Window Content Display Tips, 10-18-2020

2Note: This discussion is based on macOS, 10.14.6 (Mojave). Some illustrations may differ when
using other versions of macOS or OS X. Most illustrations are from screenshots on my iMac or
MacBook Pro.

Last month, we discussed how to use the Zoom button to enter the Split Screen
mode in order to view two windows side-by-side. This month, we'll look at a
couple of tips for viewing window contents.

Brief Review of Last Month's Presentation
Zoom Button - Standard Mode (Full Screen Mode)

Simply clicking the Zoom button will cause the selected window to enter Full
Screen mode. (Visual Clue: The two outward-pointing arrows on the Zoom

button.)
0008

Zoom Button (Before Full Screen)

In Full Screen Mode the Menu Bar is hidden so you can focus on what's going
on or needs attention in the window. It also provides a bit more vertical screen
space for the window.

Move the cursor to the top of the screen to make the menu bar reappear.
You're still in Full Screen Mode, however.

Click the Zoom button to exit Full Screen Mode and restore the window to its
original size. (Visual Clue: The Zoom button now has two inward-pointing
arrows.)

Keyboard Shortcut (toggles Full Screen Mode): Control-Command-F, ~-38-F.

Zoom Button - Split Screen Mode

Hold down the Zoom button for a moment to enter Split Screen mode.

Screen Changes:

o The previously-selected window will be highlighted,

o other windows will be dimmed, and

o half of the display background will be highlighted in a light blue color.
O

Releasing the mouse button will cause the window to be displayed in the
previously-highlighted half screen.

o Before releasing the mouse button, drag the window to the other half screen
if desired.

Once the selected window has been repositioned to half of the screen display,
miniature versions of the windows from other apps will be shown in the other
half of the screen.
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Click on one of the miniaturized windows in the other half of the screen to open
it there.

Items to Note in Split Screen Mode:

O

O

Initially, each window will probably fill its half of the screen but not
necessarily depending on the apps involved.

Hovering over the divider bar between the two windows, and the cursor will
change to a double-ended arrow.
The divider bar can be dragged to the left or right to change the relative size

of the windows. How much depends on the apps, and some may not permit
resizing at all.

If the divider bar has been moved, you can Double-Click on it to snap back
to equal size windows.

Exiting Split Screen Mode. This can be a little difficult and seems a little

unpredictable (at least while running macOS Mojave).

O

Click the Zoom button in one of the windows, and it will exit Split Screen
mode (from its half screen) as expected.

You can also select Exit Full Screen from its View menu or use the
keyboard shortcut.

You may find that it will fill the entire screen regardless of how wide or
where the window was previously positioned on the screen.

You may also find that the other window will still be in Full Screen mode,
filling the entire screen (regardless of how wide or where it was previously
positioned on the screen). To exit Full Screen mode for this remaining
window, you'll have to click its Zoom button or use the View menu item or
keyboard shortcut.

Pressing the esc key, one app at a time, may prove useful.

Use the Mission Control app. Next, hover over the split screen icon at the top
of the screen for a moment until a small double arrow badge appears at the
top left corner of the icon. Finally, click the badge to exit Split Screen mode
for both apps.
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Using Groups in the Finder
Groups provides a way to sort items in a Finder window.
There are four ways to use Groups:

1. Click the Gear icon in the Finder toolbar and select Use Groups:

£ BN RN E N N

New Folder #EN
Open in New Tab

Get Info
Quick Look “Downloads”

Copy “Downloads"” as Pathname

Import from iPhone or iPad >
[V UseGroups
Group By R | 2

Show View Options

A\

y

Gear Icon - Select "Use Groups"

2. Choose View from the menu bar and select Use Groups (Keyboard Shortcut:
Control-Command-0, ~-38-0). That's a Zero, "0" not an "O".

\WE"A Go Window Help
as Icons 31

v as List 3#82
as Columns #3
as Gallery ¥4
Use Groups ~380 |
Sort By S >
Clean Up
Clean Up By >

View Menu - Select "Use Groups"
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3. Right-Click within the folder and select Use Groups:

s A

Open
Open With >

Move to Trash

€© Send with Transfer...
€© Move to Dropbox
Service Station

Get Info

Rename

Compress "write_225.dmg"
Duplicate Exactly

Make Alias

Quick Look "write_225.dmg"

Share >

Quick Actions >

Copy “write_225.dmg"

Import from iPhone >
| UseGroups |

Sort By X >

Show View Options

® 0 000

Tags...

