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An introdudion to the basics of your neviBeyond Disabilityaptop or computer

[Additional user tipsare included in the appendixsection 16 isvery important]
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3. Connecting to thdanternet.
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6. Word (or libre office writer).
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8. Team viewer
9. Sun clock
10. VLG-music and video player.
11. Other preloaded programs-istingonly (tutorials planned for a future date).
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12. How the keyboard keys work.
13. Skype—the basics.
14. Thunderbird—the basics
15. Tips for working/using the keyboard safely.
16. How to protect your files and data
17. Some windows 10 tips
1. Laptop overview.

The sreen should lookimilar to the examplebelow (desktops will also haveery similar
keyboards and screensyhen first started (or bootedlip.

Typically thisakesabout 1 to 2 minutes.

If it takes longeror if it is dramatically different or appears to have frozen (upoesive to
mouse or keyboard), do thiellowing:

Reboot(press and hold the power button for about 7 seconds) to get the laptop to shut down.
Then once it has shutdown (no lights remaining lit (except for the laptop charging lighie
charger is conected) and no fan noise), then briefly press the power button again to restart the
laptop. Ifrebooting fails to solve the problem we urge that yomantact your assigned Beyond
Disability Volunteerfor help.
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outtor tom“DVD/?D P
player. ,

microphone socket

rear view of laptop

charger socket



2 Main Preloaded programs

Note: whenever O t Amidritionedbelow, it means clicking the mousdeft button.
If you accidentally click the right mouse button, no harm is deaenew menu is simply opened up.

You can close this menu by simply moving the mouse arrow to a vacant spot on the desktop and left
clicking it.

For further keyboard details refer to appendix at end of this document.

A typical desktop
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Legendfor the above display

This is theVindows start icon—click to access all programs

Thunderbirdicon.

Internet Explorer/browser. This is set to the same setting as google (11).
Windows Eplorer —lists the contents of the laptop hard drive.

Windows media player play music-analternativemedia player is calledLC gee
13below).

Word — program for writing.

Telstra broadband

TeamViewerallows BDVolunteerto repair laptop.

Ccleaner program for cleaning up old unused files.

10 Skype-video or phone calling to other laptops/computers.

11. Google—internet browser—alternativelyyou can use internet exploresée3 above.
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12. Sun clock-world map display showing world timesuseful for overseas Skype calls.

13. VLG-music and video, movies playebetter than windows media playesée5 abovg.

14. Hrefox —internet browser— similar to google.

15. Rubbish bin-drag and drop unwanted items here for deleting.

16. This is where any internet downloads are plaeazhn relocate them if desired.

17. My documents—suggested place to keep iteregy, files,documents, pictures, videos etc.




3. Connecting to the internet

Depending on the type of internet modem you have been given one of the follavangs
shouldnitially appear on the desktop.

It will say comomoermot® 2nys a3 in $hR gicture below.

To connect, click on the box with ‘not connect eoc
‘connected’ ger the screen below

This means that you are now connected to the internet.




Screen shot of the Telstpre paid broadband:

Screen shot of the Telstra 4G pre paid broadband:

Connection Phonebook

Device & connection status

m 4G Connected
3719 Messages ‘

1.54MB / 000239

€& "




4 Google

When the internet is connectedrou can then clictheGoogle icon(see item 11 in the screen shot in
sect Fmai h2pr el oade d wih the rgouse hefs buttorand the/f@lywing default

BDI screen should appear within a few seconds.

GOOGLE ICON - OOEN 7D GOT0 GOOGLE HOME PAGE

7 Beyend Cisatity - | Ot broachiens Liee G Tooge (T3 twpones from X [ facetmst [N o 1 take wrwen

L WHATWEDO HOWYOU CAN HELF  EVENTS & NEWS

To go to theGoogléiome pagescreen click on th€&oogle icon highlighted above.

TheGoogle screeshould how appear as below

Google search box

Google




Now you can simply type any query or thought into the message box and when you press the enter
button, a listing of related topics will appear after a feaconds abelow.

