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User manual & workbook for Community Adult Computer Classes

Steps

Information

Intended Audience

Before you Start

The Exchange Computer Users

You can only use this manual if you attend the weekly computer classes held at The
Exchange in Kelvin Grove

Check with Computer Class coordinator that you are using the up-to-date version of
this manual

Basic Windows Essentials

Desktop

Start Bar

The Desktop is the first screen you will see once your computer boots up. It normally
features your computer's most important and most used programs.

B coofta - st G

The Start Bar is a table of contents for your computer. It features every program that is
installed on your computer. To utilize the Start Bar, use your mouse to click the “Start”
button in the lower left hand corner of your screen.

All Programs D
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Quick Launch is a taskbar displayed on the computer's desktop that allows access to
programs with one click. To access Quick Launch:

With your mouse, right click an empty area on the taskbar and select
“Properties”

The “Taskbar and Start Menu Properties” field will appear. Check the box that
says “Show Quick Launch” and click “OK”

Quick Launch
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My Documents is a folder where the user's music, pictures, download & other data is
most commonly stored. When prompted to save files, the computer normally defaults to
My Documents. My Documents can be normally be accessed two ways:

My Documents
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My Music

i Internet ’ My Documents
Internet Explorer . k
E 5 My Recent Documents

(@51 E-mail
Cutlook Express

® windaws Media Playver = 5 My Music
gﬂ My Computer
F ﬁ Windows Messenger

Ef;f My Pictures

- Control Panel
[I* Tour Windows xP
h @, Set Program fccess and
Defaults
- Files and Settings Transfer 5
wWizard h% Printers and Faxes
9/] Help and Support
p Search
E}' Rurn,..

All Programs D

@| Log OFf |§| Turn OFF Computer

iJ start

Click the “Start” button in the bottom right hand corner of the desktop
My Documents will be an immediate option, click the folder
My Documents also has a folder on the desktop

My Music is a sub folder of My Documents that stores music on the computer. My
music is the default folder music is saved to.
The most commonly music file type on Windows based computers is .mp3
.mp3is a compressed digital audio file and the most common used to transfer
music from CDs, cassette tapes, and records to computers.
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My Pictures is a sub-folder of My Documents where photos are stored by default.
Orgamze your photos by creating folders that serve as photo albums
By right clicking inside the folder & selecting “View”, you can view your pictures
in a variety of ways.
Filmstrip - features all of your pictures in a strip along the bottom of the folder,
with a large preview of the selected picture
Thumbnail - small previews of all pictures contained in the folder
Tiles - photos are listed and show an icon determined by the file type of the
picture (i.e.- jpg, gif, bmp, png). They also show details of the dimensions and
file size of the image.
Icons - a less detailed view of Tiles, it shows no details of the image, only the file
type’s icon
List - A list of all the images in the folder
Details - Same view as the list, with the same details as the Tiles view

Files
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Folders
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The best way to describe Files is that they are a digitized version of a cabinet, closet, or
any other type of physical storage space. lItis a collection of data stored on your
computer. Essentially, Files are the paper inside of the folder.
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Folders are virtual containers where data is kept and organized. To create a New
Folder:

Right click your mouse where you'd like to create your Folder
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Windows Explorer

My Computer

Windows Explorer

Select “New” from the toolbar
Click “Folder”

A folder will appear with the option to name it. Name the folder whatever you

wish.

Click away from the folder and the Name given to the folder will automatically

save.

x If you do not wish to give your folder a name, Windows will default the folder
name to “New Folder”
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is an application that serves as a file manager for the computer. It
allows the user to access and manage every file system featured on the computer. To
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Control Panel

run Windows Explorer:

Click on the Start menu in the bottom left hand corner
Select the “All Programs” arrow

Highlight the Accessories folder

Select “Windows Explorer”

My Computer is an icon featured on all Windows computers that contains all of the hard
drives that are physically connected to the computer.

Control Panel allows users to view and manipulate basic system settings and controls,
such as adding hardware, adding and removing software, controlling user
accounts, and changing accessibility options. To view your Control Panel:

Open My Computer

On the side panel, there is an option to click “Control Panel”
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Let's take a look at some of the commonly used functions of Control Panel

Add Hardware properly installs new hardware to your computer, such as external and
internal drivers. In most cases, new drivers come with a CD which guides step by step in
the installation process. However, if the CD is lost or corrupted, and isn’'t available to be
downloaded or re-ordered on the company’s website, Add Hardware will help install the
drivers properly.

Add or Remove Programs is an easy feature to uninstall programs and unnecessary
features on your computer or add features and components to programs already that
have already been installed.

Date and Time allows you to readjust the day and time settings. Daylight Savings Time
is automatically adjusted. However, if you move to a different time zone, you will need to
change the settings.

Display allows the user to change the appearance of their Windows computer.
Everything from the background to the taskbar can be customized.

