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Computing Tips Manual

Power Button
Where you turn on the computer. Will likely have a symbol something like the ones below.

Windows

Windows are what opens whenever you double click an application, such as Internet Explorer or Word.
There are a few main functions of windows, mostly located in the top right corner of the window, as
shown below.

X

Minimize: This button makes the window disappear without closing the window entirely

Maximize: This makes the window cover the entire screen

Close button: This closes the window entirely. Make sure to save work before pressing
this button!

]I.




File Browser

Window

lcon

Types of Files
e There are many types of files, from songs to word documents to spreadsheets to games. All files
will be saved somewhere in the file system

Saving Files
o When a file is open, click the file then save button to save your progress. If the file was not saved
on the computer before (when creating a new word document for example), then the file browser
will open and you will have to choose a destination for the file.

Organization Tips
o Organization of the file system is very important so that you do not lose your files, even though
they have been saved.

Creating Folders
o Folders are by far the best way to organize your files, they are good for

Finding Saved Files
e If the location that the file you saved is known, you can navigate through the folders to find the
file. Otherwise, if you know the name of the file you are looking for, then you can search for it
using the text box in the top right of the file browser.

Disk Space
¢ \When you save too many files on your computer, the computer will run out of space. While this is
usually not an issue, if you run out of space, you cannot save any more files to your computer.
Space is represented on the “Computer” or “This PC” folder (quickly accessed by holding the
Windows key down and pressing the E button. The bar represents how much space has been used

up already.
4 Devices and drives (2)
e Local Disk (C:) LENOVO (D)
“=- W - |
" 727 GB free of 790 GB W 503 GB free of 24.9 GB



The Keyboard

ot gy Pause

Esc FlELE F5 F6 F7 F8 F9 F10 F11 F12 M Lok ea M Cas e
~ ! @ # $ % A & * ( ) _ | Page um *
1 2 3 & 5 ® 7 8 9 |0 = v B il il (L Lo
=S 0E W PR (R O O B B fS PR B SO | |
1T 1T 111111 ; — 1|
s | ZIX[cviBNME T sni t 11
Enter
il Alt Alt Gr cirl «— l — 2'5 [')el
Typewriter keys Function keys Enter keys
System keys Numeric keypad Other
Application key Cursor control keys
Tab Moves the current selection forward one section
(in word similar to pressing space many times)
Caps Lock Makes every letter typed capitalized
Shift A modifying key that when held down makes
letters capitalized
Ctrl Modifying key that serves various functions
Alt Similar to the Ctrl key
Space Puts a space between words
Windows Opens the start menu
Enter Used to start a new line
Backspace Used to delete characters behind the selection

Function Keys

Multipurpose keys that serve many functions in
combination with ctrl and alt

Num pad The grouping of numbers off to the right of the
computer, not all computers have this but it puts
numbers and calculation keys in one place for
easy access

Delete Similar to Backspace, this deletes letters after the

current selection

Print Screen

Takes a snapshot of the computer screen, ready to
be pasted in.




Home Moves the selection to the beginning of the
textbox or line
End Opposite of home key, moves the selection to the

end of the textbox or line

Page Up/Down

Scrolls the current window or selection down by
approximately one screen

Insert Switches between overwrite mode (deletes letters
in front of selection as you type), and insert mode
(puts letters on selection without deleting letters in
front of the selection)

Scroll Lock Makes it so that you cannot scroll with the arrow

keys

Pause Break

An outdated key that serves very little purpose

Different Mouse Pointers

The default pointer, this is what will normally be used for making selections

The hand pointer shows up when the pointer is over a link or something that will open
{b with a single click

This pointer notifies you that something is loading

3 This pointer indicated the computer is busy and may not respond to your actions

I This pointer indicates that a click will select editable text

@ These pointers show that a click and drag will change the size of the window that is
= selected

Similarly to the size changing pointers above, this will allow you to move the current
G%D selection around the page




Text Boxes

e T - — " e T = » == e - — = e

— ol

= https://www.google.co.za/?gfe_rd=criei=-88x\VoabCuao8wfin4Z64Bg

Google

South Africa

{=

Google Search I'm Feeling Lucky

Google.co.za offered in. Afrikaans Sesotho isiZulu IsiXhosa Setswana Morthern Sotho

Text boxes, as shown above, are areas that can be typed in. They are different than normal parts of the
computer because when you click in these, the text is selected and you can type. They will usually be
either blank or have text already in them as a guide.



Mouse

Left Click
= Selectsan Icon
= For Example:

Opens the internet
icon

Right Click

= Gives you options
about usage of icon

= Also gives you
more options about
settings

Scroll Ball

= Allowsyou to scroll up and
down on a page

Clicking versus Double Clicking

Single Clicks
e For making selections
e Opening web links

Double Clicks
e Opening Applications from the desktop or file browser
Pointers

[

Means you must double click to open what you are selecting

{b Means a single click will open what you are selecting




Making Selections

Selecting text or files
¢ How you interact with the computer, this is usually done by clicking on the text or file. Selections
must be made before anything can be done, for example you cannot delete a file or type in a text
box without first selecting it.

How to tell if something is selected
o  Often when something is selected, it will be highlighted, and will stand out compared to its
. like thas
surroundings. It may look
The Typing Bar -> I
e This bar will quite often tell you if it is OK to type in a text box. If this is not visible, it is a good
idea to reselect the text to ensure that you do not type without



Start Menu

Serves as a base for many computer tasks, can save shortcuts to commonly used apps like Internet. Will
be different based on operating system.

Explorer

—

k

Q Windows Media Center

Caleutator

| Getting Started »

rubenerd

Documents

Sticky Notes
Pictures

Music

Games

*‘5 Remote Desktop Connection
2 Computer

& Magnifier
: Control Panel

O’a Seltaire

Devices and Printess

4 2> Purble Plsce

Default Programs

Administrative Tools » e (3] Control Panel

] 53] Network and Oxsl-up Connections
(3 Printers
All Programs Run... N\ M Taskbar & Start Menw..,

Help and Support




Control Panel

Many useful computer configuration options, a good place to explore, but if you are looking for
something, the search box is a good place to start.

T E&» Control Panel v ¢ |Search Control Panel
Adjust your computer's settings View by: Category =

System and Security User Accounts and Family Safety
Review your computer's status & Change account type
Save backup copies of your files with File History & Set up Family Safety for any user

Find and fix problems ) .
Appearance and Personalization

- Network and Internet Change the theme
View network status and tasks Change desktop background
Choose homegroup and sharing options Adjust screen resolution

Hardware and Sound g W Clock Language, and Region
View devices and printers Add a language

Add a device Change input methods

Adjust commonly used mobility settings Change date, time, or number formats

Programs Ease of Access
Let Windows suggest settings
Optimize visual display

Uninstall a program




Notifications Bar

Found in the bottom right corner of the screen and contains important information such as Internet
connection, battery status, and volume control

B om
L2
4

10:10 AM
>
B . 10/29/2015

Connecting to the Internet

Wi-Fi

Disconnected- The Wi-Fi is currently not connected, the Internet will not work.

M Limited- Connected to a Wi-Fi, but the access is limited. The Internet will not work, but there
should be something to be done about it.

n Connected- Wi-Fi is connected and working as intended, the Internet will work.

Passwords- Sometimes a Wi-Fi will require a password to connect, ask someone who may know, enter
the password in the text box, and connect.

Ethernet (Wired)
This is a wired connection between your computer and the Internet access point.

el Disconnected- The Ethernet is currently not connected, the Internet will not work.

mﬂ Limited- Connected to an Ethernet, but the access is limited. The Internet will not work, but
there should be something that can be done about it.

