Computer Pals for Seniors ~ The Hills Inc.

Notes on O&A Help Forum held on Wednesday '8 November 2006.

Introduction . The forum was held after the morning tea. Theespaonsisted of Malcolm
McKenzie and Joe Vaughan (MS word), Ken Caldwe#r(ivare); Peter Fowler (XP
Operating System); Ella Ross (email and Interned) Barbara Browne (PHOTO-PAINT). The
demonstration computer was operated by Eleanor Ballroving microphone by Gilbert
Cowlishaw and the moderator was Bill Butts. Sh€itecksedge took notes and recorded the
discussion on tape. A summary of the forum folloksther details may be obtained by
contacting the appropriate panel member.

Q1: From the Question Box:Sometimes when | open Word at the Club there stied line
surrounding my text. Why is it there? How can | getof it?

Al: Malcolm McKenzie: This is called a Text Boundary. You can only typet inside the
boundary, which marks where the margins of the eggn. If you don't like it go to
Tools>Options and on the&/iew tab, remove the "tick" from theext Boundaries box towards
the bottom of the dialog box and click.

.Q2: From the Question Box:My Taskbar has suddenly moved from the bottom ¢atdlp of
the screen - | didn't do anything so how did ttapgen, and how can | get it back?

A2: Peter Fowler: The default setting for the Taskbar is "unlockedijch means that if you click

and just to the left of the small row of verticaitslimmediately to the right of trsgart button, you

can drag the Taskbar to any position around the eflthe screen. Unfortunately, this often happens
by accident. If yours has moved, click on the eglg@nt location and drag it back into position. Then
right-mouse click on a blank area of the Taskbad, @ick Lock Taskbar in the context menu which
appears. Even if you Taskbar has not moved, ifoausee those little dots, we strongly recommend
that you lock you Taskbar before it goes walkabout.

Q3: From the Question Box:What is the best way to send attachments on email?
A3: Ella Ross: There are two methods as below:

1. Click on theAttachment button on your new email. A dialogue window appe&elect the
file. On yourNew Message anAttachment Box appears under ti&ubject. Sometimes this
results in an unnecessary large file being sent.

2. OpenMy Documents or My Pictures. (If the blue Task Pane on the left is not showitigkc
on theFolders icon.) In the Task Pane chooBemail the Selected Item(s). If it's a photo
choose&Make all my pictures smaller”. Hold down theCtrl key when highlighting to choose
numerous individual photos. A new e-mail will appedth the selected items attached.
Note This method results in a smaller file being s€dee Q4 below.)

Q4: From the Floor — Alan Rains:How can | reduce thsize of big picture files (of several MB) to
a few KB so that they don’t take so long to sermi(lae received) in an email? Also applies to
videos and PowerPoint presentations.

A4: Ken Caldwell: There are several answers, depending on the tyfile.dfiles can be reduced by
Zipping or compressing them. Some compress béterdthers. He recently compressed all files on
a Club computer C:\ drive of 4.4 GB and the reduzipded file was only 2.1 GB.

Peter Fowler: Files can be compressed using Windows XP but theess is a bit complicated.
Photos are the main culprits. A 3MB picture filgas big to fit on a monitor screen and should be
reduced to 300 KB (or less) before emailing. Thisdlled “re-sizing”. Picasa has a function for
doing this.Ted Kemp: In Picasa go t@ptions>Email and move the slider to (say) 320x240 pixels.
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(gives a 76 KB file). You send_a copythe original photo; the latter is retained, lnaeged.
Note To learn more enroll in Peter’s Digital Camerairse. Picasa2 can be downloaded from the
sitewww.picasa.com

Q5: Question Box -Sometimes when | open Word at the Club the measamtnare in inches
instead of cm. How do | get it back to cm?

A5: Malcolm McKenzie: “Simple. Do the Word Processing cour€gR go to
Tools>Options>General and change thieasurement units: to Centimeters (Hint: Click the down-
pointing arrow ).

Q6: From the Floor - Jack Seageris there an equivalent to System Restore in arlieesersion
of Windows (i.e. prior to XP)?

A6: Peter Fowler: Definitely not in Win 98/2000 but System RestoréisVindows ME

(information from the floor). On investigation aftdae Forum it appears that ERUNT will not work
for Win 98 and therefore there is no equivalerffystem Restore.

Note System Restore was discussed in detail at theigtugeeting — See the Forum Report.
Warning Do not restore your computer to an earlier diaitehias a virus, as doing so may compound
your problem. Remove the virus first, then use &ysRestore.