Services >

Right Click in Folder — Select "Use Groups"
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4. Click the Group icon in the Toolbar (part of the default set of icons):

000

ooo

Group

Group Icon

Then choose Kind from the dropdown menu:
=y (@)

v None

Name

| Kind
| Application R

Date Last Opened
Date Added

Date Modified

Date Created

Size

Tags

\ J

Group Icon - Select "Kind"

Notice the other Group sorting options in the dropdown menu.
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e After selecting Use Groups, the folder will immediately adjust and group your
items:

@ Finder File Edit View Go Window Help ¥ ar
000 @1 Downloads
EHoE)(E] (o] & = @ (EJ)E) (5]
Back/Forward View Group Quick Look PDF Squeezer.app Preview.app Growly Write.app Action Eject Delete New Folder Sh
Documents Docs | Reference ‘ macOS | OS X Reference ’ iPad | iPhone | iPad-iPhone |... |

Favorites [m]
2332 Dropbox DelightEd20b4
@) AirDrop permscan1?7
55 Desktop Kwikset

@ Documents

| KeyCastr.a
5] Docs | Reference - B

& RoaringApps.app

@ | AutoRecovery save of Finder Tip - Groups, 07-19-2020.docx

:/-\-; Applications
(3 utilities

£33 macOS | 0S X Reference e Editing Documents On Your Mac (Part 1 of 2), 09-18-2016.webarchive
= iPad | iPhone | iPad-iPhone | iPod @ | 6 Rules.docx

£ Double Click Beginners SIG E 32-bitCheck-/.text.text

£ orders | Purchases | Payments

BB >Archive [£] TCoUpgradingtoCatalina-1.1.pdf

Folder (Partial View), Sorted by Groups

e Additional Sorting. Once a folder is sorted by Groups, it's still possible to further
sort what's displayed by clicking on one of the Finder window column headers.

Example: The Date Added column was previously sorted Newest to Oldest,

& Finder File Edit View Go Window Help WP HIDMT. L S OB E D 7 [@ 100% SatJul18 6:15PM @ Qe i=
[ XX ] ©| Downloads
— : = ) =
g = W (2] (@ J
Back/Forward View Group  Quick Look PDF Squeezer.app Preview.app Growly Write.app Action  Eject Delete New Folder Share AddTags Getinfo  Path Search
Documents ‘ Docs | Reference ‘ macOS | OS X Reference iPad | iPhone | iPad-iPhone |... ‘ Applications ‘ Utilities Downloads Double Click Beginners SIG | +
D Folders Date Added size Kind
32 Dropbox DelightEd20b4 4/22/20, 4:12 PM -- Folder
@ AirDrop permscan1? 3/30/20, 2:05 PM --  Folder
Kwikset 12/22/19, 4:28 PM --  Folder
[ Desktop
1 Documents Applications
. " KeyCastr.app 4/30/20, 4:52 PM 4.7 MB  Application
MRjpccsllReteience & RoaringApps.app ® 12/22/19, 4:28 PM 6.8MB  Application
#3; Applications ocumants
B utiities @ AutoRecovery save of Finder Tip - Groups, 07-19-2020.docx Today, 6:02 PM 7.7 MB  Microsoft Word document (.docx)
5 macos | 0S X Reference o Editing Documents On Your Mac (Part 1 of 2), 09-18-2016.webarchive 12/22/19, 4:28 PM 216 KB Web archive
£33 iPad | iPhone | iPad-iPhone | iPod @ 6 Rules.docx 12/22/19, 4:28 PM 3.2MB  Microsoft Word document (.docx)
5 Double Click Beginners SIG = 32-bitCheck-/.text.text 12/22/19, 4:28 PM 23 bytes  Tex-Edit Document

B3 Orders | Purchases | Payments | PPF Documents
3 >Archive %] TCoUpgradingtoCatalina-1.1.pdf 7/11/20, 6:59 PM 2.7MB  Adobe PDF document

Folder (Partial View), Sorted by Groups — Newest to Oldest
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Clicking the column header will sort the Groups listing in reverse order (Oldest
to Newest):