L Connected- Ethernet is connected and working as intended, the Internet will work.

10



Copying and Pasting

Purpose
o To take text/images/files from one spot, copy it, and put it elsewhere
How to Copy
e Select, right click, copy
How to Paste
e Right click, paste
“Cut”

e Serves the same function as “Copy”, although cutting removes the text/image/file that was
selected

Keyboard Shortcuts

Keyboard shortcuts allow you to quickly do something with just a few button presses rather than clicking
through a bunch of menus.

Ctrl + Alt + Delete Use this when the computer freezes, this allows the opening of the task
manager, which can end frozen applications

Ctrl+C Keyboard shortcut for copying

Ctrl+V Paste

Ctrl + X Cut

Ctrl+Z Undo, this is helpful for when you do something you regret, like deleting an

important file

Alt + Tab Switches between open windows
Alt + F4 Closes the currently open window, be careful!
Ctrl+F Opens a text box that allows you to search for a word or phrase on the open

window, does not always work

Ctrl+P Prints
Ctrl + S Saves
Shift + Tab The reverse of the Tab button

11



Windows Button + E | Opens the file browser

Windows Button + L | Locks the computer

Google Manual

Accessing Google
1. Leftclick on address bar
¢ a e
2. Type Google into the address bar, hit return (enter)

(&5 | 1 google.com

] https://www.google.com - Google
' https://docs.google.com/document/d/1Nf4hXOVYjvTog5t2HEOlaYRURccMM
1 https://docs.google.com/document/d/12Ihwgn3Xcbs-_pG9Bvi1wtmCb1Sivs.

[ httme-/iAdAviin manmla Anm lAdvivafivas Avivia Ao Dvhvn Paasla Dvica

3. This will bring you to a page that looks like this

Google

South Africa

=

Searching

1. Leftclick inside the bar (circled in red below)

2. Type
ﬁ B 1 yp

Google | e B

' Search )wn bridge Remove

cape town wpi Remove

cape town weather

cranky ape

About 16 300 00U results (0,60 seconds)

Foogie dearcn 1 Feenng LUcKy
what you
want to
Google.co.za offered in: Afrikaans Sesotho isiZulu IsiXhosa Setswana MNorthern Sotho

search

Note: This will take you off of the main Google page while you are typing!! This is ok.
3. Hit Enter

12



Go g|e Cape Town

Web Images Maps Mews Videos More - Search tools

About 125 000 000 results (0,42 seconds)

Cape Town Tourism, the official website for Cape Town ...
www.capetown. travel/ -

... Book Hotels, Rent a Car, What's On, Blog, Members, Other, Industry, Trade &
Media. WELCOME TO CAPE TOWN - THERE'S ALWAYS SOMETHING OM!
Attractions - Contact us - Plan Your Trip - Accommodation

Cape Town - Wikipedia, the free encyclopedia
https:/fen_wikipedia.org/wiki'Cape_Town +
Cape Town (Afrikaans: Kaapstad [ ka pstet]; Xhosa: Ikapa) ranks third among the most

Search Predictions

The box that drops down below your search is Google trying to predict what you will search
for. Google is surprisingly good at this, and if you see what you want to search for in the box
before you type it, you can either click on the suggestion that is right or you can use the
arrow keys on the keyboard to select it and press the Enter button. This can save a lot of
time, and many parts of Google behave similarly, for example when typing email addresses
in Gmail, Google will try to predict who you are sending an email to. Below are some
examples of prediction boxes.

Internet Explorer Predicting Websites

YK £~ > |Hlvoure
http://www.facebook.com/ Shift + Enter
http:// v foxnews.com/
https://www.facebookcom/
htp://www.foodnetwork.com/
hittp://www fixya.com/

C s PCLEN

Gmail Predicting Email Addresses

New Message

To  King

From Ben €c Bee
kling.ben@gmail.com

Subjer ST Brendan King
| Kiing.brendan@gmail.com

13



Maps Predicting Locations

ToTIEnd

= capetown Q, @

5l Cape Town International Airport Cape Town
Cape Town Western Cape
Cape Town International Convention Centre Lower Lo.
Cape Town City Centre Cape Town, Westem Cape

"
Cape Town Stadium Fritz Sonnenberg Road, Cape Town &

Google Predicting Searches

When searching, Google will create a list of suggested searches based on what is commonly searched.
This is list of words that pop up while you are typing, like this:

cape tow S H

cape town Remove
cape town project center Remave
cape town weather

cape town marathon

cape town train times

cape town magazine
cape town international airport _
cape town comedy club ;

cape town fish market
cape town map

2R

If you see what you are searching for on the list, you can left click on it instead of typing out the rest of
the search.

14



Link Text Color

Go g|e Cape Town

Web Images Maps Mews Videos More Search tools

About 125 000 000 results (0,42 seconds)

Cape Town Tourism, the official website for Cape Town ...
www.capetown. travel’ -

... Book Hotels, Rent a Car, What's On, Blog, Members, Other, Industry, Trade &
Media. WELCOME TO CAPE TOWN - THERE'S ALWAYS SOMETHING OMN!
Attractions - Contact us - Plan Your Trip - Accommeodation

Cape Town - Wikipedia, the free encyclopedia
https:/fen wikipedia.org/wiki'Cape_Town -
Cape Town (Afrikaans: Kaapstad [ ko pstet]; Xhosa: Ikapa) ranks third among the most

Blue

e Name of website, what you click
Purple

o Name of website you have previously clicked on, you can click on these as well
Green

e “Address” of the website. This is what will appear in the top bar of the screen when you click on
the link

Gray

e A small part of the text from the website to give you an idea of what is on each

15



Google Search Toolbar

Shown below, this bar can get you to different search options for your previous search

Go g|e Cape Town

: More « Search tools

Web mages Maps News Vid

@
Q
]

About 125 000 000 results (0,42 seconds)

Cape Town Tourism, the official website for Cape Town ...
www.capetown travel/ =

Book Hotels, Rent a Car, What's On, Blog. Members, Other, Industry, Trade &

Images
Allows you to see the pictures for the word or phrase you looked up

Suggestions

Go gle Cape Town (o RV n

Web Images Maps News Videos More ~ Search tools

The first row of images with captions are “suggestions.” Click on these to add the captioned words to
your search to make them more specific.

16



Closer look
Left click on the image. This will bring you to a screen that looks like this:

Car Hire Cape Town | Rent a car

e The smaller images on the right gives are related images that you click on “View More” to open a
search for similar images to the one you are looking at.

e You can also click on “Visit page” to go to the website that the image came from.

e Click “View image” to see a bigger version of the picture.

Maps
Lets you look up the location of the word or phrase you searched. Clicking the maps option will bring you
to a screen like the one below.

17



cape town Q

Cape Town
.9 Mostly Sunny - 21°C Directions
8. 6.01 PM
* ® <
SAVE NEARBY SHARE

<> Street View

Photos

Auiial fmnia

Switch View

Loading... 7] >t

“eNationalPark Saron JEmily

>rince Alfre
Swartwater Tulbagh Plz(;n‘e‘ed

)
Yzerfontein Darling Riebeeck ‘
Kasteel Ceres

3 !
Wellington P W

Ha'?/,eg,uas \
Mountain

Paay ~’-'-C:-Jtchmem |
Area é

M Haweqwa
Nature Reserve

)
>?) L Nz RTON /
<y / ~ BELLVILLE

PTel
Ny

Franschhoek

’ Villiersdorp.