G oone welkar - Gomgle 3. X0

¢«  C | & hige/ googe com i it zctes roo JAREDT s e ST B g = miae s wakes
Bl Aspe @ Tobvia - Crére Tosat @ Toluins < Troutmenss (3 Boyont Otiatility - 1 () O bruahant Spwer 03 Tsoge D3 trgmesad fram 2 [ fncotact [N oo b foes serwemee

w max wlkat L .
press enter here - results below

A e Voo W Ness Mase  Saschbes & ||

o s e e TWhat | typed into search box

Max Waker died of a blood cancer called mysloma, not
melanoma

ABC - & hours g

B Max Waiar's taredy sevhs (m reme meammrwns et e b fnge for
wydoma @ wpe of

Ias Waker's crixisd legacy toaltver tobes
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Spaohat oot of horgootus ardd o tuilatiy Ciwmans geofie. featenondets and [T —— T
s o Dhed: Soptuintier J8 THE Wultostse
Max Walker - Wikipedia, tha free encyciopedia o T T oy
IR N whipedia r) WA VMaz_Waiker = Blarming saytn: Foght-hardes
Moasand| Honry Formae: “Mas” Wikt AM (17 Septorttses 1048 - 298 Soptanise 20105 s an Movies antl TV showe: Hide Wortd of Spoms Rachises Koy Gaxde tn
AL raban Conhoter M) Asatiabian nuus 20000 Jager Alst Lis e Tood Lite
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5. Emails- Thunderbird.....is thesdi recommended email program.

Access it by clicking on tA@underbird ican on the desktop task bar. Thédnderbirdscreen below
should appear within a few seconds and it aut omse
how many there are this could take from a few seconds tairaute or more.
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The Walk of the Week is...
The Peak District National Park Walk

Legend

1. Get messages click on this to download mesgas— usually not necessary daunderbird
normally does this automatically.

2. Write —click to open a new e mail to compose.

Address book-click on this to open listing of your comwta.

4. Reply-click to reply to a highlighted e mail (remember to first highlight the e #iien
click reply).

5. Delete—click this to delete a highlighted e mailighlighted e mailsisually have a darker
background to aid identification).

6. In-box- this is where unfiled received e mails are kept (both read and unread).
Below the in box are folders where e mails can be filed under relevant headings.

7. This is where the contents of a highlighted e mail are sheifithe highlighted e mail is
double clicked theiit willfill the display space for easier reading.

w
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6. Word. (alsogenerallyapplicable tolibre office writer)

These 2 argdhe recommended prgrans for typing and editing documents.

Photosand tables etc.¢can also be pasted into documents

normally click on this to open a blank page
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Sign in to get the |
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blank word page.

undo button

save button

file button
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We recommend that the *‘save’ button is clicked
unforeseen laptop power failure or upset that could otherwlisad to loss of the composed but
unsaved document.

Clicking on ‘“file’” opens up the following menu.

documents as well as save a document to a chosen folder (you will be asked to nominate a folder
when *‘ ssalicked), arghe desktop.

e r o wmeent! - Wl
click on 'file ' to open this menu.
T Recent Documents 1. open existing documents.
h'vf-\l.. o
= B ey 2. save as button.
QreDove Sk Dol .
CEl 3. print button.
b Compatay “? :-s'::'c‘-

‘: Nothoteoms Sethings
= Desbtap

Q':!-, Trrspoentt Yo Mol fromn Windeows Mall
1 ek

5 To unestall Whodomn Eive Mall
=1 Ueibinp

To close a window- click the crossxj in the top right hand corner.

To make ibigger or smaller-click on the icons shown below. Tesizea window you need to hold
the left button down while moving the corner of the window. When the desired size is reached,
release the left button.
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/. Skype
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Your contacts have not been very active recently

YWhy not post your own siatus update?

8. TeamViewer

Clicking the team viewer icon will bring up this menu.

This is only used whewith your permissionyour assigned B@blunteerneedsto remotely access
your laptop to address issues/fix problems.

«* Remote Control 3 ES

Allow Remote Control Control Remate Computer

ge4 50 g T

=

Unattended Access
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9. Sun clock

If this program is installed (yellowwon of the sun on the taskbar, then clicking the icon gives this
screen which is handy for telling the time at overseas locations. This can be useful when making calls
using Skype.

g Mag) Myker

.

07:36 Thursday, 29 September 2016

London, Lattude: 51°30' North, Longitude: 0°07' West

VLC music and movie player.

menu that opens when 'media’ is clicked

This program is useful for plieng music and watching videos or movies.
Another program that has similar functionsagndows media player

15



11. Some additionapreloaded programsccessedby

clicking windows start button and

GKSYy aSfSO0Ay-Bstingonfyf LINEINI YaQoO
1 PowerPoint

Excel

Paint

Games

=A =4 =4

Appendix

12. How the keys are organized

The keys on your keyboard can be divided into several groups based on function:

Typing (alphanumeric) keysS'hese keys include the same letter, number, punctuation, and symbol
keys found ora traditional typewriter.

