Basics

*Mouse — The mouse normally looks like a little arrow, but it can change
depending on what you are doing

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

*Enter key — it is located on the keyboard it can be used to open
icons, and create new lines when typing a message




*Start Menu — Nearly everything you can do with a computer can be
found in the start menu -(it is a good idea to practice using the start menu,
it is one of the hardest things to learn)
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*Tab Key — it is located on the keyboard and it is typically used to
go from the user name to the password field. (but remember 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 "yahoo.com" or ("mail.yahoo.com" to go directly to mail)
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*Period (or dot) - is used for the period between "yahoo" and "com"

Example: Yahoo.Com
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*White area under Yahoo!ID and Password: — is called a field, you
have to click in it one time with the mouse before you can start to type

Sign in to Yahoo!

=N Are you protected?
%i"'l ) | Greate your sign-in seal.
L | why?)

Yahoo! 10:

b

{eq. I'rc-:e-'z.'n'_-.rmc@ynhm.mm]

Password:

*Please use the space below to make your own personal notes*:
(Remember this is yours to keep so feel free to write wherever

you'd like)




Turning On The Computer

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

-> After the computer is finished starting up, a screen similar to
this screen should appear:
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-> Since your computer screen probably has different icons on
the screen, click your mouse on the picture that says “UHGC”
next to it.

-> After you Click on“UHGC”, with the mouse, you have now
Successfully logged onto the computer, please proceed to the
next page for more information on how to go on the internet.



_GOING TO THE INTERNET:
After completing the steps on Page 3, you should now see a screen similar
to this:

You must now find the
Internet Explorer.

Internet Explorer is found
in several locations:

1) On the Desktop

2) In the Quick Launch Bar
3) In the Start Menu

Please Pick ONE way

1) On the Desktop, Internet explorer looks like this:
—You Can Double-Click (click 2 times fast) on this:
— Or you can click it one time and press Enter

(enter is on the keyboard)

OR
2) In the Quick Launch bar, you simply

find the E next to start and click on it
one time with the mouse.

st Mer, A
Start Menu, =4 start ;

you first click on Start

You Will Then See This
Menu:




The Internet Continued...

-> |f you now see a screen like this one you are on the internet.
-> |f this is not the Screen you see do not be worried.

-> To get to this screen you can easily follow steps on the next

page.
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->*|f no page displays or only a white screen, there was an error

made.

-> Please go to page #6 and try again.



Checking Yahoo Mail

-> If you see this screen then you are on the right track.
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->If you get a blank screen or a screen that shows only white, no
writing, please re-try pages #6 and #7.

-> IF the above screen does not appear, please follow these steps.
1) Click in the address bar (—It can be found at the top right)
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2) Back space the text and type www.yahoo.com and click enter
on the keyboard. This will bring you to the screen above.



Checking Yahoo Mail Continued...

-> Now that you see this page, you can easily check your mail.
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->To Check your Mail, Click with the mouse on the Mail tab (image
below)

Check your mail siatus. Sign In Free mail Sign Up
—_—

—The mail tab is found on the (=1 wan &, I
middle upper right. It looks like
this image. o, Weather

3 Q Horoscopos




Checking Yahoo Mail Continued ...
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With the mouse click on Yahoo!ID or click in
the white field next to the YahoolD:

— o —>Now type in your Yahoo ID,
Sign in Thedl
Wil .—_ ->With the mouse Click on Passwor

— or Press TAB on the keyboard
- i —>when you type your password

ol little dots will appear in place of =
- letters and numbers these dots look like
] Keep me signed in thls e

b 2 weehs unlesE Jegngul  New

Linchackil on a shased compular]

______ -> When finished press Enter
Seonin
Forget vaur ID o password 7| Help
N e If you would like, write your user
Sing up s easy name & password here for easy reference.
Slgn Up

User name:
Password:




Checking Your Mail

After Entering your user name and password you should be taken
to this page:
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->To Check your mail, Click Check Mail on the top right with

the mouse.
-OR-

Click on Inbox
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Reading Mail Messages

You should now be in your Inbox, your Inbox looks similar to what

is below:
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To Read messages you have Click on the Messages subject line.

I:I 5u|1
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and.Bold If unread
"Hi, how are you today?"

