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Basics

. Mouse — The mouse normally looks like a little avydut it can change de-
“ pending on what you are doing

@ Red X Button — It is found on the top right of eyevindow, and if you press
sl it with the mouse it will close the window

Enter key — it is located on the keyboard it carubed to open
BSP icons, and create new lines when typing a message

¥ Start Menu — Nearly everything you can do with anpater can be
found in the start menu -(it is a good idea to ficacusing the start
menu, it is one of the hardest things to learn)

ll Tab Key — it is located on the keyboard and iymdally used to
go from the user name to the password field. (botermber when
§ finished you have to press enter key)

Address Bar — it is found on the top right
of the Internet Explorer, this is where you
type in “yahooacom” or (“mailyahoacom” to go directly to mail)

I Addrass http: /v ahoo, com!

Note google.com has a search bar, not an address ba

== Period (or dot) - is used for the period betweeahyo” and “com”
- Example: Yahoo Com

White area next to Yahoo!ID and Password: — isecbd
Yahoo!D: | field, you have to click in it one time with the os®e before
Password: | you can start to type

Please use the space below to make your own pérsmies.




Turning On The Computer

To turn on the computer you need to press the PBwion
It is found on the outside of the computer (Box)
— The power button looks like this:

After the computer is finished starting up
this screen should appear:

F =
Windows

To begin, click your user name 4

@] Turn off computer

You now need to click, with the Mouse, on Clas

After you Click, Class, with the mouse, you havavr8uccessfully
logged onto the computer, please proceed to thiepagpe for more
information on how to go on the internet.



Going on The Internet

After completing the steps on Page 3, you should $®e a screen similar to this:

e

You must now find the
Internet Explorer :
Internet Explorer is found |

in several locations

-On the Desktop
-In the Quick Launch Bar
-In the Start Menu

Please PiclONE way : s

On the Desktop Internet explorer looks like this:

—You Can Double-Click (click 2 times fast) on thi

— Or you can click it one time and press Enter
(enter is on the keyboard)

__OR—

In the Quick Launch bar, you simply find the E nexstart and click on it
one time with the mouse.

—OR—

e
In the Start Menu, you firs MJM,DMMS _ _
CIiCk On Start y t< o o J My Recent Documents  # NeXt you Slmply brlng
__JMrPictures the mouse Over the

0o iy vhie Internet Explorer until

YOU Wi” Then See ThiS Mer@MicrosoftOfFiceExceIZDDS %'M!’EDITIDUET It Chang.es COlor (Ilke
A &) My Networ Places in the picture below),

|| E-mail
| JJ Microsof 0ffice Outioak

Microsoft|Office Word 2003 . . -
i [ cont el andclick it one time
3| Micrasaft|Office Publish \ H
Zécnrgso e e Cé Printers and Faxes Wlth th e m O use
@ ;’Iécurgsoft Office Onellote ') Searth

7= Runi..

m Leg OFf O | Turn OFf Camputer

f-knternet
w  Internet Explorer

All Progtams D

Please Proceed to the Next Page.

fastat B/

—



The Internet Continued...

A screen such as this should
now appear. i

If this screerdoes not appear
or adifferent type of window
appears simply press enter of
the keyboard preraassm

i ERemember my password

-
If you now see a screen like
this one you are on the
internet.

- If this isnot the Screen you
see do not be worried.

To get to this screen you can
easily follow steps on the next
page.

- If no page displays or
only a white screernthere
was an error made.

- Please go to page #4 and
try again.

Enter

¥ ke s ™

on the keyboard.

Only type in this box if you daot
see class next to user name.

User Name isclass
Password isclass
Then press enter as above

2 Yahoo! - Windows Internet Explorer

4— - . - .
When This window pops up, Either Click
“OK” with the mouse, or more S|mpl§7ress

G\/ [ bty nf ] (¥ [] e searct I8
Fle Edt Vew Favortes Tods Heb
W B [ vahoo =i B0 &
Make Y! your home page & wina trip Yahoo! Messenger: Bring friends together. Chat, talk, share & play. &

<

YaHoO! |

S vy varoor
) Answers

T8 Real Estate
() shopping
0 sports

L recn

[f ravel

g

m

Small Business

- Geta Web Site

Featured

Web | Images | Video

Local | Shopping | more ~

Entertainment | Sports. | Video

TV shows got game

Drop the remote and play your favorite
TV shows inthe virtual world
» Top 10TV game
- October game sales top $1.1 bilion
! trivia