Calt

_Hermanus =

To switch to a view that shows an actual picture of the area from above, click the button that says “Earth”

on the bottom of screen, which looks like this:

You will now see a view that looks like this:

18



cape town :
WEIWIELES

Yzerfontein
N

A\
Darling

0\Bay, Malmes

Cape Town

‘} Mostly Sunny - 18°C
S 6:02 PM

Photos <> Photo Sphere

Quick facts

Cape Town is a port city on South Africa’s southwest coast, on
a peninsula beneath the imposing Table Mountain. Slowly

To switch back to the map that just shows streets, click the same button as before, which now will say

(13 29

map
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Zoom

The bottom right of the screen will have buttons that look like this:

+

-— If
= Y
L o3| *

e The F button allow you to zoom in on the picture.

e The = button allow you to zoom out of the picture
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Street View

You can also access a “street view” that shows you what the area you are looking at would look like if
you were standing on a street. To do this, click and drag the yellow person to the location on the map you
want to look at. This will bring you to a view that looks like this:

%
TP

&> Table Mountain National Park G University of Cape Town.

To return to the view from above, click the “back to map” box in the bottom left corner

Directions:

On the left hand side of the screen, you can select the “directions” button. This will bring up the screen
below. The starting point box is where you plan to leave from, and the destination box is where you are

going.

e Click in each box to type the location you want in each.

e The car button boxed in red below means that you plan to travel by car, this will bring up route
suggestions (in the circle). These give you a distance and an estimate of how much time the
journey will take, along with a summary of the major roads the route takes.

e The train symbol functions the same as the car symbol, except this gives you directions for riding
the train the whole way. Where train routes are not available, it will give a walking path
(represented by dotted lines).

e The symbol that looks like a person is the walking directions, this will simply give you the fastest
route for walking to your destination.
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Gmail Manual

Setting up an Account

1. Go to www.Google.com
2. Click “Sign In” in the top right hand corner of the screen

Gmall Images i}

Google

South Africa

(=

Google Search I'm Feeling Lucky

Google.co.za offered in: Afrikaans Sesotho isiZulu IsiXhosa Setswana Nerthern Sothe

3. Click the blue “Create account” underneath the grey box.

Google

One account. All of Google.

Sign in to continue to Gmail

‘ Enter your email ‘

MNeed help?

Create account

One Google Account for everything Google
GMmEARD E @» B E
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4. Click on the boxes to fill in the corresponding information
Create your Google Account

S all you need Name

A single username and password gets you into everything First Last
Google

Choose your username
GMEREDL + > @ @

Create a password

Confirm your password

Birthday
Month s/  Day Year

Gender
| am...

Moblle phone
- 27

Your current emall address

Prove you're not a robot

Skip this venfication
verificaton may be required)

Type the text:

Location
South Africa

| agree to the Google Terms of
Séagwoe and Ph\?:trg)' Pot f:,y=

Learn more about why we ask for this
nformation
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o Name
= First: first name (Ex. John)
= Last: Surname or Last name (Ex. Smith)
o Choose your username
= This will be the address everyone sends emails to. Usually people pick something
with their name, initials, and numbers in it. Remember capital letters don’t
matter here! (Ex. yourname@gmail.com)
o Create a password
= Pick something you can easily remember, but other people can’t guess. Keep it
somewhere safe. These can include letters, numbers, and symbols, but NOT
spaces. Remember Capital letters do matter here! (Ex. WeLoveSA25)
o Confirm your password
=  Copy EXACTLY what you put in above! (Ex. WeLoveSA25)
o Birthday
= Month: Select your birth month from the drop down menu
= Day: type the date of your birth in the box
= Year: type the year of your birth in the box
o Gender
= Select your gender by Clicking the “I am...” box and pick “Male” or “Female”
o Mobile Phone
= Type your mobile phone number in the box. This will be important later on for
you to receive a confirmation code
o Prove you’re not a robot
* In the box under “Type the Text” type the exact numbers that appear in the
picture above
o Location
= It will default to South Africa, only change this if you are not living in South
Africa
o lagree to Google terms...
= Click the small white box so that there is a check mark
o Click the blue “Next Steps” box
5. When these boxes appear on the screen, read through and click “Next” until all four are finished

Let Gmail do the hard work. Make your inbox your own.

Use one email address for everything: personal messages, shopping, social, payments, job hunting Dress your inbox in one of thousands of themes, then change it at any time.
and more. Gmail will block spam and sort messages into their proper place, 5o your inbox will never
get cluttered again.

Email is just the beginning.

You can also chat and make phone and video calls from Gmail.

Experience Gmail on any device.

Stay connected while on the go with Gmail's mobile apps for Android, iPhone and iPad.
You'll get real-time notifications so you don't miss important emails.
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6. From there you will see your Email homepage

Google ES

©Q  mamgueritemariecarey@gmail. com ~

Gmail ~ 2 c WMors - 1303 < > -
Lo Primary 22 Social Q/ Promotions +
Inbox (3)
Stamed Gmail Team Stay more organized with Gmail's inbex - Hi Marguerite Gmail's inbox puts you in control Inbox video Meet the inbox Gmail's inbox 1:10pm
e
Sent Mail Gmail Team Three tips to get the most out of Gmail - Hi Marguerite Tips to get the most out of Gmail Bring your contacts and mail into Gmail On your 1:10 pm
Drafts
Gmail Team The best of Gmail, wherever you are - Hi Marguerite Get the official Gmail app The best features of Gmail are only available on your phone 1:10 pm
More =
= Marguerite = Q, N
-
Account Created Learn how to use Gmail Get Gmail for mobile
10%
Choose a theme Import contacts and mail e Change profile image
Setup progress
0GB (0%) of 15 GB used Terms - Privacy

Manage

No recent chats
Start a new one

)
L]
s

25



Signing Out

Clicking the email address in the top right corner brings down a drop down menu. Select the blue “Sign
out” box. This is very important if you are on a shared computer because it will prevent people from
seeing your personal messages.

Logging on
1. Goto Google.com

2. Select “sign in” from the top right corner
3. Click in the box that says “Enter your email”. Enter your email here. Then click the “Next” box.

Google

One account. All of Google.

Sign in with your Google Account

[enryoremas ]
[ e

Need halp?
Creatn acooun

Ona Google Account for averything Googhe
GMmEDL L0

4. The next page will look very similar but you will type
your password in the Enter your password box.

5. If you are using a public computer: Click the small box
next to “Stay signed in” so the check mark goes away

6. Click “Sign In”

| g
Marguerite Caray
margueritamanscarayidgmail .

BERRARRAEE

o Stay signed in
Forgot password?

Sign in with & differant account
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Setting up your Profile
To complete process go through the remaining 5 icons

GO gle “ HH o margueritemariecarey@gmail.com +

Gmail ~ - le] More ~ 130f3 ¢ > o 2
Q rimay 52 Sosa ¥ Fromoons .
Inbox (3)
Stamed Gmail Team Stay more organized with Gmail's inbex - Hi Marguerite Gmail's inbox puts you in control Inbox video Meet the inbox Gmail's inbox 1:10 pm
arre
Sent Mail Gmail Team Three tips to get the most out of Gmail - Hi Marguerite Tips to get the most out of Gmail Bring your contacts and mail into Gmail On your 1:10 pm
Drafts
Gmail Team The best of Gmail, wherever you are - Hi Marguerite Get the official Gmail app The best features of Gmail are only available on your phone 1:10 pm
More ~
® .
- Marguerite (= .
-~
Account Created Learn how to use Gmail @ Get Gmail for mobile
10%
Choose a theme Import contacts and mail e Change profile image
Setup progress
0GB (0%) of 15 GB used Terms - Privacy
anage
No recent chats
Start a new one
=2 9 4
b 113 bb T M T
Click on the “Choose a theme” Icon. It will bring you to this page
: X
’
Pick your theme

Cancel

My Photos
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1. Scroll through and select the picture you would like to be the theme of your Gmail
2. After you have selected the one you would like click the blue box that says “Save”

Stay more organized with Gmail's inbox - Hi Marguerite Gmail's inbox puts you in control Inbox video Meet the inbox Gmail's inbox

-~ Gmail Team Three tips to get the most out of Gmail - Hi Marguerite Tips to get the most out of Gmail Bring your contacts and mail into Gmail On your

-~ Gmail Team The best of Gmail, wherever you are - Hi Marguerite Get the official Gmail app The best features of Gmail are only available on your phone

Learn How to Use Gmail

Click “Learn how to use Gmail”. It will bring you to a box like this. You can click through each
level and go through tips to read and learn more about how to use Gmail.
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Gmail Help

. Gmail tips & tricks

N

N
e

N

Start with the tips that are right for you, and work
your way up to becoming a Gmail master.

