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I’ve always wanted to create a second user account on my Mac, but to date, felt I 
didn’t know enough about it to get on with the job.  Consequently while doing 
some research, I have put together some notes that are there to guide me.  As 
part of the process I ended up delving into aspects of customising the Mac- the 
Desktop, the Dock, the Sidebar. I hope the following notes help those interested.

There are many  ways to share your             
computer with others. One controlled way  is 
to set up a special access account called a 
User Account.

1. Setting Up Another User Account
2. Customising Your Computer (Basic)

1. Setting Up Another User 
Account

What is a User Account?
A ÒUser  AccountÓ is simply  like an estab-
lished separate and distinct line of access 
into the computer.  It is a  bit like a bank ac-
count. A second user account in your com-
puter  can be personalised for  a special per-
son or simply  as an extra  account. Each 
member of a family  ideally  should have 
their own user account, especially  when you 
consider their individual preferences in the 
areas of iLife programs, iPhoto and iTunes, 
and other in-built applications.

Why Should I set Up Another User Account?
Sooner  or  later, sharing your Mac with other 
people is going to cause you problems. Over 
time there will be a build up of files and 
folders in the one Home account with  ali -

ases in the Finder  and/or  Dock and/or 
Desktop. Simply  there will be too much clut -
ter which will make using your computer  
effectively, increasingly difficult.

There are several reasons you  should con-
sider setting up another User Account.
! Joe Kissell (Macworld US- see Nov 

2007  and Feb 2008 editions) recom-
mends the very  first step in improving 
security  and protecting your  Mac should 
be the establishment of a non-admin 
account for every  day  use (see comment 
below)

! New User  Accounts enables each differ-
ent computer user to have their own 
ÒHome FolderÓ for storing all their per-
sonal and other  files, and allows the 
particular user to create their own pref -
erences and settings for all individual 
applications, such as iTunes, iPhoto, 
Address Book, iCal, Safari Bookmarks, 
GarageBand, Word etc.

! A separate user  account is an important 
tool in  your Troubleshooting armoury.  
It  can be set up specifically  for  that pur-
pose.  Logging in as the Troubleshooting 
User can check if a problem is system-
wide or limited or sourced elsewhere.
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Comment. 
1. As part of his explanation about setting 
up another user account, Joe Kissell of 
Macworld, went on to describe how to 
transfer data into it.   Some readers pointed 
out this process can create problems. A far 
simpler way  was to make the new account 
the Admin account and change the old ac-
countÕs status to a non-administration one. 
(See full advice on how to do this at the end)
2. D Pogue (Mac OS X Tiger The Missing Manual) 
p.430 states: ÒIf youÕre the only person  who uses 
your Mac, you can safely skip most of this chapterÓ.
The chapter: Accounts, Firewalls and SecurityÓ

Some Considerations Before You 
Set Up the Accounts

! How many  accounts,  and for whom? 
Do you want  to create a  T r o u b l e-
shooting Account?

! What limits will be placed on the par -
ticular users- what access will  be avail-
able?

! What data (Òfamily-wideÓ) needs to be 
accessible by all users?

! Who is going to be the ÒAdministra-
torÓ?

! What levels of privacy  are there for 
each user?

! Times the computer will  be available 
for the different users?

How Do I Set Up an Account?
Account Name. Password and Access Status

! Under the Apple menu (to left hand 
screen corner) go to System Prefer-
ences and choose ÒAccountsÓ. Here 
you can add, or change or remove user 
accounts.  

! Click the lock and type in your Admin -
istrator password. Click the Ò+Ó sign 
and type in the userÕs name. If you 
donÕt like the short name that was 
produced automatically  type in a dif -
ferent one. 

! Next type in  the userÕs password and 
repeat to verify- but if you  have no 
qualms of other  people accessing your 
files, or  if you  are the only  user of the 
computer, you also leave this blank. 

! A hint needs to be typed in next, which 
will prompt remembering the pass -
word. 

! DonÕt click the ÒAllow user to adminis-
ter this computerÓ

User Picture
! Click the Picture tab and select an ap-

propriate one- drag and drop. You can 
also edit the picture if you wish- sim -
ply go to Edit and select Choose. 

Parental Controls
! If relevant,  go back to System Prefer-

ences and click Parental Controls and 
make choices- Mail, Finder  and Sys-
tem, iChat, Safari,  and Dictionary.  
This area by  itself is very  detailed and 
could well form a completely  different 

article!

! Choose Accounts and select the 
Finder.app & System box. Select  the 
conditions under which the user  can 
use the computer.  There are five areas 
of control under Leopard: Mail, Safari 
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and iChat, Dictionary,  Finder & Sys-
tem. Select the one(s) you want then 
click Configure. As Administrator you 
can always return later to make further 
changes.

