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iTunes Basics for Mac Computer 
What you see when you open iTunes. 




Top Menu 
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Your menu is on the left hand side if you are in 
the Library.


The major part of the screen (right side)  shows 
whatever is highlighted in the menu. In this case, 
it’s recently added music.


The other choices (For You, Browse, Radio, & 
Store) are full screen.


It will alway open to where you were the last time 
you were in iTunes.


Play button Volume Where iTunes is playing 
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The icon immediately 
to the right of the 
volume slider tells you 
on what device iTunes 
is playing. If you do not 
have Apple TV, it will 
not be a choice.

What song is playing or scheduled to play. More choices. 
See image 
below.

Search window

Anytime, on any device, 
when you see 3 dots or 3 
lines, it means you have 
additional choices.  In this 
case, you can choose Up 
Next—tells what songs 
are going to play, History
—what you have listened 
to recently, and Lyrics—
lyrics will be displayed if 
you are an Apple Music 
subscriber.
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Second Tier of Top Menu 

 




Top of Your Screen Menu  
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Back 

button

Choice of categories. 
See image below.

Different part of iTunes. Radio is not free.

These are the categories that 
organize your iTunes app.
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Help option is very helpful.  When you get stuck, go there first!  
You will find the iTunes User Guide under Help. 










The other options (File, Edit, etc.) change depending on what part of iTunes you are in. 
Remember, if your choice is black, it is an option.  If it is gray, it is not an option.
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Search window for specific questions.

Most of the options are 
grayed out—not a choice.

Most of the options are in black so 
they are choices you can make.  
You may not need to avail yourself 
of many of these options.  Take 
time to explore them. Remember, 
anything you do, you can undo!
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The Library 

The library is where you will find the items you have bought, downloaded, or imported from a 
CD. There are multiple ways to organize and reorganize your library.  There is no one right way
—it’s personal preference!


Remember that the menu is on the left hand side and whatever you highlight will show up on 
the right.


Below, we are in the Podcast category.
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On the right are the podcasts that have 
been subscribed to.  A click on the title 
will bring up the most recent episodes.  


Moving down the menu, there are other 
choices for displaying the podcasts—
My Top Rated, Recently Added, etc.


Titles Episodes
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Let’s look more closely at the music menu on the left hand side. Remember, you have to 
choose music in the drop down menu up at the top.
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The top third of the menu lists 
the ways to display the music 
you have bought or copied from 
a CD.  If you click on Songs, the 
songs will be displayed. See 
image below. If you click on 
Albums, the albums will be 
shown and so on.


The bottom two thirds lists your 
Playlists.  We will discuss how to 
create them a little further on.


Organized by Songs
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Notice that you can also change your organization by clicking on the categories at the 
top of the lists.  If you click on Name at the top of the Titles column, they will alphabetize. 
Same with Artist, Album and Genre. It is essentially a spreadsheet where you can organize by 
column.


Do you see the little blue clouds with a downward pointing arrow to the right of the titles?  That 
icon signifies that particular piece is still in the iTune cloud.  It is there because it was 
purchased on a previous computer; the music can be downloaded to this computer simply by 
clicking on the blue cloud icon.


Playlists 

Playlist: A collection of songs or other media (videos and podcasts) you have chosen and 
arranged.


Smart Playlist: A playlist that is determined by the rules you set.  If you create one based on a 
specific artist, anytime you import a CD, the songs will automatically be added to your Smart 
Playlist.


Rules: You set the parameters for the characteristics you want in your Smart Playlist.  
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Organized by Album



�8

Creating a Playlist 




Now that you have the named playlist in the menu, here are two ways to add music from your 
Library


1. Simply drag and drop into the playlist a selection from your library.
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1. Go to File, then Click on New.

2. Slide cursor to right until you 

see Playlist. 
3. Type in name of new playlist in 

the box that appears in the left 
hand menu. It will be light blue.
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2.  Control click on the title of the selection until you see the a dialog box similar to the one 
below. Slide the cursor over to the right until you see your playlists listed. Click on the one you 
want.





You will also notice that you can create a Smart Playlist.  You need to set the rules or 
parameters by which selections will be included.


Go to File/New/Smart Playlist. The Rules dialog box will pop up; it has many, many possible 
combinations.
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This is an image of a Rules dialog box.  A couple of things to 
notice: (1) each option has arrows to activate drop down menus 
(see below), (2) Live updating is checked which means new 
selections that fit the “rules” or parameters will automatically be 
added to playlist, and (3) additional “rules” may be added by 
clicking on the plus sign.
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Examples of the types of choices you have when setting the “rules”. 
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The amount of possibilities is a bit mind boggling!


When you click on the + sign, you will see space to add additional criteria or rules.





You add selections to your Smart Playlist in the same way an as an ordinary playlist.  Be aware, 
however, that a Smart Playlist will not accept any selection that does not fit the predetermined 
rules.
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Once you have set your rules, the name of the Smart Playlist will appear in your menu and the 
list will be displayed. The image below shows the rule of artist with Christmas as a qualifier.


Genius
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Genius is an option you turn on by clicking on the word Genius 
in the left menu bar.  When you do, you will see this dialog box 
with the various possibilities.  Please note it does say information 
about your Library will be sent to Apple.  You have to determine 
whether you want that action to occur.  One more privacy issue 
to think about.
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iTunes Store 

Needless to say your Apple account has to be up-to-date in order to purchase or rent 
something from the iTunes Store.


You must choose the category you are searching for.  The drop down menu is in the upper left 
hand corner (red arrow).  As in in other windows in iTunes, the Search Window is in the upper 
right hand corner (green arrow)


• By clicking on the piece you can listen to it.


• When you want to buy it, click on the price.


• Next to the price is a downward facing arrow that gives you a drop down menu with 
options (turquoise arrow).


• Once, bought, your selections will turn up in your library.  Remember, if the selection fits a 
“rule” for a Smart Playlist, it will appear in it also.


©BoomerTECH Adventures



�14

Below is an image the podcast window.


Click on the All Categories drop down menu to begin browsing.
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When you choose a particular podcast, you will see a screen similar to the one below.  


You have the option to Subscribe which means every new podcast will automatically appear in 
your podcast library.  Or, you can download just selected posts.


If you find a podcasts you want to follow somewhere else on the internet, it will appear in your 
Podcast library once you subscribe.


Most podcasts are free. 

Movies and TV shows choices are varied.  Some you can rent, and they will stay on your 
computer for about 28 days.  Other you can opt to buy, and you have them forever.


When downloading a movie or TV show, the speed of your internet is important.  Best the first 
time you download a video to do it 24 hours in advance. That way you will know what to 
expect in the future. It’s not like Netflix where you can click and watch immediately.  
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https://www.boomertechadventures.com/
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Rent or buy

https://www.boomertechadventures.com/
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