
Switching from Windows to Mac  
Starting the Process  

There is more than one way of doing the same thing on a Mac. As an 
example, to copy some text, hear are some of them: 

¥ You can select "Copy" from the Edit menu 
¥ "Right-click" and select "Copy" from the contextual menu that pops up 

next to your cursor 
¥ Use the key combination Command-C 
¥ Or just drag the item while holding the Option key and it will make a 

copy in the new spot. 
 

If you have a favorite way to do something, that doesn't mean the Mac 
doesn't do it, it just means there is at least one other way of doing it. 
!!Before you can start, you need to get familiar with the new workspace. 
Some things look somewhat the same, like seeing a desktop with icons 
on it and having menus that you can use to do things. Like Windows, the 
Mac has programs we call Applications to view, create and edit things, 
and files that store your work. Internet activities will be pretty much the 
same, like browsing websites and sending email. So below are some Mac 
interaction translations that should get you on your way.  

!!Instead of the Task Bar,  The Mac has a Dock (to 
the right) that is similar to the Windows Task 
Bar. The Dock has shortcuts to both open 
programs and ones that aren't open. The little 
system icons in the "tray" on the right of the 
Windows Task Bar can be found on the right side 
of the top Mac menu bar (see below). The nice 
thing about the Dock is you can have it on the 
left of the screen (like windows), the right or the 

bottom – this set in the Dock preferences. 

 

The Dock  can be customized  to fit your needs. Don't use all those 
programs that Apple puts there for you? Get rid of them. They won't be 
deleted from your Mac. Only the Dock shortcut will be gone. Just click, 
hold, and drag the ICON out of the Dock and let go of the button and it 
will go away.  Want to put a program in the Dock, find it, click once, hold 
and drag it into the Dock and let go of the button. (More about this latter) 

 



Start menu  that is in Windows  vs.  Mac  -  the Mac allows you to put 
programs and files were you would like to access them quickly by using 
Aliases (shortcuts). This is the Mac equivalent of Windows Explorer or 
clicking on the My Computer ICON on a Windows Desktop) to open the 
programs and files you need (more latter). 

Menus at the top of each window  - your Mac has one menu bar across 
the top of the screen that changes to match the program you are using. 
You can tell what program you are in at the moment by looking at its title 
just to the right next to the Apple graphic at the top left of the screen. 

 

 

 

Windows that -  Close,  Minimize and Maximi ze buttons at the top 
right using W indow s – in your Mac Close, Minimize and Expand (or 
Zoom) in the upper left of the window. There are two key 
differences: The Mac Close button (red gumdrop) closes the 
window, not the program, and the Expand button (green 
gumdrop) tries to expand the window to fit the content of the 
window, not take up the whole screen. Clicking it again 
switches back to the smaller size.  To minimize (yellow 
gumdrop) will put i!n the Dock and by clicking on the ICON in the Dock it 
will expand. 

!!Resizing your windows by clicking and dragging any edge  – in the 
Mac you need to click and drag the lower right corner.  

!!Control Panel to change the setting s on a Windows computer  – on the 
Mac you use System Preferences to do the same thing on your new Mac. 
It's the icon with gray gears on it. 

!

!Windows uses the Right - click  to get a pop 
up contextual menu  – on the Mac you right 
click with your mouse. You need to set this up 
in the System Preferences under 
Mouse/Keyboard for it to work. It is not on by 
default.  Alternately, you could use the 
combination of holding down the Control key 
and left clicking. 

!  



Internet -  use  IE Explorer to browse Ð 
on the Mac use Safari, which is that blue 
compass Icon.! 

!! 

Control - C with Windows - use Command-C on the Mac. 

!!Control - Alt - Delete  to force quit a program that's hanging up your 
computer and with the Mac use 
Option-Command-Escape that 
will bring up a window showing 
the Force Quit box on your Mac.  

!!!Opening  a program ? ! Where are 
the programs? They are located in 
Applications folder, which resides 
top level of your hard drive, 
usually called Macintosh HD. Do a 
double click to open the hard 
drive look through it to find the 
one you want and launch it. !! 
Sounds pretty tedious compared 

to the Windows Start menu, right? Well, there are many great options, 
which can get you right to your favorite applications, files and folders. 

The first step is creating shortcuts to all your favorite apps, files and 
folders in any of several key places.  The handiest places for the shortcuts 
are: the Dock, the Desktop, and the Finder window sidebar (left side when 
you open your hard drive).  

How about all of them ? Put a shortcut to your Applications folder in the 
Dock by dragging the folder in between ICONs on the Trash side (that's 
the side for folders and files) of your dock from a Finder window. Next, 
right-click on it and select "View Content as List." Now you have a pop up 
menu in your Dock that gives you one-click access to all your 
applications. This concept will work for any folder, not just the 
Applications folder. 

!! 

 

What the  Mac offers that Windows doesn't  -  Quick Look.  Quick Look 
gives you an almost instant preview of a file without opening it in an 
application. You use it in the Finder by selecting one or more files and 
then hitting space bar or the little eye icon in the window's tool bar 



above. It doesn't preview every file type out there, but it does the 
important ones. Best thing is that you can preview Word and Excel files 
even if you don't have Word or Excel.  

Make sure you click on the right button to view in Quick Look mode. 

 

Tips that are important:  

Your Mac doesn't like it when you just yank external drives out.  It 
wants you to eject them or you get error window. To eject a flash drive or 
hard drive, right click on it and select Eject, or drag it to the Trash.  

Many PC users switch programs from the keyboard using Alt - Tab.  
Use Command - Tab.  

The ‘Save’ dialog boxes 
that come up when you 
want to save something 
from a program. To see all 
the options hit the little 
blue triangle button  on 
the right to get a mini 
Finder like view of your 
hard drive.  