Control keys These keys are used alone or in combination with other keys to perform certain
actions. The most frequently used control keys are Ctrl, Alt, the Windows Iogf-'kapd Esc.

Function keysThe function keys are udeo perform specific tasks. They dabelledas F1, F2, F3,
and so on, up to F12. The functionality of these keys differs from program to program.

Navigation keys These keys are used for moving around in documents or webpages and editing
text. They inalde the arrow keys, Home, End, Page Up, Page Down, Delete, and Insert.

Numeric keypad The numeric keypad is handy for entering numbers quickly. The keys are grouped
together in a block like a conventional calculator or adding machine.

The following illugation shows how these keys are arranged on a typical keyboard. Your keyboard
layout might be different.

O OO0 0000 0000 0o = = =

000 OO0

000 OO0

- J":]‘_lJ

O OO

0] OO0 000 0L
Control keys @ Navigation keys
. Function keys Numeric keypad
Typing (alphanumeric) keys ‘ Indicator lights
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Typing text

Whenever you need to type something in a prograrmail message, or text box, you'll see a
blinking vertical line|() calledthe cursor orinsertion point. It shows where the text that you type

will begin. You can move the cursor by clicking in the desired location with the mouse, or by using
the navigation keys (see the "Using navigation keys" section of this article).

In additionto letters, numerals, punctuation marks, and symbols, the typing keys also include Shift,
Caps Lock, Tab, Enter, the Spacebar, and Backspace.

Key name How to use it

Shift Press Shifin combination with a letter to type an uppercase letter. Press Shift in
combination with another key to type the symbol shown on the upper part of that key.

Caps Lock Press Caps Lock once to type all letters as uppercase.
Press Caps Lock again to turn this function off.
Your keyboard might have a light indicating whether Caps Lock is on.

Tab Press Talo move the cursor several spaces forward.
You can also press Tab to move to the next text box on a form.

Enter PressEnterto move the cursor to the beginning of the next line.
In a dialog box, press Enter to select the highlighted button.

Spacebar Press the Spacebar to move the cursor one space forward.

Backspace Press Backspace to delete the character beforectivsor, or the selected text.

Using keyboard shortcuts

Keyboard shortcutare ways to perform actions by using your keyboard. They're called shortcuts
because they help you work faster. In fact, almost any action or command you can perform with a
mousecan be performed faster using one or more keys on your keyboard.

In Help topics, a plus sign (+) between two or more keys indicates that those keys should be pressed
in combination. For example, Ctrl + A means to press and hold Ctrl and then press-Adtrir A
means to press and hold Ctrl and Shift and then press A.

17



Find program shortcuts

You can do things in most programs by using the keyboard. To see which commands have keyboard
shortcuts, open a menu. The shortcuts (if available) are showntogle menu items.

-

| Untitled - Notepad

File [Edit| Format View Help
Undo Ctri+Z
Cut Ctri+X
Copy Ctri+C
Paste Ctrl+V
Delete Del
Find... Ctrl+F
Find Next F3
Replace... Ctrl+H
Go To... Ctrl+G
Select All Ctrl+A
Time/Date F5

Keyboard shortcuts

Keyboard shortcuts appear next to menu items.

Choose menus, commands, and options

You can open menus and choose commands and other options using your keyboard. In a program
that has menus with underlined letters, press Alt anduaderlined letter to open the corresponding
menu. Press the underlined letter in a menu item to choose that command. For programs that use
the ribbon, such as Paint and WordPad, pressing Alt overlays (rather than underlines) a letter that
can be pressed.

(S v Urrtled - Faint

ig ’ ined
q‘. 73 é >|:' ll|

Sang in & mar
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PressAlt + Fto open the File menu, then pre®to choose the Print command.
This trick works in dialog boxes too. Whenever you see an underlined letter attached to an option in
a dialog box, it means you can prédsplus that letterto choose that option.

Useful shortcuts

The following table lists some useful keyboard shortcuts.