Level 1 — Just started using Gmail
Organize your inbox, find messages, and
more.

Level 2 — Get more out of Gmail
Star emails, send photos, and more.

Level 3 — Advanced tips
Set up auto-replies, change your inbox
style, and more.

Level 4 - Become a Gmail master
Use keyboard shortcuts, share files, and
more.
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Level 1 looks like this. In the top right corner of the white box it says “Tip 1/10” click the arrow next to it
to go through the tips

Gmail Help GMALL 3] HELP FORUM

Gmail tips & tricks

Tips home Tip1/10 >

Ready to organize your email? It's already done

Your emails are organized into a few categories, and will be waiting for you under different tabs.
For example, if you receive an email about a sale from a shopping site, you'll find that email under
the Promotions tab. 22 socisl

Learn mare about inbox tabs.

sharethis: @ [ IR

'i' Vivian is a Gmail expert and the auther of this help page. Leave her feedback about this help page.

‘Was this article helpful?

YES NO

Go back to your Google homepage
Skip “Import contacts and mail”. This is only used if you already have another email account
Get Gmail for Mobile

If you have a phone that can access the Internet or have apps, click “Get Gmail for mobile.” If your
phone cannot access the Internet skip this step.

Get the official Gmail mobile app

Choose any of the following opticons fo get the right Gmail app for your device.

Enter your mobile number Scan this QR code Visit on your mobile device
= E i gmail.com/app

[=]%;

1. In the white box next to the South African flag enter your mobile phone number and then
click the blue “Send link by SMS” box. You will then get a text with an Internet link. This
will bring you to the place to set up your phone with Gmail.

1. Click the gray “x” in the right corner to go back to your homepage
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Adding a Profile Photo

If you would like, at this point you can set up a profile picture. This will be a public image people who
email you can see. This is not mandatory!

1. Next you will go to a page where you can either upload a photo from your computer, if you
already have one saved.
2. Simply click “Select a photo from your computer” which will bring you to your windows finder.

Information on how to go through this is in the Basic Computing Tips section of the manual. Pick the
picture you would like and click the blue “Set as profile photo” box.

3. After completion this will appear on your screen

4, Click on the small gray “x” in the upper corner to get back to your inbox

Se " Congratulations, you are all set!

Try the following to get mere out of your inbox

100%
1 UP" M Tell your friends about
| your new email address

Take me back to the task list

Select a photo from your computer

Cancel Learn more
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Understanding your Inbox

Google

Gmail ~
COMPOSE
I Inbox (2)
Starred
Sent Mail
Orats
T

® Marguerite -
@ 'Y

No recent chats
Start a new one

“ i @ margueritemariecarey@gmail.com ~
= a u [ LY More 1-30f3 b
&a Primary 22 Social Q Promotions +
B Gmail Team Stay more organized with Gmail's inbox - Hi Marguerite Gmail's inbox puts you in control Inbox video Meet the inbox Gmail's inbox 1:10 pm
Gmail Team Three tips to get the most out of Gmail - Hi Marguerite Tips to get the most out of Gmail Bring your contacts and mail into Gmail On your 1:10 pm
Gmail Team The best of Gmail, wherever you are - Hi Marguerite Get the official Gmail app The best features of Gmail are only available on your phone 1:10 pm
Q,
x
\ Account Created Leam how to use Gmail @ Get Gmail for mobile
25%

Setup progress

0GB (0%) of 15 GB used
Manage

Choose a theme ‘ @ Import contacts and mail Change profile image

Terms - Privacy

Email Folders
The email folders are found on the left panel.

o Compose

o Inbox

o Starred

o Sent Mail

o Draft

Click this to write your emails

Where are your emails get sent. The number in the parenthesis is the number of unread emails

you have

Each email has the option to be starred. This is usually done with important emails so it is
easier to find them later on

This folder contains all the emails you have sent. It is helpful to check this folder to make
sure your emails actually or see that you sent them to the right person/people

As you type emails they will be saved here until you send them. If you exit out of an email
that you are composing, you can usually find it in the draft folder to work on and send later
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Gmail -

TS

Inbox (2)
Starred
Sent Mail
Drafts
Mare =
® ) eMore
& \arguerite 2! o click here to get more folder options. After you click here the list
will look more like the one underneath.
o Less
= Will get rid of the folders underneath
o Important
= You can choose to filter important emails here
o Chats

= Google has a chat option that will cause things to be saved here. Not related to email.
o All mail
= Every email you have will automatically be included in here
o Spam
= |f Google does not trust an address sending something to you it will go here. You can also
report emails as spam
o Trash
= Put mail here when you no longer need it
o Create new label
= Allows you to add folders like the ones above
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-

Gmail -

COMPOSE

Inbox (2)
Starred
Sent Mail
Drafts

Less «

Important
Chats

All Mail
Spam

Trash

Categories
Manage labels

Create new label

& Marguerite -

Q,
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Top Panel

If there is no email selected

il - . - 3
Google I in:sent v “ A # 0 mmuemm@%m -
P = - 2o —
~ 2 =3
Gmal‘@" .‘, 0~ c | ot < >

[~ Selects all emails in box
B Refreshes the inbox. By pressing this will
show you any new emails you have

gotten since opening your inbox

More options
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If there is an email selected

&a Primary

v Gmail Team
Gmail Team
Gmail Team

(1] u [ 'S More 1-30f3 o
=5 Social b Promotions
Stay more organized with Gmail's inbox - Hi Marguerite Gmail's inbox puts you in conlrol Inbox video Meet the inbox Gmail's inbox 1:10 pm
Three tips to get the most out of Gmail - Hi Marguerite Tips to get the most out of Gmail Bring your contacts and mail into Gmail On your 1:10 pm
The best of Gmail, wherever you are - Hi Marguerite Get the official Gmail app The best features of Gmail are only available on your phone 1:10 pm

If there is an email selected. This is distinguished by the yellow highlight. Multiple emails can be selected

at one time.

+]

Archives emails

Reports email from unwanted address[es] as spam

Sends email to trash folder. Will be automatically
deleted forever after 30 days if not sent back to inbox

Allows you to pick a folder and put the email there

[ ]
L
W

Leaves email in inbox but associates it with a label

More

Gives you more options

File Folder Icon

o Social, Promotions, Updates, Forums
.- A o Moves email to tabs on the top of inbox
Move to: o Spam, Trash
T — © Moves to spam or trash folder
. Create new
Saclal o Make a new folder to put the email in
Promotions o Manage labels:
Updates
| Forums
Spam
Trash
| Create new

Manage labels
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Label Icon

| % -

Label as:

| Q
Social
Promotions
Updates

Forums

Create new

Manage labels

Sending an Email

From your homepage click “Compose.”

