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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
Infernet basics
Jargon

Email
Managing files, photos
Internet browsing

Conclude email and managing files
Music

Word processing

Passwords and Internet security

Web browsing

Backups and System maintenance tips
Printers and scanners

Wrap-up

]
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My brain hurts
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Word processing
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Marcaott woed Webs &pp (Tachneal Preview] [+ .|

Salesforce.com for the CIO

Take data from muitiple systems, on a periodic basis, and then generate out-of-the-box IT
cost models, into pre-defined models, that say, allocate cost of network mto a server, and
allocate costs to servers, efc. on top of that, key financial management processes,

Most of our custmers are trymg to get 10-15 percent cost reduction, and are embarking on
2 cost transparency mitiative. Uit cost of IT services, and then cost-reduction targets
(Shde 9)

Clients include starbucks, which wanted costs of deskrops v laptops, different laptop
models, etc. and found 2x costs m laptops versus desktops because of warranty, etc., 50
they understood cost of support, and saved money by extending the warranty.

Working with Amazon EC2, to help understand cost of internal storage versus cloud,
supply chain of cloud s getting disrupted.. . believes that things wall become hybeid SO
complexsty of managing will . because of price concerns, and other concerns, and using
EC?2 for storage. . consolsdating the internal views and the external views, the external
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Other alternatives

- Windows built-in

* Notepad (plain text editing)
* Wordpad

» Simple text editor with formatting
« Can import/export Word files, but limited

- Mac built-in
» Textpad (simple text editor with formatting)

- Mac desktop
* Pages (part of Apple’s office suite)

- Web
« Google Docs

‘
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What's with the x?

- With the Office 2007 release, Microsoft changed
the file format (the way that the information is
stored within the file).

- Files with the new format end in an x:

» . docx
o, XIsx

° . pptx
*and so on ...

- Versions 2007 and later can save files in the old
format.

- Versions earlier than 2007 cannot read the new
formats.
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¢ Quick Access Toolbar Group ‘

- Microsoft Word (Styles Group) o] | X |
| s Page Layout ~ References  Mailings  Review  View  AddeIns o a
‘ = £ .
“n AN A B 2 AaBbCeDdEe | AsBbceDdEe  AaBbCcDe )
Ch Editing

T Normal T No Spacing Heading 1

Dialog Box Launcher

Tab
(Home Tab)

File Button
Replaces Office 2007 Office Button

Word for Windows 2010
Word 2007, 2010, and 2013 (Windows) and 2011 (Mac) are
‘

basically the same.
I
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for the selected text from the Quick Stylé
directly by using the other controls on lh¢
| 18 the look from the current theme or ualr\
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Strong
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Quote
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Book Title

. Intense R...

&, Clear Formatting
Apply Styles..
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- Daocumentl - Word

-

E INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

o - - - - ::v;:'r’.:l_—v = 33— A
ury Gothii - |11 A oA Aa- B = = % &3 2 T | aopoce AcBbce AaBLE assbce
I U~-aex, X A-F-A- =E=== [=- b-H~ THNormal | TNoSpac.. Headingl Heading:
Font P Paragraph P Styles
Karl Hakkarainen is often mispelled
misspelled
Ignaore All

Add to Dictionary

% Hyperlink...
I MNew Comment

About those squiggly red lines

Highlighting words that may be misspelled

‘
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A few final words

- All programs have more features than you

can possibly use.
- There's often more than one way to do

something.

click to LOOK INSIDE!

et @@@ w.n'.us.p
— SENIORS

Microsoft Office 2010 and 2007 Microsoft Office 2010 and 2007 for
for Seniors (Computer Books Seniors (Computer Books for
for Seniors series) Seniors series)

‘
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http://www.amazon.com/Microsoft-Office-Seniors-Computer-Books/dp/9059051777/ref=sr_1_1?s=books&ie=UTF8&qid=1366214202&sr=1-1&keywords=microsoft+word+for+seniors
http://www.amazon.com/Microsoft-Office-Seniors-Computer-Books/dp/9059051777/ref=sr_1_1?s=books&ie=UTF8&qid=1366214202&sr=1-1&keywords=microsoft+word+for+seniors
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Passwords, Internet security
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About passwords

- If you only do two things about passwords, ...

. Do not use the same username/password
or email/password combination on multfiple
sites

2. Do not use any of these:

« password, 123456, 12345678, gwerty, abc123, monkey,
1234567, letmein, trustno1, dragon

« Or any of the 25 Worst Passwords of 201 |
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http://mashable.com/2011/11/17/worst-internet-passwords/

How secure is my passworde
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http://howsecureismypassword.net/

Unique passwords

Punctuation |Unique
number

First 2 - At least  Last char

chars of four digits of site

site

At least Somesites  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

~Yourlocal 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 saome®e
* Mine aren'’t

‘
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Mac passwords

Password for Apple Password for local
Store system changes

Sign in to download from the App Store. — — —
i | If you have an Apple ID, sign in with it here. If you have used the iTunes Store or =
\\/ iCloud, for example, you have an Apple ID. If you don't have an Apple ID, click n System Preferences is trying to unlock
Cleate Sppie 1. _ Parental Controls preferences. Type your
Apple ID Password Forgot? uﬂ password to allow this.
kh@queenlake.com | )
@ | Create Apple ID | Cancel | | Signin | Name: LKa" Hakkarainen ) ‘
Password: [ ]

@ [ Cancel J [ Unlock |

Also used for iPad and iPhone
apps.

‘
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BOSTON (AP} — A suspect in the Boston Marathon bombings was taken into
custody llednesday in a breakthrough that came less than 48 hours after
the deadly attack, a law enforcement official briefed on the
investigation said lednesday.,

The official spoke shortly after several media outlets reported that a
suspect had been identified from surveillance video taken at a Lord &
Taylor store between the sites of the two bomb blasts, which killed
three people and wounded more than 170,

The official was not authorized to divulge details of the investigation
and spoke to The Associated Press on condition of anonymity, The
suspect was expected at a Boston courthouse, the official said,

A news briefing was scheduled later lednesday.,

Law enforcement agencies had earlier pleaded for the public to come
forward with photos, videos or any information that might help them
solve the twin bombings,
— press space for next page —J
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http://www.newseum.org/todaysfrontpages/default.asp

“"No problem, K. A. Hakkarainen
will know what to do.”

Trouble-shooting and final thoughts
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