@ Finder File Edit View Go Window Help Wt DMAT. b SOBHE D 1 100% 7] SatJul18 8:01PM @ Q eer i=

[ X X ] @1 Downloads
= = | w =

E - = W (=] @ J

Back/Forward View Group  Quick Look PDF Squeezer.af pp Preview.app Growly Write.app Action  Eject Delete New Folder Share AddTags Getinfo Path Search
Documents | Docs | Reference | macOS| 0S X Reference iPad | iPhone | iPad-iPhone |... Applications | Utilities Downloads Double Click Beginners SIG ‘ 4

— Date Added ~ | size Kind

22 Dropbox Kwikset 12/22/19, 4:28 PM --  Folder

@) irdrop permscan1? 3/30/20, 2:05 PM --  Folder

9 Deskt DelightEd20b4 4/22/20, 4:12 PM --  Folder

esktop
[ Documents Applications |
& RoaringApps.app ® 12/22/19, 4:28 PM 6.8 MB  Application
53 Docs | Reference . -~
- KeyCastr.app 4/30/20, 4:52 PM 4.7 MB  Application

#; Applications T —

& utiities & 32-bitCheck-/.text.text 12/22/19, 4:28 PM 23 bytes  Tex-Edit Document

5 macos | 0S X Reference @) 6 Rules.docx 12/22/19, 4:28 PM 3.2MB  Microsoft Word document (.docx)

E33 iPad | iPhone | iPad-iPhone | iPod o Editing Documents On Your Mac (Part 1 of 2), 09-18-2016.webarchive 12/22/19, 4:28 PM 216 KB Web archive

S Double Click Beginners SIG @) AutoRecovery save of Finder Tip - Groups, 07-19-2020.docx Today, 7:33 PM 1.9 MB  Microsoft Word document (.docx)

T
3 orders | | Payments |PDFI
[ % 112.pdf 12/22/19, 4:28 PM 64 KB Adobe PDF document

Folder (Partial View), Sorted by Groups - Oldest to Newest

Finder Window Columns

e Choose which columns are displayed in a Finder window by clicking on the
View Menu and then selecting View Options (Keyboard Shortcut: Command-J,
38-J).

e A pop-up menu is then displayed from which you can choose among various
features for the Finder window (such as Icon Size, Text Size, etc.).

e Choose the columns that you want to be displayed in the Finder window from
the Show Columns group by clicking on the checkbox next to them:

(See the image on the next page.)
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O Downloads

Always open in list view

Browse in list view

Group By: [ None
Sort By: [ Date Added
Icon size:

® O

Text size: ¢

Show Columns:
) iCloud Status
() Date Modified
() Date Created
() Date Last Opened
Date Added
Size

Kind

() Version

() Comments
(O Tags

Use relative dates
() calculate all sizes
Show icon preview

[ Use as Defaults )

View Options

You can also Right-Click in the Finder window column label area and then choose
columns to display from the pop-up menu:

(" N

Date Modified
Date Created
Date Last Opened
v Date Added
v Size
Version
v Kind
Comments

Tags
A\ J

Select Columns Pop-up Menu
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Column View

Probably the two most common view/display options in a Finder window are Icon and
List (Keyboard Shortcuts: Command-1, 3-1, and Command-2, 38-2, respectively).

Column View (Keyboard Shortcut: Command-3, 3-3) can also be useful.

e You don't have to worry about icons that aren't displayed because they're
outside the window.

e By default, all items (files and folders) are sorted alphabetically.

e Selecting a File shows a Preview in a second column. (Make sure that you've
previously selected this View option.) If the selected file has multiple pages, left-
and right-pointing arrows are displayed on the preview to move among the pages.