! With more than one user account, you 
need to select  the usual or default  account 
you will use. Go to System Preferences and 
select  Accounts, then click Login Options 
which will determine whether all login 
choices will be displayed or  the computer 
automatically go to a preferred option.

Changing Permissions
You might  like the new user to be able to 
access some special files in your Home Ac-
count.  You can change the permissions 
status on the file (or  group of files). Click on 
the file, then go to File and select Get  Info.  
Click and expand the Ownership & Permis-
sions section. There are three levels of ac-
cess to choose from: full access by  all; peo-
ple can put things into the file but not  take 
them out; and you can look but not allowed 
to touch.

Now you then need to then customise the 
Desktop, Side Bar and Dock

A Login Process
While in Accounts, click on the Login Op-
tions box. There are a number of settings:
* Automatically  Login (to this account),- no 
need to sign in;
* Display  login window- with a list  of ac -
count names and you may  require them to 
put in their name and password; and
* and several other more secure options for 
you to choose from.

In using multiple user accounts, be aware of:
1. Account Access   (a) The Administra -
tor  can access the new user  account using 
the his/her  original Administrator  pass -
word; and (b) If you set  up a second user 
account you can still use the same password 
as for  Administration (or you  can even leave 
it blank)

2. User Switching  can be made very 
easy  by  placing an Accounts option on the 

top left hand corner of the Menu Bar. In the 
Login Options menu (System Preferences, 
Accounts).  Sounds good, but  other  users 
can then access you particular account!

3. Picture:  If you donÕt like the range of 
pictures to select from, you can always drag 
and drop one into: Hard Drive  � Library 
 � User Pictures. then this will also appear 
as a picture that may be selected

4. Permissions Problems   Sometimes 
users cannot access particular applications 
and this can be traced back to permission 
problems.  The application will only  work 
you must be using the user account  at the 
time of installation.. 

5. Security  Issues  that may  arise with 
others using the computer. particularly 
children. The Mac Administrator has the 
power to set passwords, determine rules for 
using Apple software, determine which 
Internet  sites children can visit  (see Paren-
tal Controls in Leopard), and control email 
contacts.

6. Cost  Having more than one user of 
software may  incur the expense of a new 
user licence for each user

7. Conflict  Sometimes there may  be 
problems between users. For  example, in 
which user account should the family  pho-
tos appear? Maybe there needs to be an-
other user account for ÒFamilyÓ to overcome 
these family-wide challenges?
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8. Cannot Login   You  may  not be able to 
login  to your user account after installing 
Leopard because you have a password of 
more than 8 characters created in the days 
of 10.2.8 or earlier.   If this has happened 
and you  only  have one user account, consult 
www.macworld.com/3185   You will have to 
restart in  single user mode (holding down S) 
and key  in the instructions. If you have 
more than one account, you need to to in-
stall Login and Keychain update, then login 
to the active account,  choose Menu: Soft-
ware Update and download it.
Sometimes too, after installing Leopard the 
Administrator  Account  is converted to a 
standard account. You have a major  prob-
lem and should consult a technician. 

Note: Actually  Leopard Promotes 
File Sharing  You can allow  others to 
share the files, folders and volumes on your 
computer across a network and the Internet 
with  improved ease under Leopard.  In 
ÒSharingÓ in System  Preferences you can 
stipulate which folders and volumes that are 
to be shared, identify  the users who will be 
able to access certain volumes and the 
rules/protocols when they  do,  all based on 
the drag and drop action.

2. Customising Your Computer 
(For the New Account)

(a) The Dock
The Dock is at the bottom of the screen
! You can determine what position the 

Dock is in on the screen- go to System 
Preferences and select Dock, then elect 
either left, bottom or right

! While in System preferences- Dock. 
Select whether you want the Dock to 
ÒhideÓ. You can make the Dock disap-
pear by clicking ÒAutomatically hide 
and show DockÓ

! You can re-arrange the Dock icons by 
using the drag and drop action

! You can remove an icon by simply 
clicking on an icon and moving it away  
from the Dock

! You can add icons to the Dock (appli-
cations to the left hand side, all else to 
the right)- go to the Finder and open 

Applications. Select the ones you want 
in the Dock.  While in the Finder select 
and open your Home folder and select 
any non-applications you want to add 
to the Dock

Note: * You can also access the Dock Prefer-
ences by  going to,  and clicking on, the 
(black) Apple, top  left hand screen corner
 * If you  drag a folder to the Dock it will 
become a stack

(b) Desktop
Remember  before you begin that  a small 
number of Desktop icons will improve the 
performance of your computer. Keep icons 
to a minimum.

! You can determine what items- hard 
disk, external disk, CDÕs/DVDÕs and 
iPod icons appear on the Desktop.