Press this To do this

Windows logo key Open the Start menu

s

Alt + Tab Switch between open programs or windows
Alt + F4 Close the active item, or esxlte active program
Ctrl+ S Save the current file or document (works in most programs)
Ctrl+ C Copy the selected item

Ctrl + X Cut the selected item

Ctrl +V Paste the selected item

Ctrl+Z Undo an action

Ctrl + A Select all items in a document window

F1 Display Help for a program or Windows
Windows logo key Display Windows Help and Support

'

+F1

Esc Cancel the current task

Using navigation key$he navigation keys allow you to move the cursor, move
around in documents and webpagesd edit text. The following table lists some common functions
of these keys.

19



Press this

Left Arrow, Right Arrow, Up
Arrow, or Down Arrow

Home

End

Ctrl + Home

Ctrl + End

Page Ur(pg up)
Page Dowr(pgdn)

Delete

Insert

Using the numerikeypad

To do this

Move the cursor or selection one space or line in the direction of

the arrow, or scroll a webpage in the direction of the arrow

Move the cursor to the end of a line or move to the top of a webpage

Move the cursor to the end of a line or move to the bottom of
a webpage

Move to the top of adlocument

Move to the bottom of a document

Move the cursor or page up one screen

Move the cursor or page down one screen

Delete the character after the cursor, or the selected text; in Windows,
delete the selected item and move it to the Recycle Bin

Turn Insert mode off or on. When Insert mode is on, text that you type is
inserted atthe cursor. When Insert mode is off, text that you type
replaces existing characters.

The numeric keypad arranges the numerals@tigh 9, the arithmetic operators + (additionr),
(subtraction), * (multiplication), and / (division), and the decimal point as they would appear on a
calculator or adding machine. These characters apdicated elsewhere on the keyboard, of
course, but the keypad arrangement allows you to rapidly enter numerical data or mathematical

operations with one hand.

20



Numeric Keyboard

To use the numeric keypad to enter numbers, press Num Lock. Most keylhaaels: light that
indicates whether Num Lock is on or off. When Num Lock is off, the numeric keypad functions as a
second set of navigation keys (these functions are printed on the keys next to the numerals or
symbols).

You can use your numeric keypadaerform simple calculations with Calculator.

PrtScn(or Print Screen)

A long time ago, this key actually did what it sajtssent the current screen of text tgour printer.
Nowadays, pressing PrtScn captures an image of your entire screen (a "screen shot") and copies it to
the Clipboard in your computer's memory. From there you can paste it (Ctrl + V) into Microsoft Paint
or another program and, if you want,ipt it from that program.

Tip
Press Alt + PrtScn to capture an image of just the active window, instead of the entire screen.

21



13.Skype-the basics

Skype the popularinternet calling app, has been around for quite some time. The (mostly) free
service launched in 2003, and has become one of the easiest and cheapest ways to stay in touch
with others across the world.

Whether you'retravellinginternationally or want to ave money when calling others, Skype has
become a great option because it's accessible through computers, phones, tablets, home phones,
TVs and even devicéke Xbox One

If it's your first timelogging in, you may be asked to customize your settings, such as your language
preference, and if you want Skype to launch when your computer starts. If so, check off "Run Skype
when the computer starts."

You'll also be asked if you want to install thettea "Click to Call which is handy for when you

want to call phone numbers listed on websites. Numbers across the web will be marked "free" if
local businessegartners have decided to pick up the cost of your calls. This is especially useful when
you're browsing the web and want to make a free call to a business.

Next, you'll need to check if your audio and video equipment is working. If you skip over this step
now, don't worry—here's how to adjust and check your settings at any time:

Go to "Call" and click "Audio settings." Below i
Once you're in the settings page, here’ s what toc
1 Make sure your speakers are on. ltiywan hear the Skype jingle, you're good.

1 Check that your voice can be heard through the microphone. If not, choose the appropriate
microphone from the droglown menu.

1 Check to see if your webcam is connected. If so, you should be able to see yourkelf on t
live video feed. If not, check your video settings and make sure your webcam is plugged in
correctly.

Profile settings

When setting up your account, you may have already been asked if you would like to change your
profile picture. To change this and negiclick on your name on the upper kfand corner and all

your profile settings will appear. You can edit your phone numbers, email addresses, country, state,
gender, birthday, and add a blurb about yourself in "About Me."

You can add as little or as ntumformation as you want. The column on the right will display
"Public" (information everyone using Skype can view), "Contacts only" (information your contacts
can only see), or "Private" (visible to only you) for each field. If these words are graydideyre
disabled, which means you cannot change the privacy setting.