eoce @ Downloads
‘000 o = —
() ==Ew) (=] & = w J(=](E] (5] (a][a] (o] @ ]
Back/Forward View Group  Quick Look PDF Squeezer.app Preview.app Growly Write.app Action  Eject Delete New Folder Share AddTags Getnfo  Path Search
Documents Docs | Reference macOS | OS X Reference iPad | iPhone | iPad-iPh... Applications Utilities | Downloads Double Click Beginners... Take Control eBooks ‘ +
Evores = 6 Rules.docx
332 Dropbox &= 32-bitCheck-/.text.text
i N N
@ Airdrop B :gzt:fheckwmp wmh'r‘.mn
model 0121
5 Deskiop 61KXp1ttZVL.pdf
[ Documents [ 112.pdf
5 Docs | Reference 2019--1-2--checkdownload-4952.pdf
# Applications [~ 2020_Formulary WEC-MGUB_12811.pdf
o @ A1POPWTdnL.pdf
B utiities = ABBY Fine Reader.dmg
3 macos | 0S X Reference " Ace Appliance Repai...on, 10-02-2018.pdf
5 iPad | iPhone | iPad-iPhone | iPod | Il AlanKeyD1987_1_512kb.mp4
59 Double Click Beginners SIG el AlanKeyD1987_2_512kb.mp4
E Amateur Radio License, 10-17-2016.pdf [
53 Orders | Purchases | Payments Apps by Howard Oakley N
B3 >Archive T archichect20.zip °
© Downloads I archichect23.zip Questions? o
B Recents 2 Art of Negotiation-H...Handle Your Boss.pdf
) & ask.pdf | save s manua o ruruRe e, |
Pictures & aText.dmg
Movies ic-
) e :""Ckgxf";d"m:;'c 0:3.2.pkg APOPFWTdNL.pdf
I Music etterWindowManager.zip X Adobe PDF document - 1.3 MB
ue_Link_Compatibl...evices (Hyundai).p
53 Take Control eBooks ‘i Blue_Link_C bl (Hyundai).pdf
CheatSheet_1.2.9 [Commands Info\.zip Tags Add Tags.
G} steveparkert & Cocktail12ME.dmg Created Saturday, November 9, 2019 at 1:48 PM
icloud I coconutBattery_3.6.6.zip Modified Saturday, November 9, 2019 at 1:48 PM
B I DC_Talk_Notes-BADware.pdf Last 3:::2: 1Sasmrday, November 9, 2019 at 3:58 PM
|- DC_Virtual_Meeting_...ware_Instructions.pdf Pages 16
Locstons " i deeptools12.zip Resolution 396x612
B steve's iMac (2) [ DelayedLauncher - T...er, 12-15-2017.pdf Security None
' DelayedLauncher.zip ® o
£ Time Machine a [ delighted20b4.zip ke o
B Backup . | Diagrams is a new M...ac, 02-05-2020.pdf
Disabling+Safari+Extensions.pdf u 1
{8 Macintosh HD > [ Users > % steveparkerl > i Downloads > (&) AIPOPfWTdnL.pdf

Column View (With File Preview)

e Selecting a Folder shows its contents in a second column. It also adds
additional columns (initially empty).

@ Finder File Edit View Go Window Help WP BH2UMT. S bOBLE D 7 [8 100%[]] SatOct17 358PM @ Q e« i=
eoce Apps by Howard Oakley
28 e’ == w T
() =E=EE= 8 = W J)E) (=] (0] (=] (e](= @ J
Back/Forward View Group  Quick Look PDF Squeezer.app Preview.app Growly Write.app Action  Eject Delete New Folder Share AddTags Getinfo Path Search
Documents Docs | Reference macOS | 0 X Reference iPad | iPhone | iPad-iPh... Applications Utilities Apps by Howard Oakley Double Click Beginners... Take Control eBooks ‘ 4
Favorites +. 6Rules.docx 2 Art of Negotiation-Ho...to Handle Your Boss.pdf
33 Dropbox ] 32-bitCheck-/.text.text DelightEd20b4 4
' 32bitcheck18.zip permscan17 >
@) AirDs
@ aroron | 55.pdf
(5 Desktop + 61kXp1ttZVL.pdf
[ Documents I 112.pdf
B3 Docs | Reference 2019--1-2--checkdownload-4952.pdf

/A Applications [~ 2020_Formulary WEC-MGUB_12811.pdf
i E A1POPfWTdnL.pdf

B3 uilities = ABBY Fine Reader.dmg

33 macos | 0S X Reference " Ace Appliance Repai...on, 10-02-2018.pdf
iPad | iPhone | iPad-iPhone | iPod | [l AlanKeyD1987_1_512kb.mp4

[l AlanKeyD1987_2_512kb.mp4

B3 Double Click Beginners SIG o/~
[E Amateur Radio License, 10-17-2016.pdf [ )

