Senior Training

* Internet & Basic Computer Classes for Seniors

» Beginning November 5 through December 17,
2010

— 6 Classesin 7 Weeks

— Laboure Center 2™ Floor

— 275 West Broadway, South Boston
— Second Floor

Sponsored By

Sponsored By

Laboure Center

South Boston Citizens Association
Reliable Computer Services
Senator Jack Hart

Who Am 1?

4

Why Am | Here?
Jack Bowes
JackBowesl@cs.com




Facility

e Equipment, Instructor, Self
— Patience
e Software

— System Software
* Windows XP

— Application Software
» Office XP
— WordXP

¢ Restrooms Near the Elevator

Who Are Y ou?

Y our Name and Background

Do You Have a Computer?

Connected to Internet? P

Use Email?

What Windows Version Do you have?

Do You Have Office?
— What Version?
There Maybe Slight Differences in the Menus

Start Button
(Menu)

Icons

Professoral




Ergonomics

» Applied Science Devoted to Incorporate
Comfort, Efficiency, and Safety Into the
Design of Itemsin the Workplace.

e Studies Have Shown That Using the Correct
Type and Configuration of Chair,
Keyboard, Monitor, and Work Surface Will
Help You Work Comfortably and
Efficiently, and Help Protect Y our Health.

Ergonomics

e Chair
— Adjustable

* Work Station
— Adjustable

» Display Screen
— At Least 19

Mouse

— A Pointing Device That Fits Comfortably Under the
Palm of Y our Hand.

— TheMouse Is the Most Widely Used Pointing Device
on Desktop Computers.

— WithaMouse, You Control the Movement of the
Pointer, Often Called a M ouse Pointer, on the Screen
and Make Selections From the Screen.

— TheTop of aMouse Has One to Four Buttons; Some
Also Have a Small Whesl.

— The Bottom of aMouse Is Flat and Containsa
Mechanism That Detects Movement of the Mouse.




Mouse

For a Right-handed User,

— Left Button Usually Is the Primary Mouse
Button

— Right Mouse Button |s the Secondary Mouse
Button.
L eft-handed People, However, Can Reverse
the Function of These Buttons.

Internet Explorer

Double Click Icon for
Internet Explorer

ThisWill Get Usto
the Internet

Internet
Explarer

Practice With Mouse

* http://www.pbclibrary.
org/mousing/

» The Following Web
Page Will Appear

Mousing Around




.reliable-computer.com

Senior Training

— Linksto Web Sites

— Photo Gallery

— Training Report

On Our Favorites
Our Web Site
Sponsored by

— South Boston Citizeny

Association

Slideson Sitein PDH
Format

Adobe.com

ADOBE  CREATIVE SUITE™S

Meet the family >

Start Menu

All Programs
My Documents
My Recent
Documents

My PicturesMusic
My Computer
Control Panel
Connect To
Printers& Faxes
Help & Support
Search

Run

Log Off or Turn
Off Computer




Control Panel

e Start Menu
— Control Pan
* Mouse
* Accessibilit
Options

Adjusting Mouse

Mouse —Pointer Tab
— Button Tab +Sizeof the Pointer
* Double Click Speed

I 5

(se Detault B
Cancel Ll Helh

Right Mouse Button

- BRI

* Popup Menus

2 &
— Display Popup | #
]




Display Properties

e Screen
— Background
— Screen Saver
— Appearance
— Settings

Power Options

Accessibility — Magnifier

e Programs

— Accessories
* Accessibility
— Magnifier
— Magnifier
Settings
» Tracking
» Colors
» Presentati
on
» Right
Mouse
» EXit




My Computer

¢ Selection on
Start Menu

— Floppy Drives
o Al

— Hard Drives
< C
— CD Drive
« D:
— Control Panel
— Printers

Version of Windows

e My Computer
* Help
+ About Windows|g

Date/Time

Task Bar

Control

Panel

— Date/Tim

— Adjust
Computer

Date &
Time




V olume Control

e Task Bar
e Control
Panel
— Sound
— Adjust
Volume of
Sound from
Computer

Printers

Tothelndividual Printer

» Bar Menu of
— Printer
— Document
— View
— Help
» Document Name [§
— Status
— Owner
— Progress
— Started At




Help Facility

Contents
Index
Find
Display
Print

Start Windows Explorer 1

* Programs ;

— WindowsExplorer fg
* Bar Menu
 File
« Edit
* View
« Tools
* Help

— Filesand Folders [—
* Foldersaredirectories
* Files

Start Windows Explorer 2

— Applications—
Program files that
perform task

— DataFiles—
Documents which you
create

— Shortcuts—Linksto
other items

— Copyingfiles

» Copy and paste
* Movefiles
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Start Windows Explorer 3

¢ Find Command

— On Start Button or
Explorer Tool Menu

— Helpsyou locate afile
or folder

Recycle Bin

e Desk Top Folder in
which windows stores
theitems you have
deleted

— Needsto be emptied
periodical
— Bar Menu
« File
- Edit
* View
* Help

Taskbar

e Has Start Button to run applications and shows

which jobs are active
L
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Windows Application

Start Menu

— Programs B K rr—

e Aty e
. # bt
 Accessories B 53 R e
X e
¢ Programsthat come with

o o
Windows under accessories g
+ Some Common Examples ki e
— FAX
— Games
— NotePad
— Word Pad
— Calculator 2 Tkl ik 18

B s S
— Paint [P Moo s 2 whan o

Word Pad

B Bscumont Werdlrad

YesrupEza

W untitled - Paint
Fie Edit View Image Colors Help

+ By CiblpicisrgTiel
[T ——
T

+ By Mk i one

For Help, click Help Topics on the Help Menu
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