22
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You’ || have to choose what information you want
example, your country and state are publityou aren't comfortable with sharing this infenation,
AlQa o0Sad G2 tSIFH@S AG oflylo

Ky®i Singh

If "Public," "Contacts only" and "Private" are grayed out, these settings are disabled and cannot be
changed.

Setting your mood

You' Il notice that Skype has an " Adthermoodivaod me s s
short message you can add to your profile to | et
what you're thinking. Similar to a status, you c

SO HAPPY!

Mobile phone  Add number

You can add a short message about how youdeglhat you're thinking in the "Add a mood
message" field.

Setting your status

23



You have the option to set your status to let your Skype friends know if you are available to chat.

You can choose a status (online, away, not disturbed, invisible or offliis&pw up next to your

name.

Click "Skype" on the leftand side of menu bar and select "Online Status.”

Skype | Contacts Conversation ools Help

Online

Online Status

Away

Profile

i Do Not Disturb
Privacy... >
Account... anl?lble
Buy Skype Credit... Offline

Facebook »

Change Password... @ Faceboo
Sign Out 3 Set up Call Forwarding...
Close r .

Set your status to let your Skype friends know if you are available to chat.

5. Set general and privacy settings.

Goto "Skype" attheupperlehand corner

of

settings based on category on the Kafand side of the menu.

t

he

me nu

bar

and

Under "General" you can choose if you want to doutllek on a contact to start a call, enable Skype

to launch wheryour computer starts and more.

To save yourself from dealing with unwanted calls and IMs, take a look at your privacy settings by

selecting "Privacy."

24
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B General Privacy settings: Protect yourself from unwanited calls and IMs

8 erivacy Allow calls from...

9 anyone

0 Blocked contacts
Automatically receive video and share screens with...

) anyonge
9 people n my Contact list only

2 "
L [MNotifications

e Calls noone
© Masms Aliow THs from... Keep history for

7 anyone | forever '] (OOIWVJ
£ Advanced @ people in my Contact list only

1 Alow my online status to be shown on the web Learm more
7] Accept Skype browser cookies Leam more | Clear Skype cookies |
V] Alow Microsoft targeted ads, inchudng use of Skype profile age and gender. Laam more

Ascreenshot oSkype's privacy settings.

Here, you can choose who can call and IM you, who can send dddashare screens with you,

who can see your online status, and how | ong
your profile details to be shared with advertisers, do not check off "Allow Microsoft targeted ads,
including use of Skype prlefiage and gender." You can also manage your blocked people under
"Block contacts."

Then take a look at "Notifications" to choose which Skype alerts you want to receive. After this, you
can adjust settings in the "Calls," "Messaging" (called "IM & SM®/indows) and "Advanced"
sections to further customize your Skype experience.

6. Add your contacts.

Once you're in the Skype app, you'll see "Find your friends and say hello." You can search for your
Skype contacts in your address book by selecting "Sealdtess book."

&

Find your friends and say hello

Look for Skype contacts in your address book, then send an
instant message or make a free video call - just to say hil

Search address book

25




Click "Search address book" to import your contacts.

If you prefer to add Skype contacts manually, tap the "Add Contacts" button and enter your
contact's name, Skype name or email address. Select the contact from the list of resuliggbat,a
and tap "Add to Contacts." You can edit the default contact request message, and click "Send."

Those who accept your request will appear in your Contacts List. If there is a green check mark next
to your contact's name, this means your contact iirmnand available.

7. Message, call and video chat family and friends.
Messaging

To send and receive instant messages, click on a contact in your list and type in the text field where
your cursor is.

Hi Tamn, T'd bk to add you as a contact
.

hey whats wp

= Send

Send and receive instant messages by clicking oodh&act's name in your list. To call, click the
green "Call Phone" button and to video chat, click the green "Video Call" button.

One of the advantages of Skype chat is that you can share photos, videos and files free of charge.
Best of all, there is noz limit or limit to the number of files you can send or receive through Skype.

To send a fil e, click the chat you want to send
Then, browse and choose the file you want to send. Click "Open" arfidebashould be sent to the

recipients in the chat. You can also just go to your contact list andaiightthe person to whom

you want to send a file.

Skype recommendssing an ugo-date antivirus software to scan files that are sent to you. To
protect privacy, Skype says on its site that all files are "encryptederdd just like Skyp&-Skype
calls."

Skype to Skype dig

To place a call, click the "Call Phone" button next to your contact's name.