M o R is the subject line, and you

Sl i, LHIEERES, would click on that to read
Chck Me To Read The Message

the message

NOTE—Your Subject Line will
probably be different, but it
will be in the same location.

r"CIick Me to Read the Message" has been read, so it’s not bold
"Hi, How are you today?" has not been read so it is Bold




Reading Your Messages
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->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 have to scroll.
—If your mouse has a scroll wheel you could use that. If not:
— To scroll you click on the scrolling arrows (highlighted in

blue above) i |
— Clicking lower button will scroll down, and the button on o

top will scroll up again.

Delete | Reply 1'1 Forward TI Spam | Mowe... - |

Fravious | Next | ‘Back bo Messages

->When you have finished Reading your message, you can Delete
it, Reply, or move to the next message. If you Click Delete you will
get rid of the message. M Ry
*Do not Delete messages you wish to keep!* —
-Use Reply To send a message back
-Use Next, to see your next message
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Sending (Composing) An Email
->Generally Compose and Check Mail are always on the top right.
->|f you are starting from the page (#9) below you would Click on
Compose (as shown below)
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To send a new message, Click Compose on the top
right.

Compose is also on
the top right if you
are reading a

message someone | i
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Sending An Email

-> When you Click Compose, a screen like this should appear.

Comtects | Calandar Maotepad Wall Upgrades - Uphons
TO Send a !'Hﬂdl Bavo an @ Drafl r Cancil I aed da i Cart
message
you must From: |¥our UserSyahoocom || A Mail Account |
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[ Use my sigraturs
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T — iTO type in the "To" field, you must

oz iperson's email addmss @ semething . com

3 click once in the white area next to
the word "To." When the cursor is
blinking you can type in the other

person's email address.
-> Click once in the white area next to “Subject”
to make a subject to ur e-mail.
-> Then, to.typ.e YOUr e v omide i m ol Ty &5 @) M 1= 6 | 4 smoieh
message,click in the — - -
Message area with the
mouse, and start to
type your message.

When done Click send
(at the top or bottom)

Sabat o o el

This iz whem you Typs your message




Finished Sending Mail

-> When you Finish typing your message, and you click on Send 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 another message
from this screen.
— Please go back to page 11 if you wish to check Your Mail
— Please go back to page 13 if you wish to Send a New
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Microsoft Word

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

- Microsoft word is very simple and easy to use

, nn Micrasoft: Office
2 Word 2003

Copyright © 1382.2003 Micresalt Corporstion. All rights reserved,




Using Microsoft Word

To Start Microsoft Word you have to find it's icon.
-The Microsoft Word Icon looks like this: @

j,-ll'-ul i L
B i ol vy rargter

The Icon is almost always in different places
on different computers

You must now find the Microsoft Word Icon
Normally it is found in several places:

1) On the Desktop

2) In the Start Menu

3) In the All Programs Menu

1) On the Desktop, Microsoft Word will look like this: »
—You Can Double-Click (click 2 times fast) on this: @

e

— Or you can click it one time and press Enter

(enter is on the keyboard) JW
- e eyl

rJHrﬂ-umnem

2) In the Start Menu, y B e e
first click on Start m T o ] M Bt Gmemticiks &

|ty Pictures
You Will Then See This Menu: ) e | My Music
[ —
S | ey computer
Next you bring the mouse over the (28] ot fen e

— i t-jimnntmmam

Microsoft Word Icon, and click it {f@m:—aﬂ Tﬁﬁm..,;u;-)
one time with the mouse. ST
@ Merosofdehics Pubdehe 3
a1 _ﬁFmtusmdF:c-::
’E"I .:-'I_;:-u:.-:'.l'r i s Ot ;—-i"iﬂf-“
ZUHES
AR Progans p :“:—“"'

ﬂl Lizg o ﬁl Turn ff Conpiter

I§ =tart




| ] My Docurments

Inbernat Exploser
. i3 Ei My Recent Docunments #
3 | E-mail ; 5 : ;
Flg Mlicrasalt Gffe=s Outlonk f} My Pictires
i Set Program Acosss and Defaults
2 Windows Cabalog

W Mcrasaft Office Wor

w Paink @ windaws Update
7] Accessores *
) Games 3
[T Startup ¥

qﬂ Soqic
B Microsoft Office § T Microsoft Office Tools

B Microsoft Office \Word 2003
Microsoft Office Excel 2003
Al Programs M) Secunty \4| Microsoft Office Qutlook 2003

o M i 2
@| Lo Giff | (D) | T ¥ Computs

:4 start i 8 ol Document] - Microsof,

To Click Microsoft Word in the All
programs menu, you have to click on 37 start

=,

| Microsaft OFfice PowserPoint 2003

ﬂﬂﬂ
T ety

Start
You then click (or bring the mouse cher
and wait a second) on All Programs

| 1) Mcrosut office Touks

Very Carefully you have to slide the mouse to the Right

You would then bring the mouse up to Microsoft Q
Again, Very Carefully you would have to slide
the mouse to the Right and bring it over

