
1Manage Files and Folder
Hold Option and press the up- or down-arrow 
key inside a Finder folder to move to the first or 

last item. Normally, clicking the triangular arrow icon 
next to a folder in Finder will open it. If you hold 
Option while doing so, Finder will open that folder 
and any subfolders inside it. In the Preview app, if you 
click the File menu while pressing Option, the 
Duplicate function turns into Save As, in case you want to change the file format. And in the 
Finder, if you want to move a file rather than copying it, first copy it, then press Command-
Option-V in its destination folder (rather than simply Command-V). or Hold Option while 
dragging and dropping a file to copy it instead of moving it.

2Typing Tricks
Hold it while typing any symbol or alphanumeric character 
to get a special one instead: Option-A gives you a, while 

Option-3 produces £. Hold Option and press the left or right arrow 
keys to move along one word at a time in any text or word 
processing app. Try holding Option and Shift, then moving the 
arrow keys left or right; this will highlight whole words at a time. 
You can also press Option and Delete to remove words rather 
than individual letters.

3Window Management
Hold the Option key and grab a side or corner of the 
window and start resizing. When you do this with a 

vertical or horizontal edge, the opposite side will mirror the 
movement of the edge you're holding. When you do it with a 
corner, you can resize all four sides at once. If you want to 
make an app window fill your screen without going into full-
screen mode, just hold Option and double-click any of its 
four corners-this will make it expand to your maximum 
screen dimensions. Do this on a side instead of a corner, and 
both corresponding edges will stretch to the edges of your screen. For example, double-click a 
vertical window edge while holding Option, and both the left and right sides will expand to the full 
width of your display. Doing any of these actions without holding Option will just stretch the side 
or corner you click on and no others.

Hold Option and double-click any of the four 
corners of a window to make an app fill your 
screen without going into full-screen mode.
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4 Dock Items
Got an app that's frozen and not 
responding? Instead of waiting 

for it to resume normal service, right-
click its icon in your Mac's Dock, hold 
Option, then select Force Quit to close it 
down right away. This menu item is 
normally hidden, but Option reveals it. 
When an app is open, right-click its 
Dock icon and hold Option to see other 
menu choices. The Hide menu item changes 
to Hide Others, for example, allowing you to 
make other windows disappear but keep the one that's currently in the foreground (you won't 
see this choice if the app in question is not open). And if you want to relaunch the Finder, there's 
a quick trick to doing so: Hold Option and left-click its Dock icon to refresh it.

Hold down the Option key while clicking on a Dock icon 
to see more menu choices.

5 Do Not Disturb 
The Option key can help you banish notifications by 
enabling Do Not Disturb mode. It lets you silence the 

distractions with a single click, with no need to rummage 
around in System Settings menus. Just hold Option and click 
the time and date in the top-right corner of your Mac's display 
to enable Do Not Disturb; hold Option and click again to disable 
it. If you let Focus modes show their statuses in the menu bar, 
you'll see the Do Not Disturb icon appear when you switch it on.

Hold down Option while clicking on 
the Sound menu bar to see your 
input devices.

6 Hidden Menu Bar Information
While we're dealing with the top edge of your screen, the Option key 
adds a bunch of extra functionality to icons housed in the menu bar. 

For instance, Option-click the volume icon and you can change your input 
devices without opening System Settings (normally, you can only adjust 
output devices from the menu bar). Do the same with the Wi-Fi icon and 
you'll see extra data like your IP address, MAC address, country code, and 
more. Similarly, Option-click the Bluetooth icon to see addresses and 
firmware versions of your connected Bluetooth devices. And if the Stage 
Manager icon is in your menu bar, Option-clicking it will instantly enable and 
disable it.



7 Menu Magic
Each Mac app has its own set of menus that live in 
the menu bar. When these menus are open, you 

can hold the Option key to see new tools and choices. 
To take one example, open Finder and click the Go 
menu, then hold Option. You'll see Library appear; it is 
normally hidden from view. In other apps, clicking the 
File menu and holding Option might change Duplicate 
to Save As, Close Window to Close All, and more. 
What you see will vary from app to app, so try different 
ones to see what happens. Click the Apple logo in your screen's top-left corner, then hold Option 
to change About This Mac to System Information. The System Information app gives you more 
in-depth data on your computer, such as its battery cycle count, technical firewall settings, and 
more. The additional menu options apply to the right-click menu, too. Try right-clicking a file and 
holding the Option key; Open With changes to Always Open With, for example, letting you set 
your default apps in a few quick seconds.

Hold down Option while clicking on the Apple 
menu to make System Information appear.

8 Toolbars and Right-Click Menus
We've talked about menu bars that live outside an app's 
main window, but what about the buttons and menus inside 

an app? Well, there's a lot the Option key can do here, too. Look at 
the toolbar in Preview. There, holding the Option key will change the 
direction of the rotate button, so you can rotate an image 
clockwise instead of counterclockwise. Sticking with Preview, right-
clicking and dragging on an image will draw a selection box. Hold 
Option while you're doing this, and each edge of the selection box 
will move in sync; dragging the box to the right will also move its left 
edge outward, tor example.

Hold down Option while clicking 
on the Sound menu bar to see 
your input devices.

9 Switch Scroll Bar Settings
If you open the System Settings app and go to Appearance in the sidebar, you can change 
how app scroll bars work. You can choose to have the scroll bar jump to the next page 

when you click an empty portion of it, or to have the page move down to where you clicked. But 
there's no need to adjust this in the System Settings app. You can do it directly in any app you're 
currently using. Just hold Option and click the scroll bar to flip between these two settings. For 
example, if clicking an empty part of the scroll bar normally jumps to the next page, holding 
Option when you do it will move to where you clicked. This works if your settings are the other way 
around, too.



10 System Settings
The System Settings app is a one-stop shop 
for configuring your Mac, but it's not the only 

way to tweak things to your liking. If your Mac has a row 
of function keys, you can combine the Option key with 
your function/media keys to get a fast way to access 
Mac settings without needing to root around in System 
Settings first. 

To change your Mac's brightness settings, hold Option 
and press the brightness up or brightness down button 
in the function row to go straight to the Displays section 
in System Settings. Likewise, holding Option and pressing the volume keys will open System 
Settings at the Sound page. Note that all of these options work whether or not System Settings is 
already open.

Pressing the Option key while pressing a 
display brightness button on the keyboard 
opens the Display settings.