To videochat clickon the "Video Call" button, which is located to the left of the call button.
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i's your cam
(Smallpicture bottom right hand corner)

By clicking the green "Video call" button, you can video chat with other Skype users.

Calls to mbile phones and landlines

If you're calling a mobile phone or landline, it will cost money. The price of the call varies depending

on where you call. You have two options: to purch&ggpe credibr buy acalling subscriptionCall
rates are always the same, no matter where you're calling from.

You can buy $10 or $25 worth 8kype creditand you have the choice to enable autcharge,
which credits the original amount you selected when your balances falls below $2.00. When you
chatwithanoRSkype user, you'll see your balance decre

To manage yourkgpe credit balance, sign into Skype and tap your name in the uppérdatt

corner of your home screen. I f you have Skype c¢r
name. When you click on your name, it takes you to your profile settings,emtoer can purchase

additional Skype credit or a subscription.

@ ~ Kyli Singh

» A 2 &+

& Contacts © Recent

If you have Skype credit, you'll see the remaining balance next to your.name

In your profile settings, you will also see the choice to upgradeRceamiunaccount. Group video
calling, which used to be the highlight of Skype Premium, is now free for all Skype users. Due to this,
Skype Premium has been removed and is undergoiaggds.
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14 Thunderbird The Basics

As soon setgpagemalagceunt you’' re ready to start sendi
Thunder bird. Here’' s how to do it

Sending a new message

1. Inthe Thunderbird toolbar, click thé/rite button. TheWrite window opens.

File Edit View Go Message Tools Help
£ Get Mail -4 ‘ & Address Book | ™ Tag- @ QuickFilter = % Reply Del

40— WS @shaw.ca t k@  Subject
Lix Inbox I Get Gmail on your mobile phone
| Drafts Import your contacts and old email
/M Sent Customize Gmail with colors and themes
2 Trash Getting started on Google+
l@ W s@gmail.com Welcome to YouTube
Iil Inbox Tonight's show
ai|) [Gmad] Someone you might know on Google+
| Drafts (1) Tonight's show
/M| Sent Mail
& AN Mail (1)

2. IntheTobox, type the email address you want to send the message to.

Write: ‘Toni.ghrt_'AsA, ow

File Edit View Insert Format Options Tools Help

.Sem;] « Spelling "I (UJ Attach ;'I (=] Security |~

From: = Display Name < ot @gmail.com> @gmait.com

J To: | &4 recipient@recipients.com ’

Subject: ;l;oﬁig;\trs srlrwow

= AT i

Body Text =  Variable Width - B AaAAAA

Hey!

Are you coming with us tonight? We've still got another ticket available.

Tip: Thunderbird automatically saves email addresses in your address book that you've
previously sent messages to. After that, Thunderbird autocompletes known addresses as you
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type them. Just pres$ak as soon as the right address appeatke address will b entered
and you'll be on to the next step already.

3. IntheSubjectbox, type the subject of your message.

, Write: Tonight
File Edit View Insert
Y To: {.*_'4, recipient@recipients.com ‘
Subject: 7Toriigh7t"§ show )I
Body Text - Variable Width ¥ .I’ AAIAAA|SIZE x| =0 O~
Hey!

Are you coming with us tonight? We've still got another ticket available.

4. Type your message in the message pane.

File. Edit View! Incert: Format Options: Tools Help
Bl ¢ o ] 8 s @ ey ] 5

From: = Display Name <& s @gmail.com> @gmail.com v

r To: | & recipient@recipients.com

Subject: Tonight's show

Body Text ~ | Variable Width - B A AAAAlE-EEIE- -0

Hey!
Are you coming with us tonight? We've still got another ticket available.
If you're up for it, call Bob and he'll pick you up around 7 pm.

Hope to see ya!

Tip: If HTMEormatting of composed text is allowed in account settings, you can customize
the appearane of your message -proceshingfuhctionsdnghebi r d’ s wo

Formatting Bar above the message pane. Smileys incluzad!
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5. Click theSendbutton.

T

View Inset Format Options Tools Help

« Spelling ;'I U Attach ,'I [=] Security

From: = Display Name <& 8 1@gmail.com> Dg

v To: ‘*:, recipient@recipients.com

Subject: ToniAgrhrtis show

BodyText =  Variable Width - A A A A

Hey!

Note: Thunderbird saves copies of all your sent messageSéntolder.