Internet Options allows you to modify several internet features such as your homepage,
security and anti-virus limitations, cookies and the history cache.

Printers and Faxes shows all of the printers and fax machines connected to your
network. It would also be used to install new printers and fax machines.
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Sounds and Audio Devices controls the volume emitted from the computer. You can
also set up drivers for playback and recording.

System allows basic modification of your computer. You can determine which programs
run when your computer starts, you can also set-up System Restore, which enables your

computer to essentially “go back into time” and revert prior to getting a virus or corrupting
a program. Your computer’s name is here is well.

Microsoft Office 2003

Microsoft Word 2003

Microsoft Word is a program used to create, edit, & save documents.

To open Microsoft Word,

Click the “Start” button on the lower left hand corner
Select “All Programs”

Find & select “Microsoft Office”

Click “Microsoft Word”

To save a file in Microsoft Word
Click “File” in the upper left hand corner
Click “Save As”
Microsoft Word will default to the “My Documents” folder. Find the folder you
wish to save the Word document in and click “Save”
To save your work in progress, click “File” and then click “Save”

To open a file in Microsoft Word
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Double click the Microsoft Word icon

Click “File” in the upper left hand corner

Select “Open” and a box will appear

Find the location of the Word document you wish to open
Click the file & select “Open”

Microsoft Excel is a spreadsheet application that analyzes and configures data using

Microsoft Excel 2003 cells, tables, and formulas.

To open Microsoft Excel
Click the “Start” button on the lower left hand corner
Select “All Programs”
Find & select “Microsoft Office”
Click “Microsoft Excel”

To save a file in Microsoft Excel
Click “File” in the upper left hand corner
Click “Save As”
Microsoft Excel will default to the “My Documents” folder. Find the folder you
wish to save the Excel document in and click “Save”
To save your work in progress, click “File” and then click “Save”

To open a file in Microsoft Excel
Double click the Microsoft Excel icon




SAMPLE WORK
©2010 -Princeton Commercial Holdings
All rights reserves — May not be reproduced, publis hed or transmitted.

Microsoft PowerPoint
2003

Click “File” in the upper left hand corner

Select “Open” and a box will appear

Find the location of the Excel document you wish to open
Click the file you wish to use & select “Open”

Microsoft PowerPoint is a presentation program for Microsoft Office. Itis commonly
used in conferences, classrooms, and ceremonies.

To open Microsoft PowerPoint
Click the “Start” button on the lower left hand corner
Select “All Programs”
Find & select “Microsoft Office”
Click “Microsoft PowerPoint”

To save a file in Microsoft PowerPoint
Click “File” in the upper left hand corner
Click “Save As”
Microsoft PowerPoint will default to the “My Documents” folder. Find the folder
you wish to save the Excel document in and click “Save”
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Microsoft Outlook 2003

To save your work in progress, click “File” and then click “Save”

To open a file in Microsoft PowerPoint
Double click the Microsoft Excel icon
Click “File” in the upper left hand corner
Select “Open” and a box will appear
Find the location of the PowerPoint document you wish to open
Click the file you wish to use & select “Open”

Microsoft Outlook is the primary e-mail client for Microsoft Office. It also features a
calendar, a journal, and task manager.

To open Microsoft Outlook
With your mouse, click the “Start” button on the lower left hand corner
Select “All Programs”
Find & select “Microsoft Office”
Click “Microsoft Outlook”

To create an email in Microsoft Outlook
With your mouse, click “File” and select “New” from the taskbar
There are three types of emails to send; HTML, Rich Text and Plain Text.

X

HTML mail is mail created in HTML language, usually more suited for
company mailing lists. Rich text is the default format in which Outlook
creates emails.
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x Rich Text mail is similar to creating a Microsoft Word document. You can
add pictures, change font types and font colors.

x Plain text mail is exactly that. Plain text. No fonts, no pictures, just words.
Once your mail type is selected, create your email. Add email addresses in the
“To” box of who you'd like to send the email to. There are also “CC” & “BCC”
address boxes.

x “CC” stands for “carbon copy. If the contents of the email concerns them,
their email address goes in this section

x “BCC” stands for “blind carbon copy”. BCCs are used to send a copy of an
email to a recipient without any of the other recipients being aware that the
Bcc'd recipient got a copy of the email.

Click “Send” once the email is ready to go

To save an email in Microsoft Outlook
Click “File” in the upper left hand corner
Click “Save As Type”
Microsoft Outlook will default to the “My Documents” folder. Find the folder you
wish to save the Excel document in and click “Save”
To save your work in progress, click “File” and then click “Save”

To open an attachment in Microsoft Outlook
Right click the icon attached to the email
Select “Save As” and find the folder where you would like to save the attachment
and click “OK”
If you do not wish to save the attachment and only open it, simply double click
the attachment icon.