+ Negroponte tells Musharrafto end emergencyrule | 4 meeting

+ Cyclone kills more than 2,200 in Bangladesh £ Sidr's aftarmath
+U.S. says Iraqviolence down 55 percent since summer

+ African Union says Darfur peace talks unlikely until next year

+ Freshaftershack rattles norther Chile Photos

« Witorld War Il ship sunk off Texas to create artificial reef

+ Broadway stagehands, theater producers to resume labortalks

+ NFL - NCAA Football- NBA - NCAA Hoops - NHL - NASCAR

» More:NewsPopularElection '08

Varkets: Dow: +0.5%Nasdag: +0.7%  Sporsore d by

Web Search

Nov18.2007 | PageOptions ¥

Checkyour il status: Sign In Freemail Sign Up

B s | @ messenger | &) wado |
> W ather
20 ez | 6 oot || @ oroscore |

Download a FREE’

Scottrade

* Domain Names. |

The right ones are out there.

Be a Better Ice Breaker
Ima a ‘W A ‘

:

Pulse - What Yahoos Are Into Ed




Checking Yahoo Mall

] 4] ] [ive seare |2

m
H i Fle Edk View Favorkes Tools Hel
If you see this ..~ = T
pag e’ p I eaSe g c) Make Y! your home page & wina trip Yahoo! Messenger: Bring friends together. Chat, talk, share & play. )
’ Web | Images | Video | Local | Shopping | more ~
to page 7 YaHoO! | e

My Yahoo! Nov 18,2007 Page Options [

»

>
A Screen Si mi Iar t() i :::’:“ Keaed Emenainm:\r:Show:;D‘:gaml Videg Check your ma\\st.atus sign In Free mail Sign Up
Mail @ Messen ger | [{E] Radio |
Drop the remote and play your favorite

this should appear. %

: ® come R . e | @ oo |
If It does not you ) croups = October game sales top $1.1 billion

@7 Hotsob @, Look for 'Simpsens' trivia
can easily navigate: w.- T —

. @" Mobile Web ! - HEEEE 3

to It. e R oouor g

B music » More Entertainment
If Ou et a blank g:erslu:alls‘ Inthe News World | Local | Finance

y g eal Estate
z s of 12:16 p.m. EST

(3 shopping « Negroponte tells Musharraf to end emergency rule 3 Meeting

SCreen Or a Scree F] @ sports + Cyclone kills more than 2,200 in Bangladesh 24 Sidr's aftermath

g Fach + U.S. says Iragviolence down 55 percent since summer

th at shOWS Only P « African Union says Darfur peace talks unlikely unfil next year
Travel

« Fresh aftershockrattles northern Chile 8 photos

« World War Il ship sunk off Texas ta create artificial reef

‘ 8
Wh Ite y no Writl ng y ﬂ o : « Broadway stagehands, theater producersto resume labor talks Be a Better Ice Breaker
,1

@] Yellow feass « NFL - NCAA Football- NBA - NCAA Hoops- NHL - NASCAR

T The righ there.
please re'try pag e _LM*_ » More:NewsPdpularElection 08 3 “m:"\g_if"e: ale: °“"_Wer_j
#4 and #5 _Small Business ] Markets: Dow: +0.5%Nasdaq: +0.7% spensored byt Scotfrade )i S 7 \ ] — W

= Get a Web Site Marketplace
ZhpmRin Rames | M. Droyiew Friday'e cavinne Pulse - What Yahoos Are Into .

<

<l

& Internet A 195%,

IF the above screatpes notappear,
please follow these steps.
. Click in the address bar File Edit Wew Favaorites Tools  Help
—It can be found at thp right :
of the screen R Bad! s .ﬁ: .#' I'Search '| Fal
. Clear the text in the field and ty . dress| S Hwhm.mmi
yahoo.comand presgnter on the .

keyboard T

- When you are finished it should look
like this.

- Now a screen similar to the one above should appear
the screen should say yahoo! in red letters juit@screen above does.
- Ifit does not go back and reattempt the abovessiYAHoo_’

When you see a page like the one above pleagethe next page
_—




Checking Yahoo Mail Continued...