Microsoft Word and then click it with the mouse®
(4] Microsoft Office Excel 2003

0| Microsoft Office Qutlok 2003
(5| Microsoft Office PowerPoint 2003




Using Microsoft Word
When you have successfully clicked on the Microsoft Word Icon, a

screen such as
this should appear:

2 Fffice Grire:

ek L Wicr il Ciow
Corirm

& et rhe bl b e LB
.
= darenistic sy el e el
P e e
B 1
e el S
e |
|.:.|:I:“-llrﬂd:ﬂl-*...

You could now start typing

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

—If you have already typed something and would like to go back
and read it, or
make changes please go to page 22.



TE Document] - Microsoft Ward
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Eie  Edt  View [neett
BUE] ™ EWETRE MW - VAR e A2
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Forrist  Taols  Table Window Help

B 4 TR R

-

: A4 MNormal = TimesNewFoman + 12 = | B J U |

Eﬁfﬁi%*l'
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If you have finished typing and would like

save your work, so you can read it or print
it later, you can by clicking Save ___——+

=

When you :
Click with the = Ser=i: [ My Doaments i
mouse on 5 | CHATMLogger
' [y s
Save, a . My Recerk :ﬁm Mhsic
screen like Documents |\ Sl prebures
this will D | e
appear: Bl
My Dofumnents
My Coampi ik ey
| Flensme: 2 Documenty.)
fly Hetwork M“.’.''.'.'Lm.'f::;;JI
Plsces | S &z bwpes Word Gecument

Ch @ X a7 ook~

To create a name for what you typed ;/ou Click in
File Name (see below)

The File Name should be something regarding the

what you typed. (for example, "cookie recipe")
(*Remember you have to backspace “Document1” before you can

-__,.--' ROt
| Fle name! H. i[g.:.:. : .m':nt]...

o -

™
s

When you type the name in File Name you click on Save :* [
#

to the right

change the name)

g




Using Microsoft Word

‘E Documentl - Microsoft Waord

¢ Eie Edit Wew Insert Format Tools  Table Window Help
@Bl TR L SS90 8 AR,

i A4 Noemal v TimeshewRoman v 12 = | B J U _|.§ e s E

If you have already typed something —
and would like to open it to read it or Lj

print it, you can by clicking Open_._——+

When you
Click with the Jiese | ) M Dot aents ol T R R R
mouse on L__E; LD AT opget
) My CeDs
Open, a MyRecant |y sk
. Cocumenls | S pitunes
screen like
. . e 1My iclans
this will (& o
appear: Devton
m';fm
g ot
. e
1 Fie T g -
= e — T3
Pacm Fdes of P2t | Al wiord Documents = | cn |

With the Mouse you would click on the File you
want to open, you click it one time, and it will
change to look like this:

e

I

After you Click the File you want to Open, you
click the "Open" Button on the lower right.

St

To Print, you would Click,
the little printer icon



Using Microsoft Word—Spell Check

4 Dacumemi - Mizrasalt Wars

i W =

B E k@ O

¥ i = ' 30k w0 T e [T

Thaz 1z a sample documear that [ lave seped 1o slow yon
whal hiicrosel Word can do

B

coriectly.

Auaed Camoa checker will lelp vou when von make

- pom g

B | R il ME wmE E ax

Notice: - Misspelled
words will be
underlined in red, and
Grammatical mistakes [And Grammar checker will help vou when vou make
will be underlined in  Jerammatical mustakes.

green

Spelling cheker Will Lelp make sure all the Wolds are typed
corvectly.

