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Your learning goals

» File management
> Photos
- General files and folders
> Cleaning out unwanted stuff

» Emaill

> Web mail

> Moving contact lists between services, compters
» Tablets and Phones

- General usage
> Favorite apps
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More goals

» Keeping multiple devices in sync
> Multiple computers
- Computers and phones, tablets, cameras

» Internet

- What browser

> What are cookiese

> Online shopping and banking
» Printers and scanners

> Troubleshooting
> Printing from phones and tablets
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Still more goals

» Music, videos, and podcasts
> iTunes
> Moving music other devices, CDROM
- Podcasts and audiobooks
» Websites and services
> Facebook, Twitter, and Pinterest
- Skype
- Dropbox, Evernote, and Pocket
» General knowledge
> Terminology
> lcons
» Backup
> Dropbox
> Online backup services
- CD/DVD, USB and external drives
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Class schedule

Class Date
] 3/21

2 4/4

3 4/11

4 4/18
5 4/25
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Topics

Infroduction and course overview
Intfernet basics
Jargon

Email

Managing files, photos
Internet browsing
Passwords

Music and videos
Keeping devices in sync

Backups and System maintenance tips

Word processing
Printers and scanners

Wrap-up
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What we'll cover today

» Email
> Email programs
> Web-based email
» Email attachments

> Word documents
> PDF files
> Pictures

» Managing files and folders
» Internet and online security
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» Email programs
- Qutlook
> Mac Mall
> Windows 8 Mail app

» Web-based email
> Gmalil
o Charter
> MSN (Soon to be Outlook.com)
> Verizon
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Email - Desktop vs. web

Deskiop program Web mail
» Advantages » Advantages
- Keeping control of your > Access anywhere
mail » Disadvantages
» Disadvantages - Advertisements
> Can only access mail > Integrafion with some
from your primary desktop programs
computer - Limited offline access

(If your computer breaks,
you may lose your email.)

- Search may be slow if you
have a lot of email

[ —
JE—
— - — Know your laptop - Class 2 10

Fhovcesser Institwee for Senior ducanion )
The Worcester fnstinte for Senior Education



Downloads

» When you download an attachment, it
typically goes to your Download folder.

» Some mail programs will let you see the
Image in the messages without downloading.

» YOU need to have a program on your
computer that can open the attfachment.
> Word for .doc or .docx files
- Acrobat Reader for .pdf
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Managing messages

» Folders

» Tags (Gmail)

» Stars and flags

» Deleting messages

» Emptying trash folder
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A few words on passwords
Can't live with them and
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Unique passwords

Punctuation | Unique
number

First 2 .- At least Last char

chars of four digits of site

site

At least Some sites Don’t use

one restrict the your birth

capital  punctuation year or

letter this year
Amazon Am - 2102 n Am-2120n
eBay eB & 1066 Y eB&1066y
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Mac users have two important

passwords

» Your local system password

> Allows you to install software or make important
changes on your system.

» Your Apple Id

> Used to download and buy applications from the
App Store

> Used to buy music from iTunes.

» Should they be the same?¢
> Mine aren’t
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IDON'T ALWAYS CHANGE MY BROWSER
SETTINGS
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Important, but not so tasty cookies

Cookies and site data

Site Locally stored data | Removeall | bank x |

nccoous][_m ] [pwowsc][ om0 J[ s ][ o ) vrso ) weor.
(e J[emrose) [ e )t Jotoner)o.een] o
T e ) O

Mame: state
Content: %5 1Y

Doemain: .bankofamerica.com

Path: !

Send for: Any kind of connection

Accessible to script: Wes

Created: Thursday, March 28, 2013 6:34:17 AM
Expires: Tuesday, September 24, 2013 6:34:17 AM
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Should | be the one teaching this section?
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Windows Explorer

<8 ForTrrE—

—

7 Organize v | New library

3 Favorites Libraries
Open a library to see your files and arrange them by folder, date, and other properties,
- Libraries =
Documents ~  Documents & Music
J Music Library & Library
Pictures =
el ) ﬁ Pictures Videos
B Videos <<z Library g Library

1% Computer

ﬁ Network

g 4 items
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Finder

[El All My Files

FAVORITES
Q Dropbox
£ All My Files
? AirDrop
#\ Applications
s Desktop
B Documents
€) Downloads
E Movies
J7 Music
({8 Pictures
UBM
Google Drive
working
PDF

SHARED

DEVICES
(©) Remote Disc

=

Events & Reminders

LN
| ﬁ,,_,%?
Beyond The Four
Horsem...f Mobility

Images
computer cats.jpg lolcats.find.file.jpg

PDF Documents

MWCC-Free-

Calendar Print

College-...-13.pdf Preview.pdf
Music
daverast2013ian?8 test chrmn3

‘

Horcesser

w2

The Worcester Instinute for Senior Education

Screen-
shot-20...-PM.png

Diana Untermeyer
poster(1].pdf

rest chr.mn3

Mac.Update.Passw
ord

MWCC Alumni
Marketin...orm.pdf

Welcame ta

Screenéhot_2013-
04-04-...6-17.png

=X
[ It
CommunicationsM
anual.pdf

1206270853h ann

Show All (33,625)

Show All (2,833)

2013-04-04
07.22.02.jpg

Mount-Wachusett-
and-Kap...sityl.pdf

Show All (34)

1206270753h ann

Know your laptop - Class 2

21



Files and folders on phones and

tablets

» Tablets and phones don't let you browse files
and folders in the same way as desktop
systems.

» Access controlled via apps
» IPad is even more restricted.
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Tips

» Common folder names
- Documents
> Pictures (and/or Photos)
> Videos (and/or Movies)
> Music
» What works best is what works for you.
> You can keep files of any type in any folder.
> The folder names are generally just suggestions.
» Use search to find files and folders on your system
> Windows #F
- Mac 3BF
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Photographs

» Your system setup determines what happens
when you insert a memory card or USB drive into
your computer.
> In this class, we might have 20 different ways of

transferring photos to computers.

» If you have a photo management program, that
program will usually copy the files to your
computer.
> Programs that came with your computer
> Programs you purchased

» You can also copy files directly to a folder of your
choice.
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Photo management programs

» Each system has a built-in program
> Windows Live Photo Gallery
> Preview and iPhoto

» If you don't already have one:

> Picasa (by Google), Windows and Mac, free
» For simple edifing,

o Irfanview (Windows only), free
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LET'S NOT KNOW
TOGETH
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