Google

Gmail - =P

COMPOSE D Pri
| mboxe
Starred
Sent Mail ¢
Drafts: .
B e -

:.Marguema = Q

25

Setup p

0GB (0%) of
Manage

O

Select the box next to “Social”, “Promotions”, “Updates”, or

“Forums” to associate the email with a label

O

Create new
Create a new label for the selected email
Manage labels:
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A box will pop up in the lower right corner. This is where you will write the email

| To |

Subject

El: 1 e 8=0
I

To
e This is where you will write the email address[es]. There can be as many as you’d like but
they need to be in the username@website.com format (Ex. johnsmith@yahoo.com)
Cc
= Clicking this will give you a new line to type in email addresses. This is the same idea as
above except addresses put here are for people the email is not directed at. It is good to add
someone here if the information is important to them, but not directed at them.
Bcc
* The same idea as cc except the email address in the “To” and “Cc” lines will not see the
address of the person in the Bcc line
Subject
* The main idea of your email. This isn’t necessary, but it helps the person you’re sending the
email to.
Main Body
= This is the box under subject where what you want to say goes.
Paperclip
= Allows you to add attachments such as documents, pictures, and music
Send
= Click the blue send box when the email is ready to go. Remember this CANNOT be undone
Trashcan
*  Only click this is you’d like to get rid of the email and not send it!
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Responding to Emails

GOOgle in:sent “ HH o margueritemariecarey@gmail.com ~
Gmail ~ “ (1] 1 Move to Inbox Y More ~ 10f1 o
COMPOSE First Email Y People (3)
Inbox (2) ite Carey i com> 1:26 PM (0 minutes ago) -~ - mmcarey
Starred to mmcarey, mmcarey96, bec: mmcarey95 [~ mmcarey@wpi.edu
I Sent Mail Trying out my new Gmail @ -
Drafts Show details
Morev 2

®  Marguerite -
@219 Q

0GB (0%) of 15 GB used Terms - Privacy
Manage

After you open an email and read it there are a few options of what to do with it. The bar of options on the
top perform the same tasks as stated previously

-, -

Box under the email
Simply clicking in it allows you to type a response email to the sender

Clicking “Reply to all” will allow you to type an email to all those who the original email was sent to.

Clicking forward will allow you to send the email to someone else and not the others included.

Backwards arrow
Clicking the backwards arrow will bring you to more options

Reply, Reply to all, and Forward work the same as stated above
Filter message like this: set up ways to organize your emails automatically

The rest are all self explanatory
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4 Reply

= Reply to all

= Forward
Filter messages like this
Print
Delete this message
Report spam
Show original
Message text garbled?
Translate message

Mark as unread
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Facebook Manual

Setting Up an Account
e Requirements
o An Email Account
0 Internet Access
1. Go to: www.Facebook.com

O 08 Drececen togmorso freey
« C 0 rpssiwww.tacebook.com o0=
Cocatas Bunser (] irwrrationst Buses Socel Magpeg & psmetsadutin | 18 ‘Frienss’ OFs che tow taeo sec [ www wonosutmag. M Studeot Programe &, Sucide Gorge Gext
facebook —— —
Sign Up
Connect with friends and the 1ts free and always will be.

world around you on Facebook.

| Seephotos and updates trom kiends i News Fesd.
* | Share what's new  in your fe on your Trmelne

£ Findmore  of whatyouite ooking for wth Facebook Sesrch

oot  Paga for  cemerty, san s business.

2. Fill in information blanks under Sign Up Section

Sign Up

It's free and always will be.

I First name A II Last name B I
I Email or mobile number C

I Re-enter email or mobile number D
I New password E
Birthday

Why do | need to provide my
A A A
Month 5§ Day ¥ Year § birthday?

") Female |  Male F

By clicking Sign Up, you agree to our Terms and that you have
read our Data Policy, including our Cookie Use.
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http://www.facebook.com/

First name (Ex. Julia)
Last name or Surname (Ex. Smith)

w >

C. Email or Mobile Number (Ex. example@gmail.com)

i. Choose to either put in an email address or a cellphone number. This is how
Facebook will notify you.

D. Re-enter email or mobile number (Ex. example@gmail.com)

i. Putin exactly as what was in the box above.

E. New password (Ex. Your phone number)

i. This will be part of you “logging in” process. It should be something others
cannot guess, but you can still remember. Write it down and store it somewhere
safe so you don’t forget.

F. Birthday (June 17 1999)
i. Click on each box and pick the appropriate Month, Day, and Year of your birth
ii. Click the white circle next to “Female” OR “Male” to pick your gender

G. Click the green “Sign Up” button when all your information is correct.

Logging On
1. Go to: www.Facebook.com
2. http://www.facebook.com/Click in the rectangle underneath Email or Phone

Emaill or Phona

Password
I N

B Keep me logged in FoOrgot wour password?

o Type in the email address or phone number you initially setup the account with
(Ex. example@gmail.com)
3. Click in the white rectangle underneath Password
o Type in the password you set up the account with (Ex. your phone number)
4. Click Log In
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http://www.facebook.com/
http://www.facebook.com/

Your Home Page

E w.. Emily Home

C & Emiy Update Status || Add Photos/Video  [Z] Create Photo Album YOUR PAGES == Victor Hu F °
& Edit Profile
34 Zulean Cruz Diaz e
FavenEs u What's on your mind? D S 4 event invites E
i News Feed ¥ .
- d Brianna Hayes 7h
= Messages TRENDING @
3 | Events 4L Friends v m ~* Volkswagen: 'Irregularities’ Found in 5% Margaret Darcy °
'r Close Friends Carbon Dioxide Emission Levels of e
§ 800,000 Vehicles, Company Says B s st o
4% Grant UtimaiaTo.. Upworthy G A7 Fox Lake, lllinols: Officer's Death That
¥ Generals Eastside... 20+ 13 hrs Spurred Manhunt Was 'Staged Suicide, 9
- 5 Police Official Says M Cory Richardson 7h
AuliGrant Umes 20t This is climate change in action, folks. ~» Gigi Hadid and Joe Jonas: Model and
PAGES Singer Reportedly End Relationship Andrew Paon °
& WP Panhellenic C... v Sow Mo Ly,
4 Griffin Kowash .
« Pages Feed 204}
) English (US) - Privacy - Terms - Cookies =
[ Like Pages Advertising - Ad Choices [> - More » Kayla Andrews °
[+ Create Page Facebook ® 2015
E Create Ad @8, Emiy Mora .
s ﬁ Joanna Kim °
B8 Games
On This Day Rachel Prescott °
B8 wavo.me
& Photos Matt Ryder .
&3 Games Feed 20 The longest — and probably largest — proof of our _
2. i i 6h
current climate catastrophe ever caught on camera. Cerotna -oguizemon
—

Note: Anything that says “Your Personal” is unique to your page and will not look the same on
another person’s Facebook Page!!

A: The Search Bar
G

e This is the bar in which you type in people’s names to find their profile on Facebook. This will be
covered more in depth in the Finding Friends section of this manual.

B: The Notifications Bar

f‘ Emily Home

e This is where you will get notifications about activity on Facebook concerning things that you
posted. Above is an image of a notifications bar with no notifications, meaning that there is
nothing new concerning things you have posted on Facebook.

o Hereis an image of a bar with notifications. Each notification icon means something
different.

F: Emily Home &&1 ‘!.1 61

o When you click on them they will have a drop down menu that will give you information
about the notification. Shown below.
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New Friend Activity

WL Emily Home g ‘;‘ &'

Accepted Requests Find Friends - Settings

|
= Verénica, Mike and Drew accepted your friend requests.
- ﬂ. &t 6 minutes ago

Friend Requests

The drop down menu tells you what has recently happened with accepting or receiving friend requests
(covered more in Find Friends section).

