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Class Date Topics

1 3/21 Introduction and course overview

Internet basics

Jargon

2 4/4 Email

Managing files, photos

Internet browsing

3 4/11 Conclude email and managing files

Music

4 4/18 Word processing

Passwords and Internet security

Web browsing

Backups and System maintenance tips

Printers and scanners

5 4/25 Wrap-up
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My brain hurts
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Microsoft Word on the Web
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•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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•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

•. xlsx

•. 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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Word 2007, 2010, and 2013 (Windows) and 2011 (Mac) are 
basically the same.
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Highlighting words that may be misspelled 
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•All programs have more features than you 

can possibly use. 

•There’s often more than one way to do 

something.

Microsoft Office 2010 and 2007 for 

Seniors (Computer Books for 

Seniors series)

Microsoft Office 2010 and 2007 

for Seniors (Computer Books 

for Seniors series)

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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•If you only do two things about passwords, …

1. Do not use the same username/password 

or email/password combination on multiple 

sites

2. Do not use any of these:
•password, 123456, 12345678, qwerty, abc123, monkey, 

1234567, letmein, trustno1, dragon

•Or any of the 25 Worst Passwords of 2011

http://mashable.com/2011/11/17/worst-internet-passwords/
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The best password is the longest one that 

you can remember and  stand to type.

How secure is my password?

http://howsecureismypassword.net/
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Example Prefix Punctuation Unique 
number

Suffix

First 2 

chars of 

site

. - , & At least

four digits

Last char 

of site

At least 

one 

capital 

letter

Some sites 

restrict the 

punctuation

Don’t use 

your birth 

year or 

this year

Amazon Am - 2102 n Am-2120n

eBay eB & 1066 Y eB&1066y
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•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



Password for Apple 

Store

Password for local 

system changes
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Also used for iPad and iPhone 

apps.
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http://www.newseum.org/todaysfrontpages/default.asp
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Trouble-shooting and final thoughts


