recipe | Allrecipes.pdf

p (0B 8 R (T e T e e

Zoom Meetings

O All Tags... Pasta with Asparaqus Recipe | Taste of Home.pdf ‘

. iCloud Drive > [ Documents > [0 My Recipes > = Slow Cooker Cashew Chic ‘

26



. NON
Favorites

@ AirDrop

@ Recents

2\ Applications
(= Desktop

© Downloads
B3 Creative Cloud Files
iCloud

< iCloud Drive
(= Desktop

(5 Documents

Macintosh HD

& FL iMac

& Data

& TM 127 inch
& Backup?2
& Network

Yellow

® Gray

By default, the sidebar is divided into four sections.
Favorites

ICloud

Locations

Tags

You can add other folders by dragging them
Into the Favorites section.

27



® O
Favorites

@ AirDrop

@ Recents

2\ Applications
(= Desktop

© Downloads
B3 Creative Cloud Files
iCloud

< iCloud Drive
(= Desktop

(5 Documents

Macintosh HD

& FL iMac

& Data

& TM 127 inch
& Backup?2
& Network

Yellow

® Gray

AirDrop
Recents
Applicatons
Documents
Desktop

Downloads

28



@ AirDrop
@ Recents
2\ Applications

= Deskiop Includes items automatically stored in iICloud Drive

& Downloads

& Creative Cloud Figs and, when you turn on iICloud Desktop and

iCloud

& icloud Drive Documents, the Desktop and Documents folders

(= Desktop

(5 Documents in iCIOUd.

Macintosh HD

& FL iMac

& Data

& TM 127 inch
& Backup?2
& Network

Yellow

29
® Gray



@) AirDrop

@) Recents

2\ Applications

(= Desktop

© Downloads

3 Creative Cloud Files
iCloud

¢ iCloud Drive

(= Desktop

(5 Documents

Macintosh HD

& FL iMac

& Data

& TM 127 inch
& Backup?2
& Network

Yellow

® GCray

Displays your computer’s internal drive

any external drives

Time Machine and Time Capsule

DVD Superdrive/ Optical Drive

shared computers and servers on your local network

30



& Network

Tags

Mac HOW To

Budget Folder

Golf

TVAUG

Medical

Investments

Favorite Recipe

Macbook Pro Maintenance

Year End Tax Info Tags can be customized by name

Tom's Research
Yard Maintenance CO I O rS are Set
Zoom Meetings
Apple Watch
TVAUG Intro Prez

recipes

O
O
O
O
o
O
O
O
O
O
O
O
O
O
O

house

D All Tags... 31



l \YCUBS Go  Window  Help

as lcons
v as List

e ldentifying
Stacks by:

v Use Stacks
Group Stacks By

None

Clean Up

Menu Bar Menus v Kind

- N Date Last Opened
Hide Sidebar Date Added
Show Preview Date Modified

o Date Created

Tags

Clean Up By

The menu bar at the top of

the screen provides a home
for the top-level menu In

your app.

Hide Toolbar
Show All Tabs
Hide Tab Bar
Hide Path Bar
Show Status Bar

Contextual Menus or shortcut menu,
P gives people access to frequently
Show View Options used commands related to the

Show Preview Options Current COnteXt.

Enter Full Screen

32



You can use stacks on the desktop to keep files neatly
organized in groups. Whenever you save a file to the

desktop, It's automatically added to the appropriate stack,

helping to keep your desktop clean.

Source:

33


https://support.apple.com/guide/mac-help/organize-your-desktop-with-stacks-mh35846/mac
https://support.apple.com/guide/mac-help/organize-your-desktop-with-stacks-mh35846/mac

Use Stacks to keep your desktop organized.

Finder > View > Use Stacks

Whenever you save a file to the desktop, it is
automatically added to the appropriate stack,
helping to keep your desktop clean.

Stacks have been around since Mojave 10.14

Source:

https://support.apple.com/guide/mac-help/organize-files-in-stacks-mh35846/10.15/mac/10.15

34

i View o Window Help

as lcons

v as List

as Columns
as Gallery

v Use Stacks

Group Stacks B
Clean Up
Clean Up By

Hide Sidebar
Show Preview

Hide Toolbar
Show All Tabs
Hide Tab Bar
Hide Path Bar
Show Status Bar

Customize Toolbar...

Show View Options
Show Preview Options

Enter Full Screen

HD
290 GB free

Documents
52 items

" Images
14 itemsiﬁ

Pres...tions
9 items

Spre...eets
35 items

Kind


https://support.apple.com/guide/mac-help/organize-files-in-stacks-mh35846/10.15/mac/10.15

HD
290 GB free

Stacks can be grouped by-
Kind, Date Opened, Modified, Created, or by Tags

Documents

‘Documents
‘lmages

-Presentations i
‘PDFs

-Spreadsheets Shime

Spre...eets
35 35 items
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https://www.youtube.com/watch?v=-g7upOnQFtU



https://www.youtube.com/watch?v=-g7upOnQFtU

Today we covered....

Storage space on your Mac

Finder Menu - The Mac Filing Cabinet
Organizing your Files and Folders on your Mac
Tags

Stacks

37



Reference Info:MacMost Bonus

Tips For Getting The Most Out Of the Finder Sidebar
20 Finder Sidebar Tips



https://macmost.com/tips-for-getting-the-most-out-of-the-finder-sidebar.html
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