Windows Internet Explorer

Go

22 b . yahoo. comy e IFEIE
7 Fle Edt Wiew Favorites Tools Help
W ‘.Y!Vahou_‘ ‘7‘ e &
NOW th a,t Make Y! your home page & wina trip Yahoo! Messenger: Bring friends together. Chat, talk, share & play. 2‘
you See thl S O’ Web | Images | Video | Local | Shopping | more -
AHO . [ | web search
page, you
can easil .
y | Home DY Nov18.2007 | PagsOptions &)
CheCk Our | | Featured Entertainment | Sports Video X ¥
y £ Answers --g : P l Check your mail status: Sign In Free mail Sign Up
mall & Autos g, ; TV shows got game
=] mail I M @ Radi l
@ Finance Drop the remote and play your favorite ! @ ) acte
£ TV shows in the virtual world. y
Games » Top 10 TV games o :’ :J;;?:mer ﬁg Local Q Horoscopes
ﬁ Groups = October game sales top $1.1 billion e e S|
@ irahe Q Look for 'Simpsons' trivia
a Maps ‘m Top 10 games based on ‘m Lessons learned from Download a FREE
éf" Mobile Web | popular TV shows ¥ Kanye's mother's death Audi m Tod g I ||
/ o a
& Movias . Rock Band steps up onto m ‘Beowulf' graphics stun, y.
| Pl the stage B but users debate movie o o 5
: i1 FRESTONY L
@ Music » More Entertainment Al ~ GLINTON | ;1}][::?‘5'“[:1
42 Personals — ; n i AR ane
Inthe News ‘ World | Local | Finance | GIVJNG ; =
h Real Estate ) 2
As of 12:16 p.m. EST ¥ '8 i
ﬂ] Shopping
+ Negroponte tells Musharraf to end emergency rule 23 Meeting
&3 sports + Cyclone kills more than 2,200 in Bangladesh 3 Sidr's aftermath
g Tech = U.S. says Iragviolence down 35 percent since summer Learn More
« African Union says Darfur peace talks unlikely until next year e
3 Travel « Fresh aftershock rattles northern Chile i@ photos FE T
ﬁ v = Witorld War Il ship sunk off Texas to create artificial reef
+ Broadway stagehands, theater producers to resume labaor talks Be a Better Ice Breaker
@ Yellow Pages * NFL - NCAA Football- NBA - NCAA Hoops - NHL - NASCAR The right th
e X e right ones are out there.
More Yahoo! Services » More: NewsPdpularElection '08 |W7‘
S— | ma M ha g
- Markets: Dow: +0.5%Nasdaq: +0.7%  Spensored by Seottrade’
Small Business ZIP: ‘
* Get a Web Site | Marketplace
ropmatn Names M.  Droview Fridav’e cavinne Pulse - What Yahoos Are Into ¥
&l e
& Internet 125% T

To Check your MailClick with themouseon theMail tab (image below)

—The mail tab is found on the middle upper right
It looks like this image _ _ -
Check your mail status: Sign In Free mait Sign Up

>
E v x| @ v || B wese |
i Q Horoscopes

%, Weather

),

| ) 41°F

Next you will be asked for your user name and pasgywon the next
page there are several steps walking you thouglptiocess



Checking Yahoo Mail Continued...

YAHOO! MA". Yahoo! - Help

to/Yahoo! \

Yahoo!lD: | Your User Name

Password: | Your Password

A screen
asking for your
user nameand

[[] Keep me signed in paSSWOI’d
The new Yahoo! Mail gives you more ways to connect. With everyone. E'JrnEh";iEh‘fmﬁ'yii‘;r';d‘gc”ﬁ';m;ﬁje“"‘ ShOU Id now

BE A BETTER ANATIC appear

Chat instantly with friends online with built-in instant messaging.
Farget your 1D or passward? | Help

BE A BETTER Tt
Send updates to friends on the go with integrated text messaging.

on't have a Yahoo! ID?
BE A BETTER JET ¢ B Slgning up is easy.
Get mail whenever and wherever you want on your mobile phone.

One Yahoa! ID. So much fan!
The new Yahoo!Mail is here. See whatit can do for you oo yourSingle T Erything Fom

checking Mail to checking out Yahoo!
Music, Photos, Messenger, and more.