To use spell check you can press F7 all the way at

the top of the Keyboard, or click with the mouse | ?‘
the ABC ="

e iy T



Using Microsoft Word—Spell Check
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When you o
. Spellng MRS will help make sure all the words are tvped -l Office O
Click F7 or E}:umf;__ p .
the Spe“ Sl lrg e Graesmar: Eaplsh (105}
check button, And Gramamar checker will lelp von Wi s
a window grammatical nustakes, ‘Spelling chelker will help make * | twereine |
. i I the words ave trped igrwne il
will pop up s :
. . . carrectly. 1 [ = o
just like this. g !' =
(Note: grammar B —— T ]
check and spell e i i
check work the chcu i ey
same way) i
T T T
. . 5 —_—_———_—_—
If you believe the word is spelled correctly you can click Ignore
Spelting and Grammar: English (L5,
bt in Chctionan: P S
Spelling cheker will help make et |
e A, SR ; i aceeait ) Ignore Jnce
sure ﬁlllthe words are tvped weedl A1 1t the word is
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| gprs. || e || e 1| (seen on the left) and

1 then click Change
| Core , 3 — e
== =

When you get this message
=3+ You have finished spell check

Wit rosoll OiNce Word

y Troe speting and granmar check |5 compiehe,

Click OK to Continue what you

were doing [E




Turning off the computer

->When you have finished using the Computer, and would like to

turn it off please follow the steps below

There are two ways to turn off the computer:
1) Press the Power Button
2) Use the Start Menu

ONLY USE ONE WAY

->The same way you turned on the computer you need to press

1) the Power Button.
It is found on the outside of the computer (Box)
— The power button looks like this:

-OR -
2) Click on the — e
Start Menu : — e i
.J' '"I L=y rboromali OF s Diliklose ___,1' U s
Now Bring the j;'"“"“ | ™y Music
Mouse over and | | 5] st e s oz Sl My Computes
B0 crick on "Tum off | (S RR——
_ = Computer" iﬂ Microzoft (Ffis Word 20003 E'imdw
@ Meznsolt O floe Pubisher A
L L '_ﬂmtwananm
@ Em iz Cmehiote ;—}imh

El bog 5 @l T off Compute '

: --55—'“_,;2" '4 start =
B Now Bring
Mouse over and
Click on "Turn off

Computer"




Notes




facebook.

Facebook is a global social networking website that is operated
and privately owned by Facebook, Inc. Users can add friends and
send them messages, and update their personal profiles to notify
friends about themselves.

This site is great for reconnecting with long time friend and family
members who you have lost contact with over the years.



How To Access Facebook

To access Facebook:
v You must first go on the Internet (explained
in manual)
v Then type in www.facebook.com in the
Address Bar

W i 23F M

facebook

Facebook helps you connect and share with
the people in your life.

This is where you enter your

information

When you reach the site, a page like this will
appear
When you see the page above
Enter Your information
v' When you have completed registering,
and are now a Facebook user, you can
begin to add friends.



How to Add Friends on Facebook

v' First make sure you are signed in to
Facebook

v" Next type in any friend or families name
in the search box and hit enter

v’ After you hit enter, a list of people should
appear

v From this list search for your friend or
family members

v Once you have found a friend or family
member click the add friend button

v’ Once you have clicked “add friend,” you
must wait for the users approval

Add Adam as a friend?

W= Adam will have to confirm that you are
8 friends.

Add a personal message: Cancel

Adam, let's definitely connect here.
Hope all is going well for you and
that you have a nice Thanksgiving.

X Add Adam to a Friend List




Updating Profile

You can update your profile to show your friends and family what
you have been doing

v’ To update your profile, click on edit profile
button, and enter the corresponding
information

What now?

Once you have filled out your profile, and have found family
members, you can write on their wall, send them a message, or
even write how you're feeling.

To send a message:

v’ go to the inbox portion of the page (at the
top)

v" Then click compose message

v’ Find the appropriate person and write a
message

v" Then hit send

To write on their wall:

v" Click on the person’s profile

v Then write in the blank box where it says
“write something”

v" Finally, hit share

To write how you are feeling:
v’ go to either your homepage, or profile




v’ write in the box labeled “write
something”
v" Then click publish

facebook Hems  Profile  Frieads  Inbox ()

WI‘EUI'I'I?!‘ David. vou have B & friend requests and 5 4 other reqoests

@ What's on yoor mind?
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5E
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=
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*Click on inbox to view and write messages

*Write in the white box (under “What’s on your mind?) to tell
everyone how you are doing

*Click on a persons name to view their profile and write on their
wall



How to Play Solitaire
i Solitaire IZI@@

Game Help

Score: 53 Time: 61

v' First, Click on the Windows icon (bottom left of screen)
v Then click on Games (Solitaire Should listed under this menu )

When playing Solitaire

1. On the Game menu, click Deal.

2. Double-click any aces on the seven stacks to move them to the
spaces at the upper right of the screen, and then make any other
plays available on the board.

3. When you have made all available plays on the board, click the
deck to begin turning over cards.