3 orders | Purchases | Payments Bl Apps by Howard Oakley »
£ >Archive ! archichect20.zip °

Column View (With Folder Selected)
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e As you might expect, select a File in the second column, and its preview shows
in the third column:
[ X X ] Apps by Howard Oakley
g = w (2] (&) @ )
Back/Forward View Group  Quick Look PDF Squeezer.app Preview.app Growly Write.app Action  Eject Delete New Folder Share Add Tags Getinfo  Path Search
Documents Docs | Reference | mac0S | OS XReference | iPad | iPhone | iPad-iPh... Applications Utilities ‘ Apps by Howard Oakley Double Click Beginners... Take Control eBooks ‘ +
Favorites % 6 Rules.docx | Boskpaf | ‘
32 Dropbox = 32-bitCheck-/.text.text DelightEd20b4 >
. i 32bitcheck18.zip permscan17 4
@ AirDrop | 55.pdf QASK
B9 Desktop - 61kXpTtZVLpdf
[ Documents I 112.pdf Hot o
E3 Docs | Reference . 2019--1-2--checkdownload-4952.pdf
. I 2020_Formulary WEC-MGUB_12811.pdf
A B E A1POPFWTAnL.pdf
B utilties & ABBY Fine Reader.dmg
ES) macos | 0S X Reference " Ace Appliance Repai...on, 10-02-2018.pdf
£ iPad | iPhone | iPad-iPhone | iPod | [l AlanKeyD1987_1_512kb.mp4
B3 Double Click Beginners SIG a AIanKeyD19E.57,?,512kb.mp4
E Amateur Radio License, 10-17-2016.pdf o
B33 orders | Purchases | Payments Apps by Howard Oakley >
3 >Archive I archichect20.zip °
© Downloads T archichect23.zip
B Recents 2 Art of Negotiation-H...Handle Your Boss.pdf
. & alext.dmg
RiciEs ‘& BackgroundMusic-0.3.2.pkg
B Movies i BetterWindowManager.zip ask.pdf
n Music I‘ Blue_Link_Compatibl...evices [Hyunda?)Apdf Adobe PDF docfmem _37wmB
B Take Control eBooks I CheatSheet_1.2.9 [Commands Info\.zip
& Cocktail12ME.dmg T Add Tags.
m SIS Sparey i coconutBattery_3.6.6.zip Creaizz 'Puesd;; April 24, 2018 at 5:24 PM
icloud | DC_Talk_Notes-BADware.pdf Modified Tuesday, April 24, 2018 at 5:24 PM
& iCloud Drive |- DC_Virtual_Meeting_...ware_Instructions.pdf Last cpeTr;ZZ ;a}::;«:?;:;:x;: 2020 at 5:32 PM
i T deeptools12.zip Version 14
Locations | DelayedLauncher - T...er, 12-15-2017.pdf Pages 6
3 steve's iMac (2) I DelayedLauncher.zip Resolution 575x755
[E) Macintosh HD T delighted20b4.zip ® o)
3 Time Machine a | B Diagrams is a new M...ac, 02-05-2020.pdf Markun or
B Backup A Disabling+Safari+Extensions.pdf o o
Editing Documents...-18-2016.webarchive 1] 1] 1]
& Macintosh HD > [ Users > 4 steveparker > 18 Downloads > [ Apps by Howard Oakley > [£) ask.pdf
Column View, File Selected (With File Preview in Third Column)
e Similarly, select a Folder in the second column, and its contents are displayed
in the third column (and so on):
[ ] ® DelightEd20b4
g 2 @ EIEE(E) (@) (6= e J
Back/Forward View Group Quick Look PDF Squeezer.app Preview.app Growly Write.app Action Eject Delete New Folder Share Add Tags Get Info Path Search
Documents Docs | Reference macOS | OS X Reference | iPad | iPhone | iPad-iPh... Applications Utilities ‘ DelightEd20b4 Double Click Beginners... Take Control eBooks ‘ +
Favorites = 6 Rules.docx [ ask.pdf com.apple.AppKit.TextFavorites.plist
22 Dropbox & 32-bitCheck-/.text.text | DelightEd - interlinear text.pdf
N i 32bitcheck18.zip permscan17 » B/ DelightEd.app
@ Arorop | 85.pdf DelightEdHelp2.0b4.rtf
B Desktop + 61kXp1ttZVL pdf ReadMeFirst.rtf
[ Documents I 112.pdf ReadMeStyles.rtf
B3 Docs | Reference .. 2019--1-2--checkdownload-4952.pdf ReadMeTextHTMLdocs.html
YA.‘ Applications [~ 2020_Formulary WEC-MGUB_12811.pdf ReadMeTextHTMLdocs.rtf
7 Aee E A1POPAWTANL.pdf & ReadMeTextHTMLdocs.txt
Utilities = ABBY Fine Reader.dmg
53 macos | 0S X Reference " Ace Appliance Repai...on, 10-02-2018.pdf
£ iPad | iPhone | iPad-iPhone | iPod | Il AlanKeyD1987_1_512kb.mp4
5 Double Click Beginners SIG u AlankeyD1987_2_512kb.mp4
E Amateur Radio License, 10-17-2016.pdf °
B33 orders | Purchases | Payments Apps by Howard Oakley o
B33 >Archive ' archichect20.zip (]
Column View, Folder Selected (With Contents in Third Column)
e Sometimes the column widths can be too narrow. File and folder names may
get cut off, or they might be too wide to fit the column.
e There are handles at the bottom of the column dividers that you can drag to