Si

Copyright ®2007 Yahoo! Inc. All rights reserved CopyrightIP Paolicy | Terms of Senvice | Guide ta Online Security
MNOTICE: We collect personal information on this site.
To learn mare about howwe use your information, see our Privacy Palicy

With themouse clickon Yahoo!ID or click in the
white field next to the YahoolD:
\ pevent  —>Now type in your Yahoo ID(youdo not needto

Thet oyt @yahoo.con)

Sign in
to Yahoo! \
S With the mouse&lick on Passwordr
s =S
[ TRealte R PressTAB on the keyboard
e —>when you type your password little
o dots will appear in place of letters and numbeesé¢h
e e ot wew  dots ook like thisze e
[Uncheckif on a shared computer]

When finished press Enter

Forget your ID or password?| Help

|

==
ENTER
-—
S e

If you would like, write your user name and passhoere

' 1 s
Don't have a Yahoo! ID? for easy reference.

Signing up is easy.
Sign Up

User name

Password




Checking Your Mall

After Entering your user name and password youlghmei taken to

this page:

]

Get the
"bad credit" card

YaHoO! MAIL—l

Classic

Contacts | . Calendar

Folders [Add - Edit]

3 Inbox (2)

(5] Draft

4 Sent

(g Bulk [Empty]
[Empty]

(g Trash

Search Shortcuts
My Phatos
&1 Ny Attachments

listflix
Try for Free!

Online Degree
- Programs

o, Refi is Hot: 30yr.
iy fixx mortgage

How to become a
| Teacher, Nurse

To Check your mail, Click Check Mail on the tophigvith

the mouse.
OR

Click on Inbox

Search: I Wreb Search

Notepad .

Mail For Mobile - Mail Upgrades - Options

T | serhin || e howes |
ADVERTISEMENT
|

Welcome, Rob!

4 You have 2 unread messages:
Inbox(2)

In the News: Yahoo! News: Top Stories

[HEdE]I mm Sﬁnnn -
- ﬁtv_ Value ’

Yahoo! News: Top Stories

= & 000 Sunnis join pact with US in Irag (AP}

= Bush vows to stay engaged in peacs talks (&P}
# Stocks scar along with hops for rate cut (AP}

# (.. Simp=on firmly pleads not guity (&P}

# Chavez cuts off contacts with Colombia (&P)

el v

before after a

This Week's Health Fact |

High Blood Pressure:

No Symptoms?

It ean be there for years without you knowing it,
» Know your risk factors

—

ST Clas

ontacts | Calend

e | CheckMail |/ co :
(& Draft

Please go on to page 10



Reading Mail Messaqges

You should now be in your Inbox, your Inbox looksigar to what is below:

YEHOO! MAIL Suarch:| T

Classic

Click here for more

info on Femara

Mail | Contacts | Calendar | Notepad Mail For Mobile - Mail Upgrades - Options

W See your cradit Inbox | Switch to the new Yahoo! Mail [*] |
View: All Messages * Messages 1-2 of 2 First | Previous | Next | Last
Folders [add - Edit]
|3 inbox (2) | -
[, Draft ] Sender Subject ' Date & Size
g Sent 1 Rob D Hi, how are you today? Wed Nov 28, 2007 2k
(g Bulk [Empty] ] Rob D Click Me To Read The Message Wed Nov 28, 2007 2k
% Trash [Empty] Check &ll - Clear All Messages 1-2 of 2 First | Previous | Mext | Last

Search Shortcuts

= My Photos
&7 My Attachments

[é] 'ﬁf:ﬂ ﬁr:’:r Free!

-» Online Degres
Programs

Refinancing is hot
5.9% 30-yr.*

Working? Online
A College is Hot

To Read messages you have Click on the Messaggssilite.
The subject line iBlue and Bold If unread
“Hi, how are you today?” is the subject

Delete Spam Mark = Mowve... - . /
I = line, and you would click on that to read
[ Roeb D —P/Hw are you tuliay'?\mssage

0 Reb D — Click Me To Read The Message . . .
Check Al - Clear Al NOTE—Your Subject Linavill probably

bedifferent, but it will be in thesame
_spam | mark ~| mMove.. | location.

Notice — “Click Me to Read the Messa@as already beenead, so it isno longerbold
— “Hi, How are you todayhasnot beenread so it isBold

10



Reading Your Messages

Chack Mail Compose Search Mail | Search the Web o
% Se= your credit Pravious | Next | Back to Messages
T2 store - free : - i
Delete Reply V| Forward - | Spam | Move... 1r|
Folders [&dd - Edit] Y - P -
This message is not flagged. [ Flag Message - Mark as Unread ] Printable View
5 Inhox iy
Date: Wed, 28 Nov 2007 15:31:04 -0800 (PST]
(s Draft . -
& "Rob 0" < Rob O @yahoo.com> ?‘J Add to Address Book [ Add Maobile Alert
rom;: L
& Sent = e o e : ; Vi
[ES Bulk [Empty] Subject: This is the Subject Line
(s Trash [Ematy] To: Your User @yshoo.com

Search Shortcuts

@ My Photos
é/’”_. My Attachments You may have to scroll down to see the rest of the message.