To add an attachment to an email in Microsoft Outlook
Click the “attach file” paper clip in the taskbar
Search and locate the file you wish to attach, highlight it and click “Open”. Large
files (considered anything over 10MB) should be uploaded to an online storage
website

Microsoft Office 2007

The Ribbon

The toolbar in Microsoft Office is known as the Ribbon in Office's 2007 edition. Some
attributes of The Ribbon are as follows:
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The top part of the Ribbon includes Tab names; Home, Insert, Page Layout, etc.
In 2003, these names were included on the taskbar. Each Tab name changes
the options in the Ribbon

If you preferred the 2003 layout better, you can revert back to the older format.
On the lower right hand corner, there is a small square with an arrow pointing to
the lower right. Click the square to get the dialog boxes that were in 2003.

Some of the tools that were available in 2003 are not in the Ribbon, they are in
the Quick Access Toolbar, which sits right below the Ribbon. You can customize
the Toolbar by right clicking an empty space in the toolbar and select “Customize
Access Toolbar”. The toolbar can also be moved above or below the ribbon if
desired.

Since many of the basic features of Microsoft Office 2003 are in the 2007 version, we will
take a look at some of the upgraded features and differences between the two.

The standard file extension has changed in Microsoft Office 2007. Instead of
.doc for Word, .ppt for PowerPoint, and .xml for Excel, 2007 introduces XML file
formats; .docx for Word, .pptx for PowerPoint, and .xIsx for Excel. These new
file extensions take up less space on your hard drive and also provide security
and increase the prevention of corrupted files. All documents saved in earlier
versions of Microsoft Office are compatible with 2007. You can even save them
as earlier file formats.

Spell-check has also been upgraded to include a multi-language dictionary and
contextual spelling (they’re/there/their, you're/your, etc.)

Outlook 2007 on Exchange

Microsoft Outlook 2007

Microsoft Outlook 2007 works well with a variety of e-mail servers, and you can take
advantage of an even richer feature set by using Outlook with the latest version of
Microsoft Exchange Server. Features of Office Outlook 2007 that work better with
Microsoft Exchange 2007 include scheduling meetings, Offline Address Book
downloads, automatic configuration of Exchange server accounts, and an enhanced Out
of Office feature. Also, some features of Outlook 2007 require or work better with
Microsoft Exchange Server 2003 or later.
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To set up Outlook on an Exchange Server:
Run Microsoft Outlook 2007, click “Tools”, “Account Settings”, and select “New”
Select the button next to “Microsoft Exchange”, HTTP, POP3, or IMAP and click
“Next”
Select the box labeled “Manually configure server settings or additional server
types” and click “Next”
Select “Microsoft Exchange” from the list and click “Next”
Fill out the name and address of your organization’s Exchange server and enter
your Exchange user name in the respective fields. Click the “Check Name”
button to confirm the credentials of the server and user name. Click “Next” and
“Finish” to complete. Outlook 2007 automatically connects to your server and
downloads your emails, contacts, and calendar information from the Exchange
server.




SAMPLE WORK

©2010 -Princeton Commercial Holdings
All rights reserves — May not be reproduced, publis hed or transmitted.

To create an email address in Outlook 2007:

Head into your Email Account Settings, select “File”, “File Data Management”,
and “Email”

Select “New”, Click “Next”, and select “Manually configure server settings or
additional server types”. Click “Next”, do not change the “Internet Email” setting
that’s already selected and click “Next”

Type the name you would like to show up when the recipient receives an email
from you. Enter the email address your ISP (internet service provider) provided
you into the “Email Address” field. Type in all of the incoming and outgoing
email server information provided by your ISP into the appropriate field

The Account Type should be “POP3” by default, do not change this

Select the “Outgoing Server” tab and click “Use same settings as my incoming
mail server”. The defaults in the other tabs typically don’t need to be changed.
When finished click “OK”.

Always “Test Account Settings” to ensure you completed the steps properly

Tasks in Outlook 2007 are perfect for managing workflow for yourself and others. Here
are a few basic steps and features to maximize tasking potential.
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To create a Task in Outlook:

Click the “Tasks” icon on the left side of Outlook

Click “File”, “New” and “Task”. A step by step wizard will guide you through the
process.

Give the task a name in the Subject column. There are drop down boxes to
schedule a date, start and stop time to complete the task.

There’s a “Recurrence” drop down box that gives you the option of automatically
scheduling the task daily, weekly, monthly, or yearly. Click “OK” to complete.

To share Tasks with others:

Click the “Tasks” icon on the left side of Outlook

Click the “Share My Tasks” icon

Click the “Add” button and a drop down box appears with your Contacts list.
Select the names of who you would like to share the task with and click “OK”
For display purposes, type in the user’'s name into the text box. Set permissions
for that specific user and click “OK” to complete....................