Receiving messages

Bydefault, Thunderbird checks for new messages every time you open the application. It will also
automatically check again every 10 minutes, while the application is running. This behaviour for both
actions can be customizesgge below)

To check for messages at any other time, click@sMessagesbutton in the toolbar.

File Edit View Go Message Tools Help

2 GetMail ) # Write & Address Book l ™ Tag Q, Quick Filter

40— B @shaw.ca t k@  Subject
Li: Inbox l Get Gmail on your mobile phone
| Drafts Import your contacts and old emall
M| Sent Customize Gmail with colors and the
2] Trash Getting started on Google+
4. W @gmail.com Welcome to YouTube
#, Inbox Tonight's show
4| [Gmail] Someone you might know on Goog!s
Drafts (1) Tonight's show

Customizing har messages are sent and received

Get Thunderbird flying the way you want it! Many settings can easily be customized.
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Automatically checking for new messages
Set how often you want Thunderbird to automatically check for messages:

1. In the Thunderbird menbar, click thelToolsmenu and cliclAccount Settingsor click the
Application menu buttor= and selecOptionsand Account Settingfrom the submenu.

2. On the accounts pane, cli@erver Settingbeneath your account.

Choose the time interval for checkiimgCheck for new messages evesgtting. If you don't
want Thunderbird to check automatically, uncheck this setting.

4. To enable or disable automatically checking for new messages at startup, check or
uncheclkCheck for new messages at startup

5. Click theOKbutton to close theAccount Settingsvindow and to save your settings.

Auto-saving

When you’'re writing a nsawdeneegydive migutes, but ywwaan naker ki s
it more often, or less:

1. Inthe Thunderbird menu bar, click ti®olsmenu andclickOptions or click the Application
menu button= and selecOptionsand Optionsfrom the submenu.

2. Click theCompositionpanel.
Click theGeneraltab.

4. Choose the time interval for autsave in theAuto Save evergetting. If you don't want
Thunderbirdto save automatically, uncheck this setting.

5. Click theOKbutton to close theOptionswindow and to save your settings.

Sound alert for new messages
Choose your own sound alert for new messages:

1. In the Thunderbird menu bar, click ti®olsmenu and cliclOptions or click the Application
menu button= and selecOptionsand Optionsfrom the submenu.

Click theGeneralpanel.
Click theUse the following sound fil@ption.

Click theB r o w &uttan.
Choose your sound file and click {Rpen button.

You can preview theound fileby clicking thePlay button.

N oo o0~ w DN

Click theOK button to close theOptionswindow and to save your settings.

Marking messages as read
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Thunderbird displaysinreadmessages in bold typemarking a messageadand in normal type as
soon as you click on the message. If you don't likeli@isaviour you can change the time interval
before Thunderbird marks messages as read:

1. Inthe Thunderbird menu bar, click ti®olsmenu and cliclOptions or click theApplication
menu button= and selecOptionsand Optionsfrom the submenu.

Click theDisplaypanel.
Click theAdvancedtab.

4. Click theAfter displaying foroption and set how long Thunderbird should delay before
marking a message as read.

5. Click theOKbutton to close theOptionswindow and to save your settings.

Downloading incoming messages

By default, Thunderbird will check your mail server(s) for new messages on applataticupand
then automaticallyas described earlier in this article.dddition to that, you can check for new
messagesanuallyat any time using several methods described below.

To get new messagdsr the currently selected account

1 From the Application menu button:

o Click the Application menu butto= .
o SelectFile thenGet New Messages fand Current Accounfrom the submenu.

Click theGetMessagedutton in the top left corner of Thunderbird's main window.

Use thekeyboard shortcut

il
il
71 Rightclick theaccount in the folder pane and seldset Messages
1 From the menu bar:
o Click theFilemenu.

o SelectGet New Messages fand clickCurrent Accounfrom the submenu (where "Current
Account" is the account highlighted in the folder pane).

To get newmessagedor all accounts

1 From the Application menu button:
o Click the Application menu butto= .
o SelectFile thenGet New Messages fand All Accountgrom the submenu.

71 Inthe Thunderbird toolbar, click the drajpwn arrow of theGetMessage$® button, and
then selectGet All New Messages

Use thekeyboard shortcut

From the menu bar:
o Click theFilemenu.
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o ChooseGet New Messages fand clickAll Accountdrom the submenu.

To compose a new message

1 From the Application menu button:

o Click the Application menu butto= .

o SelectNew MessagandMessagdrom the submenu.
1 Click theWrite button in the Thunderbird toolbar.