MNetflic
Only £4.99/mo.

» Cnline Degres
Programs

This is where the Message you recieved will be

Be a better sports nut! Let your teams follow you with Yahoo Mobile. Try it now

5.9% 30yr fix™
oy Estimats savings Delete Reply -I Forward - | Spam | Move... - |

5;_":; Waorking E'dL.'H'j Previous | Next | Back to Messages Szve Messzzge Tewxt | Full Headffrs
¥ degrees online -

Internet +, 100% \._
& L

The Red Box Shows where the message should appear
from the person sending you a message.

In many cases to read the message you will hasertdl.
If your mousehas ascroll wheel you could use thdf.not:
— To scroll you click on the scrolling arrows (hlgghted in blue above) .,
— Clicking lower button will scroll down, —
and the button on top will scroll up again.

Delaete | Reply 'rl Forward vl Spam | Move... vl

Previous | Next | Back to Messages

When you have finished Reading your message, ywuDelete it, Reply, or move to
the next message.

If you Click Delete you will get rid of the mes®ag = pelete |

Do notdo this to messages yaush to keep

Use Reply To send a message back to the pers, Reply ..|

Delate | Reply | Forw

Use Next, to see your next message
Pre'.'inu@li‘acl{ ko Messages

11



Sending (Composing) An Emaill

Generally Compose and Check Mail are always ondpeight.

If you are starting from the page (#9) below yowidaClick on Compose
(as shown below)

“HOO!O M AI L Search: j | Web Searrjl_|

Classic
m Contacts | Calendar | Neotepad Mail For Mobile - Mail Upgrades - Options
Check Mail (Cumpﬂseb | | Search Mail | Search the Wab l
N : .
Get ths Welcome, Rob! SVERLSEMES

“bad credit" card
»
[ You have 2 unread messages:

ﬂmm‘
Folders Add - Edit ||Ib0xl2}

Cd Inbox (2) | & = ‘
(& Draft In the News: Yahoo! News: Top Stories = [Hide] E]j]] 55000 "r-" b
Q Sent Yahoo! News

op Stories
[@ Bulk [Empty]

§,000 Sunnis join pact with US in Irag (AP} “alue |
Bush vows to stay engaged in peacs talks (AP}
EE Trash [Empty] Stocks =oar along with hops for rate cut (AF)
Chavez cuts off contactz with Colombia (AP) 1 | .
Search Shortcuts 0] . *

0.J. Simpzon firmly pleads not guilty (&P}
My Phatos
& e Rt This Week's Health Fact |

@ Netflix
Try for Free!

- Cnline Dagree
Programs

before after

High Blood Pressure:
No Symptoms?

It can be there for years without you knowing it.
» Know your risk factors

. Refi is Hot: 30yr.
Wil fix mortgage

. Howto become a
.é-', Teacher, Nurse

Check Mail | Compose l Search Mail Search the Weh I

N e L

To send a new message, Click Compose on the thp rig
T

Contacts Calend

. e —— P

Compose is also on the tOP checkmait || compose D |
right if you are reading a |- ———

” Ses your I:I'Edlt EFE'.."i"UIJE .|”@ | .Elacl-c to Me%sag_e.s_
message someone sent {05 -o.. -
you . Delete l . Raply '__I | Forward v-l[ . Spam |._I'

) Folders [Add - Edit] Vg :
5 inbe This message is not flagged. [ Flag Mes==gs - Mark 55 Uni
n i :

Genera”y Compose and ['ﬁ_.‘]: == Date: Wed, 28 Nov 2007 15:31:04 -0800 (PST]
Check Mail are always on Ca sent o el s
the tOp rlght @ Bulk [Empty] Subject: Thiz is the Subject Line

(g Trash [Empty] Tor Your User @yzhoo.com

Search Shortcuts

My Photos This is where the Message you recieved will be

12



Sending An Email

When you Click Compose, a screen like this shoplzkar.

m Contacts = Calendar = Notepad lMail Upgrades - Options
Send | Sawve as a Draft | Cancel I Send an eCard
From: | Your User @yahoo.com »|[ Add Mail Account |
Insert addresses | Add CC - Add BCC
T d | To: |person’s email address @ something . com |
0 sena a .
|Subject: |This s the Subject Line |
message you
must type Attach Files |
who it is b ¥ M@ ool 7 0 B O A S = & = sty
13 ”
To” and a
“subject” s :
. is is where you Type your message
along with
the “Body”

of the letter.