Note: When you click on the icon the goes away, this is because you have reviewed the
notification.

New Message
Q ‘i Emily Home ‘_‘.1

Recent (1) Mark All Read - New Message

Brianna Hayes (5) @
= Brianna sent a sticker.
1:49pm

L IR,

This menu tells you about new messages you have received from people. If you click on the notification it
will pop up a messaging window on the bottom of your screen that you can chat with the person from the
notification through.

woT muie

English (JCE:LHELLE BT 2 ma o X
Advertisin
Facebook @ I'll be in the hospital til 7-8

I'll be at the lodge for the rest of

today, unless we have to go out to E
get ink for the printer

Otherwise I'll be here (&)
I'l talk to you tonight when you
are going to sleep again (&)
Yay ©
Ok! 515

0 Sent from Messenger
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New Activity on your Posts or Photos
Q :i Emily Home S

Notifications Mark All as Read - Settings

Brianna Hayes likes your album IQP-Getting there.
| ﬂ a few seconds ago

C: Your Personal Navigation Bar

2 Emily Richardson
This bar is personalized to your profile. It had links

.- E::ll e to important pages. D-Your
News Feed v
Meosages * News Feed = Home Page
5 Events o What you are learning about now
Close Friends * Messages = Message inbox
4" Grant Utimate Tea... o A page with alist of all the messages you

W Generals Eastside... 20+

2. Grant Utimate 201...

have sent or received

* Events = Events inbox
o Where all your event invites and

¢ WPI Panhellenic C...
information is

%l pages Feed 20+

[ Like Pages * Close Friends = Feed of Post Only from this list
Create Page o You can choose the people who make up

et this group and it will be explained more

aniits in the Facebook Friends section.

Games

&) on This Day

B wavo.me Everything below the red line are personalized, so

fa Pholos in this case they are pages that Emily Richardson
Games Feed 204 think are important, and will not necessarily turn

up on someone else’s Navigation bar.

Personal Status Updater

Update Status || Add Photos/Video Create Photo Album

H What's on your mind?

This is where you type a status update. This will be covered in depth in the Creating a Status section.
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E: Your Personal Event Notifications and What is Popular on Facebook

5] 4 event invites

TRENDING @

7 Volkswagen: 'Irregularities' Found in
Carbon Dioxide Emission Levels of
800,000 Vehicles, Company Says

»~* Fox Lake, lllinois: Officer's Death That
Spurred Manhunt Was 'Staged Suicide,'
Police Official Says

»” Gigi Hadid and Joe Jonas: Model and
Singer Reportedly End Relationship

See More

This box tells you about Events you have or have been invited to. If you click on the blue text next to the
calendar icon it will open up a drop down menu that gives you more information about the events, shown
below

-
P Upcoming Events Create Event 7 4 event Invites

Founders Keepers

N November 1

Worcester Polytechnic Insttute (WP1) 4~ Fox Lake, lllinols: Officer’s Death T
warenst [ooms [ors]  IRBER | sonsresmser s

Purple Week Ribbon Picture s

B Friday, November 6 at 11:55am in EST
The Wpi Quad

Interested | Going | Ignore ﬂﬂ N

Cider and Donuts Fundraiser!

~ Eddie Murphy: ¢

* See More

NOv d Donu
i 0o November 9 - November 13
2 WPI Gampus Center

morsted | Gang | tgnore | I+

e—— M . Seo Al
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F: Your Personal Chat Bar

—q—- R * This bar tells you who is online at the moment as
l e Coecz Dl . well as gives you an easy way to open up a chat

window with each person.
i
Brianna Hayes Th

All you have to do is click on the person’s name

,!E!l Margaret Darcy . on this list and it will open up a chat window,
m o just like the one from the message notifications
Julia Smith . . .
) bar, so you can have a conversation with that
“ Cory Richardson person.

d Andrew Paon . © Brianna Hayes o om O X
=T book 1l be in the hospital til 7-8
Gritfin Kowash . ﬂ

1 be at the lodge for the rest of

Kayla rews today, unkess we have 10 go out 1o E
- bl - get ink for the printer
E Emily Mora - Otharwise Il be here
N talk to you tonight when you
A Somma K . are going to sleep again (=

Yay (=
- Rachel Prescott o ﬂ T

G: Your Personal News Feed

m Upworthy

A conversation between a son and his mother quickly leads to unexpected
revelations. A story about the power of unconditional love, as told by
StoryCorps.

v Like ® Comment Share

H Ellen DeGeneres

This family just uploaded this video to ellentube, and OMG | can't handle it.
Your News Feed is a rotating list of posts, photos, and news that is customized to you and your interests.

This is where you would find recent posts from your Facebook friends and companies or pages that you
have liked.
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Your Profile

li Emily Richardson W Emily Home

Update Info [ll View Activity Log | =e+

More v

Timeline About Friends 903 Photos

+ Add a short bio Status || Photo/ Video Life Event

#  Lives in Worcester, Massachusetts What's on your mind?

9 From Portland, Oregon

+ Add featured photos il Julia Scott with Jenn Bombard and 6 others
™ November 2 at 9:15pm - Instagram - &% v

Happy Bid day from Cape Town!!! Thankful for the sisterhood where | have
met so many fabulous women and now have such amaxing friendships! (=i
Can't wait to meet all the new members! Xoxi ()

FRIENDS - 903

Nicole Quintal

Timeline

Shown above, this is your personal page. It is a list of your past posts and statuses as well as a place
where you can view all photos you have both posted and been tagged in. On this page is also information
about yourself.

About
._ Timnllns Friends oo« Photos More

I, About

Overview
| overv @  Snap at Worcester Polytechnic Institute

WPL  (WPI), Volunteer at Community Cycling
Center and Emergency Medical Technician
(EMT) at Lifeline Ambulance

@  Studies Biomedical Engineering at
WPI  Worcester Polytechnic Institute (WPI)
Past: Ulysses S. Grant High School
Edit your education

Lives in Worcester, Massachusetts
Portiland, Oregon

This is the view of your Profile, which is why there are the editable blue type (Add a workplace) This is
where you find basic info about someone and fill in info about yourself

About

Overview

WORK
I Work and Education R
+ : Add a workplace
Places You', ¥ork snd Education .
S Lifeline Ambulance
Contactand Basic Info Emergency Medical Technician (EMT) - June 2015 to present - Worcester, Massachusetls
Family and Relationships

@ Worcester Polytechnic Institute (WPI)

Details About You WPI  Snap - Worcester, Massachusetts

Life Events . .
@ ven Community Cycling Center
Volunteer

&
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Friends
This shows a list of your friends, and all the tabs are categories of friends

Update Info View Activity Log | ==+

More v

3

Photos

+ Friends v

Friends will be covered more in the Finding Friends section.

Photos
This is the list of photos of you, photos you have posted and a list of albums you have created.

Photos + Croato Album ~ Add Photos = Add Video  #

Photos of You  Your Photos  Albums

T . =
obilé!