    Go to Finder--> Preferences--> General
! First consider  setting the Desktop picture 

and screensaver.  To do this, go to System 
Preferences and select Desktop and 
Screensaver  and select from the various 
options.

! You can also determine Desktop sound 
effects by  going to System Preferences, 
Sound, and select Sound Effects. If you 
donÕt want any  sounds to be played, un-
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check the box next  to Play  user interface 
sound effectsÓ

! You can simply  drag any  icon onto the 
Desktop if that is your wish.

! You can create a new folder on the Desk-
top while in the Finder by  going to File 
and select  New Folder. I suggest (as part 
of keeping your  computer  in tip-top or -
der) you create one folder to use as a 
transit-stop for files you are not quite 
sure you want to delete.  Leave them in 
the folder for a month or so. then decid

! In configuring programs you can some-
times determine whether the Desktop 
will be used. For example in  Safari,  you 
can select that Internet downloads ap-
pear on the Desktop

! You can add to the Menulet bar (top right 
of the screen) by  going to the Hard Drive 
icon,  click and select System, then Li-
brary,  then Core Services then the Menu 
Extras folder, Double-click on selected 
items. 

! Most items in System Preferences allow 
you to show their icon in the Menu Bar

(c) The Sidebar
The Sidebar streamlines your movement 
around your computer. It contains a vertical 
list of places you might  look to find a par-
ticular folder or file. 

! At the top are ÒdevicesÓ so this is an 
easy  place to visit to unmount a  camera, 
a video camera, a  flash drive etc that  has 
been connected to your computer (click 
on the little icon next to the name of the 
device.

! You can determine what devices are 
shown by  going to Finder Preferences  ���

Sidebar
! Underneath the devices there are applica-

tions and it is here you can drag any 
folder icon you wish or highlight the icon 
and go to File, Add to Sidebar

! You can even create Smart Folders here! 
Go to Finder  � File  �  New Smart Folder

! You can rearrange the list by  dragging 
and dropping

! You can remove an icon by  dragging it 
out of the window completely

! You can even hide the sidebar by  double 
clicking the divider  or pressing Com-
mand, Option, Control, T. (To make it 
appear,  double click the edge of the 
screen)

! You can change the width  of the sidebar 
by  dragging the vertical line divider  to the 
left or right

! You can even customise the items in the 
Title Bar  at the top of the Finder. While 
in  the Finder, click on View-->  Customise 
Toolbar. ThereÕs lots to select from or 
simply  choose the Default  Set. You can 
even add your  own file,  folder, applica-
tion- any  icon to the Title Bar. You an re-
arrange the items in the Title Bar; you 
can remove an item by  holding down the 
Command key  and slick and drag the 
chosen item off the Title Bar.
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Note: Accidentally  removed the wrong 
item? Go to Finder  ��� Preferences  ��� Side-

bar  you  can always re-establish  any  Apple-
installed icon you might have removed un-
wisely

Conclusion
After considering all of what I have learnt, 
I have decided to:

*  create two extra Accounts on my Mac,
one a Troubleshooting Account, and the 
other titled ÒKidsÓ(for grandchildren)  with 
severe restrictions placed in it through both 
System Preferences and Parental Controls; 

* Learn more about File Sharing, the Fire -
wall,  Logging Firewall contacts, turning on 
File Vault Protection and Enabling Stealth 
Mode in Leopard and the program ÒGrabÓ.

Joe KissellÕs Advice 
User Accounts

(Macworld US, Nov 2007, p.52)
“Using that administrator account as 
your normal, day-to-day login acc-
count can be risky... you can mista-
enly change or delete something cru
cial to your computer’s operation. 
And...you open a potential security 
hole: if you step away from your
computer without logging out, some
one else will have complete access to
 your computer’s data and settingsÓ 

Transfer of Data  
(Macworld, Feb 2008 p23)
“To avoid most of the permissions-
related issues, I suggest the follow-
ing. In your old account, drag the 
files and folders you want to move to 
the new user into /Users/Shared. 
(You want to copy them rather than 
move them, so hold down the Option 
key while you drag. Copying instead 
of moving changes the file’s owner to 
the current user). Then log into your 
new user account, hold down the op-
tion key, and drag the items from the 
shared folder to their respective loca-
tions. Finally, delete the files from 
the Shared Folder”

To me, this all seems a bit much. given I am
 the only user of my computer, IÕd prefer
 to run the security risk!

Colin McGuire 
  March 22, 2008

PS: (1) The new user  can access files outside-
the new Home Folder! Inside every  UserÕs 
Home Folder is a Public Folder that all users 
can access. Similarly  there is a Shared Folder  
accessible by  all people with a User Account on 
the Mac, but not other Mac operators/visitors.

(2) If some of the screen shots are unclear, try 
increasing the Pdf zoom at the top of the 
screen. Apologies.
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