[ Use my signature

Send I Save as a Draft | Cancel |

To: |person’s email address @ something . com TO type in the “TO" f|e|d, yOLmUSt CIiCk in the

' A white area nextto theword “To.” When the
cursor isblinking in the white area you can then
type in theother person’s email address

A subject is dew wordsabout the email, to type in there,———— —
you must click in the white area next to it, jukelabove, [ et [Thsishe Subjectine

+= | 4] stationery

b ¥ M B Faoe 20 B

n
+
[Inf

J

You would then continue t
type your message, in the
message area (as shown tfp s is where you Type your message
the right).

You would Click in the
Message area with the
mouse, and start to type
your message.

.ﬂ When finished Click Send,at the top or bottom

13



Finished Sending Mall

When you Finish typing your message, and you diclSend at the top or bottom of the
page, you will see a screen similar to this one.

You have now finished sending your message.

You can Check Your Mail or you can Compose anothessage from this screen.
— Please go back to page 9 if you wish to cheak ¥dail
— Please go back to page 11 if you wish to SeNdw Message

YA_HQOL MAIL saarechi [ Web Search |
Contacts = Calendar | MNotepad Mail For Mobile - Mail Upgrades - Options
| Check Mail | Compese [ | Search Mail [ Saarch the Weh |
Message Sent ADWERTISEMENT

Someone@something.com v

Add to Address Book

Back to Inbox

(9‘ Opening Week of November 26
e = & - Awake
« The Savages

¥/ . The Diving Bell and the Butterfly
A\ » Watch the trailers & view production photos

YaHOO!

PERSONALS

\ 4 = [_ Compose [ = | Search the Web [
YRHOO! MAIL
QRN Contoct | Catondar | Notepad These are two quick shortcuts if
| _checkmai I compose |) you want to check mail or com-
Message Sent pose a new message. |
Simply click on the one you wish
Someone@something.com | with the mouse.

Add to Address Book l

Back to Inbox

14



Microsoft Word

- Microsoft word is used to type documents, simitaa typewriter. It also includes a
spelling checker, to make sure when you type, thgvare spelled correctly, and the
proper grammar is used.

- Microsoft word is very simple and easy to use

| m::l Microsoft Office
1. Word 2003

Copyright € 1983-2002 Microsoft Corporation. Al rights reserved.

15



Using Microsoft Word

To Start Microsoft Word you have to find it's icoi
The Microsoft Word Icon looks like this:

T ricrosoft Office word 2003

The Icon is almost always in different places on ‘=
different computers

Hint: Just Remember the Blue “W”

You must now find théicrosoft Word Icon
Normally it is found in several places:
-On the Desktop

-In the Start Menu

-In the All Programs Menu

On the Desktop Microsoft Word will look like this:———> [[@
—You Can Double-Click (click 2 times fast) on this R
— Or you can click it one time and press Enter

(enter is on the keyboard)

__OR—

In the Start Menu, you " Lok (7 it os e il

first click on Start art u __J My Recent Documents »
|._;ﬂ Microsaft Office Outlaak ) My Pictures

You Will Then See This Menu: ﬂ G ) bt

v

i 5! My Comiputer
'X| Micrasoft Office Excel 2003 >

‘-g My Network Places

( T microsoft oFfice Ward 2003
l® Control Panel

) @ MicrosoftASFfice Publisher ke,
Next you bring the mouse over the 203 i
Microsoft Word Icon, andclick it (7] Siaceore s cnetite | 3 g
one time with thenouse 7 aun.