71 Inthe Thunderbird menu bar, click tivdessaganenu andselectNew Message
1 Use thekeyboard shortcut

If an email (or newsgroup) account is highlighted inAfieg=olderspanel, themessage$romaddress
will default to the selected account. If no account is specifiedfrin® address will default to the
first account configured in thA&ccount SettingsClick thdrom drop-down list to select a different
account.

Specify one message recipient per linkclCthe arrow in the field to the left of the recipient name
to specify the type of recipient (for example, "To", "C&t,).

To insert addresses from your address book, enter some of the characters from the person's hame in
the Tofield. A dropdown lig will show all address book entries where the first or last name starts

with the character(s) you entere@r entries where the string you entered exidEor example, if you

enter "se", anyone in the address book with the last name of "Serrand'Casg'or the first name

of "Sean! or "Jesselvould be displayed in the dregown list.

You can also drag and drop addresses from your address book to a new message. Simply open the
address book, select the desired entry and drag it to the recipient areaeafdtv message.

Replying to a message
To reply to a message:

1 From the Application menu button:

o Click the Application menu butto= .
o SelectMessageand thenReplyor Reply Alivhen the message is displayed.

1 Click theReplyor ReplyAll button in the Thunderbird toolbar when the message is
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15.Tips for using your keyboard safely

Using your keyboard properly can help avoid soreness or injury to your wrists, hands, and arms,
particularly if you use your computer for long periods.

Here areafew tips to help improve keyboard use:

1
T

=

Place your keyboard at elbow level. Your upper arms should be relaxed at your sides.
Centreyour keyboard in front of you. If your keyboard has a humeric keypad, you can use
the spacebar as the centering point.

Typewith your hands and wrists floating above the keyboard, so that you can use your

whole arm to reach for distant keys instead of stretching your fingers.

Avoid resting your palms or wrists on any type of surface while typing. If your keyboard has a
palm rest, use it only during breaks from typing.

While typing, use a light touch and keep your wrists straight.

When you're not typing, relax your arms and hands.

Take short breaks from computer use every 15 to 20 minutes.
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16.Protecting your filesand data

To protect youffiles anddata in the unlikely event of a complete laptop failure we strongly
recommend copying your files to a USB memory gtitdo called flash drive).

They come in many different stylésee picture of some typegut we recanmend getting onevith

at least8 gigabytecapacity(presently around $5).1is should be large enough for most storage

however if you have 1000"s of photos plus videos
neededThese are readily availableurrenty up to about 128 gigabytes.

It can be a USB 1 or USB 2 or USB 3 (the higher the number the faster it goes but even the USB 1
should work fine for most data).

Copying files to the USB memory sticldaily is suggested or as desired)

NB. We will be happy to demonstrate how to do this boe wayis as follows:

91 With the laptop on, insert the USB memory stick into one of the USB slots on the side
of the laptop (the USB stick will only go in one way).

1 A screen as in the picture below sid then appear.

T Left click on the ‘open folder to view fil

T Use the mouse to go to ‘my stuff’ on the |

f Hol ding down the | eft mouse button, dr ag t
let go the left button. All the filesinthemy st uf f’' f ol der shoul d
the USB memory stick. Depending on the number of files this could take up to several
minutes.

T If there is an existing backup there alre:

existing folder’
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17. Some windows 10 tips

As always, for help with any problems please feel free to contact your volunteer

1. Windows can becustomised(we can set these up for you if desired ) so that:
- the content on screecan be read out yoijthe programi s cal |l ed ‘narrator’
- The screen content can eagnified
- The screen can be altered intdhgh contrastmode to make it easier to view.
- Themouse pointercan be customised in various ways to make it easier to view.

2. To putyour own picture as a backgrounain the screen:
- Right click the mouse button on a blank part of the desktop.

- Left click the |l ast item personalize”
- Click the browse button and go to where the desired photo/picture is (possibly in my
stuff/photos).

- Click on it. That should be all.

3. To find a misplaced fil®r photo or other item:
- Right click on the windows icon (bottom left side of the task bar along the bottom of the
desktop.
- Left click ‘search’
- Type in the name of the item you are looking for.

4. Recovering a deleted item
- Clickonthe recycl e bin icon (normally in the to
- Scroll down until you find the item and then drag it back onto the desktop (ie., put the
mouse pointer on the item and, while holding the left button down, move the pointer
onto the dcesktop and then release the left hand button).
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