resize a column to your desired width:

Column Handle
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e However, dragging column handles can be annoying, especially if you have lots
of columns to resize.

e Instead, Double-Click a column handle to expand or shrink the column so the
longest name fits perfectly.

Option-Double-Click a column handle to do that for all the columns showing.
Right-Click (Control-Click) a handle to for a dropdown menu of commands for:
o Right Size This Column,

o Right Size All Columns Individually, and

o Right Size All Columns Equally.

Back/Forward vew Search
@ Adobe InDesign 2020 en_US . InDesign 2020..ting Read Me.pdf

& cat > Configuration .
& Setapp oud » Documentation
A, Applications be Ill...tor 2020 » Fonts

8 Adobe In.gn 2020 » M KickStart

Desktop B Adobe I..CC 2019 » [ Plug-ins

8 Adobe P..op 2020 » Presets
© Downloads Adobe P...CC 2019 » ark.c
+# Dropbox I Affinit

Google Drive ime.txt
12 Lininstall Ad . Desian 2020
. Adobe InDesign 2020 en_US » | InDesign 2020 Scripting Read Me.pdf
Configuration

“ Documentation
_Z\_ Applications 8 Adobe Nlustrator 2020
- 8 Adobe InDesign 2020

I Adobe InDesign CC 2019
e
c

Resize Columns
(Credit: Small Dog Electronics Kibbles & Bytes, Issue #1122)

Groups. Using Groups in Finder can very handy when there are a lot of different
type of items (files, folders, apps, documents, etc.) in a folder. Once you choose to
use Groups, you can further sort by date, size, etc. to arrange the items in the
Finder window to your liking.

Column View. Unlike the more common icon and list views, using the Column view
can also be a useful way to display the contents of a Finder window. At first, all
items are displayed in a column. Selecting a file shows a preview view in a second
column.

Selecting a folder also shows its contents in a second column. If there is a folder in
the second column, selecting it will show its contents in a third column, and so on.

Resize column widths by dragging the handles at the bottom of the column dividers.
Double-Click a column handle to automatically resize the column to fit its contents.
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Option-Double-Click a column handle to do that for all the columns. Right-Click
(Control-Click) a handle to for a dropdown menu of column width commands.

Next Presentation

For the next presentation, we’ll take at a couple of utilities that make window
management easier.

Have a favorite Mac Tip or utility? Please feel free to pass it along, and I'll see if I
can work it into a future presentation.

If you have any suggestions for presentation topics, including macQOS utilities,
please contact me at slp4668@gmail.com.

-Sleve Parker

Credits & Reference:

¢ 3 Different Ways To Maximize a Window On a Mac
(https://www https://macmost.com/3-different-ways-to-maximize-a-window-on-a-mac.html)

e Mac Window Positioning Tips And Tricks
(https://macmost.com/mac-window-positioning-tips-and-tricks.html)

e Small Dog Electronics Kibbles & Bytes, Issue #1122
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