All Programs b

g| Log OFf @| Turn GFf Computer

74 start -~

Please go to the Next Page for the other way ta ope
Microsoft Word

Please Proceed to the Next Page.
16



Using Microsoft Word

@' Internet J My Documents
. Inkernet Explorer :

C— } |'=‘-5Mr Recent Documenkts F
|KL! E E-mail
|

Microsoft Gffice Cuklook _f? My Pictures

Sek Program fccess and Defaulks
W microsar: office wor @ .

w Paint

& Windows Catalog
% windows Update

I@ Arcessoties »

@ Games K
@ Startup 3
@ Sionic L4 I
! lEh Microsoft Office :
| @ Media B Microsoft Office Word 2003

| @ am >

&ll Programs l! l@ Security

@ Microsoft Office Excel 2003
\0| Microsoft OFfice Outlook 2003

[ @ Microsoft Qffice PowerPoint 2003

E] Lag OFf |E| Turn OFF Campater

. . etart A f" E = % Document - Microsof ...

To Click Microsoft Word in the All programs W
menu, you have to click dbtart

You then click (obring the mouse over ‘

and wait a second) oKl Programs

@ Sanic r
Very Carefully you have talide the mouse to thRight —BEBEEESIEEIS

[@ Media k
You would then bring thenouse upto Microsoft Office '@ 4m k.

E‘ Sacurik ) »
Again, Very Carefully you would have talide the | |7 Microsoft Office| Tools >

mouseto theRight and bring itover Microsoft Word | I
and therclick it with themouse

@ Micrasoft Office Excel 2003
This can be very hard, and you may need to try rtiwe one |j (= Mierasoft Office Outiook 2003
time ! [F Microsoft Office PowerPoint 2003

17




Using Microsoft Word

When you have successfully clicked on the Micro®d@td Icon, a screen such as
this should appear:

4 pocument1 - Microsoft Word

. ﬁ@ ‘Eﬁﬁ: M inse;’"t Fgrrhak IDOJS( Tﬂﬂﬁ Wlﬁdm H&ID Tvpe a question for help = 7€
LJ-;’H S [T e A N 'J%#E@"#Jaﬁrww - @ | digead [
. TimesMewRoman ~ 12 ~| B I 1T ”_:lg = = 1=-]i=

2:2ac]

T wEwn Mmoo AT R

Eaaf”ﬁw Online

*  Connect to Microsoft OFfice
Onling

« Get the latest news abaut using
Word

*  Automatically update this list
from the web

Mares,,
Search Far:
—
Example: "Print more. than one copy”
Open e
0 3 Open, .,

| 3 Create a new document..,

oD ow g

Page 1 Sec 1 1j1 ak 1 Inl Col2 REC| TRE] BT | v | G

You could now start typing

—When you have finished typing and you like to sgoer work, or keep it,
please go to the next page.

—If you have already typed something and would tdkgo back and read it, or
make changes please go to page 20.
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Using Microsoft Word

@ Document1 - Microsoft Word

: Ele  Edt  Wiew Insert  Format  Tools  Table  Window  Help
: A4 Normal - TimesMewRoman -~ 12 - | B 7 U |[|E|=E = = :E—HE i
b | . ¥
If you havefinished typing and would like to
saveyour work, so you can read it or print it |H
later, you can by clickingave _—
. !l’
When you Clickisiadte ?X
with the mouse Savein: | () My Documents v| @ @@ X iy B Took-
on Save a i;j.ﬁ.IMLDgger
el-k thi I_rﬁ [iMy DWDs
sqreen IKe tNIS || myRecert | Ay music
will appear: SOEHTERLS (5 My Pictures
= My Yideos
@
Deskbop
My Dacurments
Myktiu;_lf‘niter
My N;a-t;.-\lcurk i q@wmm) v| C[\ Save _/P
Places Save as bype: |Wl:|rd Cracurient v| cariedl ]

To create a namdor what you typed you Click in

File Name (see below)

The File Name should be something regarding the

what you typed. (for example, “cookie recipe”)

You have to backspace or delete
Documentl before you can

change the name

i

‘ File name:! @jcumentl )