L2

Unike - Comment " vl '39, # 1

Brendan Kling ¥ Following »

Timeline ~ About  Friends 4 Muua

Photos

Photos of Brendan ~ Brendan's Photos  Albums

To add photos in an album, click on your profile on the Create Album button
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[77) Photos Add Photos | Add Video | | #

Photos of You  Your Photos  Albums

|
X )

MobiléUplodt

Unlike - Comment " ulf ‘39, # 1

Clicking on this button will bring you to a drop down menu that will allow you to upload pictures from
your computer

Open B
“[6) [= »
=- o e
i 2ee7 Ty o216 G250 6251 G252 6,25 MG 264 6255
— — (—
e ] -
5 I :
i ] .
w2557 o 253 6265 6.2 .21 o2z e G 20 o5
R =
mEEEELE g
[Pl N
o oy ey Mo ez Wa22 o2 Ma2a Weams
- T R—
B -
a - R | ‘
wo2T w270 .3 W62 ey v 62725 .25 o1
Bl
Open et

Click on one of the pictures, then click on “open”

Note: All of your profile information all things in blue writing tend to be editable and clicking on
them is the way to edit them. If you want to explore your profile, click on things! You cannot break
anything and most everything can be undone except for sending messages!
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Creating a Status

Update Status ZJ| Add Photos/Video Create Photo Album

H What's on your mind?
J

This window is where you type your status. Below is an example of a status

Emily Richardson
March 24, 2012 - 3% »
In Missouri...and it is raining...just like being home

Like Comment Share

H Write a comment

You can click on the Add Photos/Video button to include other forms of media in your post, below is an
example of a status with a picture

\14‘3, Hannah Robinson with Emily Richardson

R o

WPI Peppers? It could be a thing!

Like Comment Share

Jo Landefeld, Carolina Leguizamén, Alicia Weber and 56 others like this.

Clicking on the button next to Post will tell you who can see the status you are posting, this is for security
purposes.

A4 Friends except Acquainta... v

Who should see this?
@ Public
Te :
d M Friends
Your friends on Faceb
E, DITLET'S
& Only Me

1

+ A\ Friends except Acquaintances
v 1 Fallout
4 % Cusom er 10th.

You can post on a friend’s wall by going to their profile and typing in the status box on their wall
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Brendan Kling

Timeline  About  Friends < Photos  More +

Post (2] Photo/ Video

:
. Brendan Kiing
- — " iog:

Note: This will post on their wall and it will be directly connected to their Profile so this should be
something about the person or something you think they might like!

Here is an example of a post on someone's wall

Cameron Dunne [Emily Hl:hardson|
November 28
EMILY!

Like Comment

H Write a comment

e From = Person who wrote the post (status)
e To = Person who’s wall the post (status) is on

Facebook Friends

Facebook friends are the people that you are connected with on Facebook. Being someone’s friend gives
you special privileges. You can see their wall and you can see their recent posts. To tell if you are
someone’s friend look at their page and find the box that says “Friends” or “Add Friend”. Friends means
that you are already their friend, add friend means that you are not yet their friend.

e A friend

\ ‘ Cory Richardson

Timeline ~ About  Friends 55 Photos  More

A stranger

-

Verénica Isabel | ossece | = | -]

Timeline  About  Friends o) Photos  More v

Once you are friends with someone you can decide what kind of friend you want to be.
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If you want to be able to see their posts on your homepage in your newsfeed you need to look underneath
the friends box and click the Following button, as you can see in the drop down menu there are two
different types of following, which you can choose as you see fit.

- + Following v | A
N YOUR NEWS FEE
|

See First
v Default

| Unfollow Cory

Unfollow

o If you would not like to see the posts by this person, click the Unfollow button and their posts
will not appear in your Newsfeed.

Close Friend

o If you want to be able to view their posts alone without any other posts from other people or
companies, you can make them a Close Friend. To do this click on the Friends button and see
the drop down menu

2015

2014

+ Friends v

2013

Close Friends

Acquaintances
Add to another list...

Suggest Friends...

Unfriend

Acquaintaince
¢ An Acquaintance is someone with limited access to your page, an example of wanting someone
to be an acquaintance instead of a friend would be a co-worker or your boss. Limiting what they
can see allows only your friends to see personal life information, while they would only be able to
see professional posts.

Finding Friends
There are many ways to find friends on Facebook, here are the man three ways.

Find Friends Button

e Facebook has conveniently made a Find Friends button which on a new Facebook page is
located in your Notifications bar.

Home Find Friends &{I
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With the Search Bar

n Search Facebook Q

e The Search Bar allows you to search someone’s name that you know. You type the name of the
person into the bar, as you type Facebook will predict what you are trying to type.

H —
Brendan Kling
Worcester, Massachusetts

R
vi L Brendan Johnson
i Worcester Polytechnic Institute (WP) - Pembroke High School - Carolina Leguizamén and 52 other mutual fri....

Add Perso

o Once you finish the name Facebook will display possible matches to your search.

Brendan Kling

Worcester, Massachusetts

R |
Vi Brendan Klingensmith
U.S. Army - Osawatomie High School

o Ifyoudon’t see your friend on this list, then click the magnifying glass and it will take
you to the page below where you can search through possible results. To see more
results, click on the See More button.

m —— - _

Top Latest People Photos Videos Pages Places More v

2 Emily Richardson
Edit Profile People

FAVORITES

% News Foed - Brendan Kling v Friends | Message | v
 Messages Summer College Intern at EMC Corporation
= Events Single - Male - 21 years old - Interested in females
Stud ¢ Pol ute (WPI) 17
i Close Friends Lives in Worcester, Mast s

4 Grant Ultimate Tea...

W Generals Eastside... 20+ | g Brendan Kling 4 Add Friend ~# Message | - v

& Grant Uttimate 201...

& WPI Panhellenic C...

* Pages Feed 20+

0 Like Pages .y Brendan Kiingensmith * Message | v
% Create Page Cavalry Scout (19D) at U.S. Army
D Create Ad Single - M:
e High School 15
e *
B Games
On This Day
B8 wavo.me

Through Your Profile Page
e Click on your Name button, this will take you to your Profile

W Emily Home

e Go onto your profile and click on the Friends Button
,"Ag"(_ r " .ﬁ i (7/ I = - ‘A‘\ _‘ - R In:‘mm

Emily RicSardson :

WPI
== |
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e Then click on the Find Friends button
= TV - ; _— -\

'

N
\ S
Emily Richardson [ updsic nio [ view actvity Log | +vs

Timeline  About  Friends Photos  More v
Friends Friend Requests Edit Privacy
AllFriends 502 Recently Added Birthdays Work College High School  More

o This will take you to the page below where you can review your Friend Requests (People who
have added you as a friend) and where you can also look for new friends.

Respond to Your 83 Friend Requests Add Personal Contacts
View Sent Requests

=

MO8 -
ds. See

Ghoose how you comm yith friends.
how it works or manage imported contacts

" o Franss |
| Mary Sheehan
# Huntington High School Delete Request
Huda Gad and 18 other mutual friends

Search for Friends

Py <ctrina Bradiey Find friends from arit parts of your life
P & mmor ot Goner i.‘»,.‘,‘.( s Elactric Boa RGN Delete Request Name
Search f e

Hometown

Rl Delete Request

B8 sarah Triplett
WPl [N Delete Request
jehir Keskin and 82 other mutual friend Enter another city

Portland, Oregon

Advanced Friend Searching

Search for Friends

Name
This bar is on your Find Friends Page and is one
Hometown way to look up a person with specific details.

Portland, Oregon
This is extremely helpful if this person has a

common name such as “John Smith”, this allows
you to narrow down the search pool by
eliminating people based on the criteria listed.

Current City
Worcester, Massachusetts

High School **Note**

Ulyesss 8. Grant High School All the information in this bar does NOT
need to be filled out in order to search!

[T R
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Through Other Contacts

This box allows you to use contacts from your email or other online communication sources to find
friends

Add Personal Contacts

M G4 - b2 =

Choose how you communicate with friends. See
how it works or manage imported contacts.

