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AirDrop Directions for Macs 

AirDrop is an Apple feature on its computers and digital devices such as the 

iPhone and iPad:

• It allows for the easy transfer of files from Apple device to Apple device.

• It only works with Apple devices.


•The devices have to be 
on a the same WiFi 
network.

•You can control who can 
Air Drop to you.


On the Mac laptop, you will find the AirDrop option when your Finder window is 
open.


To control the use of AirDrop, click on the word AirDrop in the left hand column
—you will see this box appear.  You will see some words in blue at 

bottom—click on them.  


Finder window

AirDrop option
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When you click on those blue words (no matter what they say), you will see a 
small drop down menu:


This menu allows you to control who can see your device to AirDrop.  
Remember, it’s only Apple to Apple and on the same WiFi network.  I have 
mine set on Everyone because I am often demonstrating how to use AirDrop in 
class.  


• No One = nobody can AirDrop to you and you can AirDrop to no one.


• Contacts only = only people in your contacts will be able to AirDrop with you


• Everyone = anyone on the same WiFi network with an Apple device will be 
able to AirDrop with you.  However, you always have to option to accept or 
decline the AirDrop request.  That said, you should use caution when using 
AirDrop on a public WiFi network in a restaurant, airport, etc.
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It doesn’t matter what your setting is for every day use of your computer. 
However, when using AirDrop it is important to check this setting and make sure 
it applies to the situation.


When you tap on AirDrop, you will see a dialog box which shows the devices 
that you can Airdrop to. See below.


If you are airdropping a document, spreadsheet, or presentation, drag the file 
onto the icon of the device you are sending the file to.


The only device 
available to me, at this 
moment, is my iPad.
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However, images from the Photos app are airdropped differently. Click on the 
image and then on the share button in the top menu, (box with an arrow pointing 
up).  You will see a drop down menu like the one below.


Click on AirDrop. You will see a similar dialog box as the one below—click on 
the device to which you want to send the image.


If someone is Airdropping a file to you, it will appear in your Downloads. You can 
then drag it to wherever you want to store it.
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