When you type the name in File Name you click oneSa the righ

19
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Using Microsoft Word

@ Document1 - Microsoft Word

: Ele  Edt  Wiew Insert  Format  Tools  Table  Window  Help

Nl ge s as 9 008 30 EE

: A4 Normal » TimesMewRoman - 12 - | B 7 U |§ = = I=-|i=
If you havealready typed something and
would like to open it to read it or print it, you Lj

can by clickingOpen _
When you Click withyies 7K
the mouse Ompenr ) Loak ir: !;D_My Documents \:| (%] = | Q )( Ca j - Tools»

a screen like this Wil /% 1 5 amiogzer

appear: . Lgﬁt g

e

=

I3 My Mideos
105 Cookie Recipe
B open ME

D

)
u
=
=]
-

©

My Documents

My Computer

b’@

Fil= name: | v.! Open |~
M‘#"PT\IJ:E;VS':'”‘ Files of bype: |F\II Ward Docurments V_I ,f
With the Mouse you would click on the File you
want to open, you click mnetime, and it will |!--=; ek
change to look like this; —— - Cookie Recipe
| M ]oPEN ME
After you Click the File you want to Open, you
click the ‘Open’ Button on the lower right.
iDIpEn '*>

To Print, you would Click,

the little printer icon

20



Using Microsoft Word—Spell Check

Typeaquestion for help » X

rE’%.f)"f!m'n:naO_nlimcz

“ Connect to Microsoft OFfice
Online

= iGet the latest news about using
Ward

= Aukomatically update this lisk
From the web

This is a sample document that I have tvped to show you
what Microsoft Word can do.

Matei..

Search for:

= Spelling cheker will help make sure all the words are typed e
correctly. Example: "Print more than o copy”

! And Grammar checker will help vou when you make T wedeom

n [ More...

grammatical mistakes.

| Create s new documert,..

Cwoom(g

Page 1 Sec 1 11 At 1.2 Ln 2 Col 28 REC| TRE [ExT [ove| | O

Notice: -Misspelledwords Spelling cheker will elp make sure all the words ate typed
will be underlinednred, Jcorrectly.

andGrammatical mistakes
will be underlinedn green JAnd Grammar checker will help you when you make

orammatical mistakes.

To use spell check you can pré&ssall the way at
the top of the Keyboard, or you can click with the | ?
mouse the ABE&” '

[

The next page will show you how to use Spell Check
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Using Microsoft Word—Spell Check

§ o - _— .
I---:a--:---1---:---2---:---?‘--:---1---:---5---:---0---I---.-7- ~| i Getting Started

When you Spelling GiE;
Click F7 or somedly.

Spelling and Grammar: English (L.5.)
the Spe" And Grammar checker will help you Wy st nictonery:
check button, grammatical mistakes. Spelling cheker will help make #| [foreonee ]
a window sure all the words are typed ‘
WI” pop up COl‘l‘eCﬂV. v | | Add to Dictionary
. . . Suggestlons 1
just like this. el A
Note: grammar Ho |
check and spell
CheCk Work the Ml oo options, .. ] [ Undo ] [ Close ]
same way — 4

Spelling and Grammar: English (U.5.)

I i you believethe word is spelled
.| correctly you can click Ignore Once

| or Ignore All
—Ignore all /

Not in chtlnnary

Spelling cheker will help malke

[ Ignare Once ]

sure all the words are typed

correctly. | [agdronenary | | |f the word is misspelled you would
k| find thecorrect spelling on theleft
'éﬁiiha = | A
i v “r

Check grammar

Click on itonetime (seen on the
left) and then clickChange

Note: if you click close spell check will end, it finish. Change

| When you get this message

You havefinished spell check

[ options. .. l [ Lndo l Close

ey

\!f) The spelling and grammar check is complete.
Click OK to Continue what you were doing
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Turning off the computer

When you have finished using the Computer, and evbki to turn it off please
follow the steps below

There are two ways to turn off the computer
—Press th&ower Button
—Use theStart Menu

ONLY USE ONE WAY

The same way you turned on the computer you neptess the
Power Button.
It is found on theutside of thecomputer (Box)
— The power button looks like this:

-OR -
Int E v
{e lgte.:zgtEExplorer ""} fid Gt
Click on theStart Menu ;:]] Emal __J My Recent Documents »
|‘ =M Microsoft OFfice Outlook __J My Pictures
E iTunes __J My Music
= - NOW Bnng the @ Microsoft OFfice Excel 2003 j:! e S
| m | Turm OFF Compater Mouse over and ‘g My Network Places
— i w Microsaft Office Ward 2003
8IICk O? ,rm—n()ﬁ @ Control Panel
ompute 1 mi i i :
_L ;’Iécurgsnft Cffice Publishar l:j; e e
@ ;’Iécurgsnft Office Onehote ") Shagi

) Run.

All Programs D

Turn off computer B Looct [ | 7un off computer

=

With the mouse you ca
now click on “Turn Off”

Cancel
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NOTES
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