Find Friends
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Microsoft Word Manual

Getting Started

This manual will give you an understanding of the basic uses of Microsoft Word as well as the
foundational knowledge to use this application effectively.

Why We Use Microsoft Word

e To type up important documents such as
o CV’s
o Resumes
o Proposals
o [Essays
e To take notes for
o Classes
o Meetings
o Presentations
e To create lists for
o Groceries
o Deadlines

How to open Microsoft Word
1. Find the Microsoft Word Icon

2. If the icon is in the bar at the bottom of the screen, left click on it once. If the icon is on
the desktop, left click on it twice in a row very quickly. This is called a double click.
3. This will open a window that looks like this:

? -

Jennifer Bombard

Search for online templates Fel
Jennb47@comcast.net

Suggested searches:  Business  Personal  Industry  Print  Design Sets  Education  Event Switch account it

(9 Aa Title =)

Take a
tour

Blank documen it Welcome to Word Single spaced (blank) Blog post

TITLE TITLE Title -

4., Left click once on the white box above the words “blank document
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Changing the Appearance of Words

Highlighting
To change the appearance of words and letters in Microsoft word, you first need to highlight what you
want to change.

To do this, start by moving your cursor to the left of what you want to highlight

This is how you highlight]

Move cursor here

With your cursor here, hold down the left click and drag the cursor to the right until you reach the end.
This will make the text look like this:

This is how you highlight

To get rid of the highlight, left click once anywhere else. This will make the text look how it did before.

Changing Fonts, Sizes, and Colors

A font is a different way for the words on the computer to appear. The different options appear in a list at
the top of the screen. To see them, click on the arrow next to the current font.

BHS O:

FILE HOME INSERT DESIGM PAGE L/

mkln ,-x_\l:ut "

D - Calibri (Body) = 11~ A
- ER Copy
aste - z
- ¥ Format Painter B I U -~abex x
Clipboard P Font
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This displays a list of fonts that looks like this:

Calibri -1 - A
Theme Fonts -
Calibri Light {Headings)
Calilri {Body)

Recently Used Fonts

(} Elephant

{} Times New Roman

0} Arial

T fncised90f Ndit BT

(} Seqeoe Seyipt "
(} Swap ITE

0 Sigi

) Harrington

) symbol APXEBGT I
i} ALGERIAN

All Fonts

T AdLib BT

0 ligency B

¢ Aharoni 711 112N
LLJPRe A
i} ALGERIAN

T Alternatehothic2 BT

B Americana BT -

To change a font. Highlight the text you want to change, click on the down arrow next to the fonts, and
click on the font you want to choose.
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To change font size or color, do the same thing, but click on the arrow next to the number or letter with a

-0 = Document! - Word DRAWINC
1OME INSERT DESIGHM PAGE LAYQUT REFEREMCES MAILINGS REVIEW VIEW EndMaote FORN
t o e

Calibri (Body} -|11 -~ 2 =3= T | AaBbceDe  maBbCeDe
) )

I U - abe ; - -

rmat Painter '&
ird P Font Paragraph
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Bold, Italics, and Underline

You can also change the text to bold, italics, or underline. Seen Below.

Bold looks like this. Represented by the “B” button

Italics looks like this. Represented by the “I”” button

Underline looks like this. Represented by the “U” button

@ E S5- 0 - Document1 - Word
HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMGS REVIEW VIEW
“D g’g":”t Calibri (Body) - |11~ A e 5= T |4
Paste B Copy
- ¥ Format Painter N — N
Clipboard [ Font Paragraph
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Alignment

ERT DESIGN  PAGELAYOUT  REFEREMCES  MAILIMNGS  REVIEW
Calibri (Body) =11 =|A A Aa~ f¢ = -i=-"i-- &4 8
B I U -at ¥, X° .'E-.-".'J"'-_E-IE._.__F:. by

Font & Paragraph

i . 1

The first one one is left-justified, and it looks like this:

There are a lot of different ways to align your words on the screen!

The second it centered, and it looks like this:

There are a lot of different ways to align your words on the screen!

The third is right-justified, and it looks like this:
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.

It is also possible to
change how the font is
aligned on the screen,
using the buttons
below:



There are a lot of different ways to align your words on the screen!

Lists

Overview
To start a list, you can click on three different buttons, all of which create different types of lists.

The button below creates a “bulleted” list which looks like this

e Main Category
o Something specific in this category
m  More specific
e more specific

This buttons create numbered list that looks like this

1. Main point
a. Something about this point
i.  More specific
1. Even more specific

Navigating a list

Note: While these are shown with a bulleted list these techniques work for both bulleted and
numbered lists
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When you want another @ hit enter
Now you have two

If you want to get to the next level

o Herell
Hit enter and then the tab button

o To get back to the @ hit enter again
Now you are back here
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Categories of a List

e Main Category
o Something specific in this category
m  More specific
e more specific

This can be explained with a grocery list. For a list of just things to buy the list would look like this

Groceries
e FEqggs
o Milk
e Bread

If you want to buy different things at different stores you would make the list a little differently

e Spar
o Drinks
m Milk
m Juice
o Eggs
o Cheese
e \Woolworths
o Jeans
o Jacket
o Shoes

This list is saying:

e At the Spar | will buy
o Some types of drinks
m  These are types of drinks

m Milk
m Juice
o Eggs
o Cheese

e At Woolworths I will buy
o Some Jeans
o A Jacket
o Some Shoes
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Copy, Cut, and Paste

Copy
This copies the text that is highlighted so that it can be placed somewhere else.

Note: The text that you copy is still there after you copy it!! Think of this like a copy machine, you
make a copy but once you are done you still have the original.

Highlight word or sentence

This is how you highlight

Two different ways to copy

e With mouse
o Rightclick
& Cut
ER Copy

-3

3 Paste Options:

il

B

o Ondrop down menu select copy
X Cut

[E2 Copy I
7 ‘(y Paste Options: [

s

ﬁ

e With Keyboard (Ctrl + C)
o hold down Ctrl (just like the shift button for the @ symbol)
o then press letter C on keyboard
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Cut
This copies and removes the text that is highlighted so that it can be placed somewhere else.

Note: The text that you cut is deleted from where you cut it from!! Think of this like a pair of
scissors cutting out the text to be pasted somewhere else later.

Highlight word or sentence

This is how you highlight

Two different ways to cut

e \With mouse
o Rightclick

& Cut
ER Copy

-3

3 Paste Options:

il

B

o On drop down menu select cut

IX Cut I |
ge
;m Paste Options:

:_':‘F‘_'r

il

[—!]

e With Keyboard (Ctrl + X)
o hold down Ctrl (just like the shift button with the 2 for the @ symbol)
o then press letter X on keyboard
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Paste
This is used to paste text that you have previously copied or cut from another place.

Note: This only works with the last thing that you have copied or cut!! This means if you copy the
word “At” and then cut the word “and” when you paste the word “and” will appear!

Place cursor where you want the text to go

Put text after this|

Again two ways to paste

e With mouse
o Rightclick
i.  Give you this Drop Down Menu
46 Cut
ez Copy
T}, Paste Options:

e

[

o Ondrop down menu select paste

3% Cut

E® Copy

F}] Paste Options: I
SN
[

e With Keyboard (Ctrl + V)
o hold down Ctrl (just like the shift button with the 2 for the @ symbol)
then press letter V on keyboard
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Saving, Opening, and Printing a Document

Saving
Icon

Opening
e Icon

Through File Menu
Keyboard Shortcut
Where it saves

e File Browser
e Double Clicking

Printing
Icon

o

@)
@)
@)

Through File Menu
Keyboard Shortcut
Printer Menu

Copies

Black and White
Print Button
Choosing a Printer
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