Q7: From the Floor — Unknown: Sometimes the I-beam cursor in Word has four gtemdllel lines
alongside it. What does this mean?

A7: Malcolm McKenzie/Eleanor Ball: The little horizontal lines near the mouse in Walldw you
to begin typing a line of text anywhere on the page without blank lines above the line you type)
You must be in Print layout view (or Web layoutw)e To start a new line of text, at the location
where you want the text, do one of the followingending on the alignment you want):

To insert left-aligned textMove the I-beam pointer/cursor towards the leftgmauntil you see the
Align Left icon (the I-beam pointer/cursor with fokeft-aligned parallel lines to its right). Double
click, and then start typing your text.

To insert centre-aligned textlove the I-beam pointer/cursor to the centre efdbcument page
until you see the Centre Align icon (the I-beamnpai/cursor with four short parallel lines undér it
Double-click, and then start typing your text.

To insert right-aligned texiviove the I-beam pointer to the right margin ugtil see the Align
Right icon (the I-beam pointer/cursor with four dhmarallel lines to its left). Double-click, anien
start typing your text.

Note If the special icon (cursor) does not appeahtraick at the spot where you want it and then
immediately left click to remove the context mehattpops up. The special I-beam cursor should
now be on the screen. Be patient — you may neag tofew times to get what you want. Continue
as above. Note that blank lines are created alhevedw text to “join it” to the existing text above

Q8: From the Question Box:Why can’t | find the photos | want on the CorelDr@wZD or on my
class CD?

A8: Barbara Browne: When you open the folder where the required pidsistored its name
doesn’t appear although a few files may be displajeok in the box callediles of type: The

setting here may be for a file type different frdme photo you want to open. Change the setting in
this box toAll files and the name of the file you are looking for shapgear.

Note This applies to all application programs, not @srelDraw and PHOTO-PAINT.

Q9: From the Floor — Connie Vallis:Has learned many new things in Computer Pals csuinge
year. Has installed and begun to use MS PhotoStbryt it always grabs photos franty Pictures
folder and not from Picasa. Why doesn't it grabphetos that have been enhanced in Picasa?
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A9: Peter Fowler: Picasa accesses your original photo and storeshtmges you make to it when
you enhance (edit) it. It does not create a nevigfile and store that. You must export the
enhanced/edited version with a new naand store it elsewhere in your computer (suclm &4yi
Pictures). If you do not give the edited version a new nainmeay replace the original if you export
it to the same folder.

Q10: From the Floor — Jill Matthews: When my new digital camera is connected to a USB po
and turned on (with Picasa loaded) it is not recaghby the computer. So pictures cannot be
imported using Picasa.

A10: Peter Fowler: Use the KISS principle (Keep It Simple Stupid).d&m'’t use the import
function of the camera or photo editing softwaneal the camera storage card as just another
drive and use Windows Explorer to locate the imagethe digital camera and then transfer
your photos from it into a folder (e.Bly Pictures or one you have created) on your computer
using, for example, the Windows copy and pastetfoncPicasa will find them there if they

are in a folder that Picasa is set to “watch”.dtiycamera is not recognized by Windows XP
you may have to load some some software that catheyaur digital camera; suggest that you
read the camera Manual or enroll in the Digital €@earCourse .

Q11: From the Question Box:In Word | keep setting the language to English(fal&tn) and
it keeps going back to English(US). How do | stiois happening?

Al1l: Malcolm McKenzie, Peter Fowler and Eleanor Bdl Set the language from Control
Panel, not in Word. Go t0ontrol Panel>Regional and Language Options. Click theRegional
Options tab (if it is not showing) and seleenglish(Australian). If you set the language in
Word (Tools>Language>Set language and select the language required) this settingapply
only to the current document.

Note You may see the symbBN in the Notification area. This setting is only ded of you
want to change languages from time to time. It'skety you will need it in Australia. To
remove it, go to theanguages tab of theRegional and Languages Options dialog box then
Languages tab andetails button, therLanguage Bar and remove any ticks (by clicking on
them) againstShow Language bar on desktop” and “Show additional Language bar icons in
the taskbar”.

Q12: From the Floor — Unknown: | can’t get one particular file to print out imidscape

Al12: Ella Ross:Go toFile>Page set up. You can shrink the size of pages (within reagon)
make them fit.

Q13: From the Question Box:What are “portable apps” and how can | use them?

A13: Ken Caldwell: The term applies to some free applications likerOp#ice, Firefox
(browser) and Thunderbird (email). They have beercbded” so that they do not need to be
installed on to the hard drive of your computebéoused. Put them on a flash drive and just
plug it into_anycomputer and you can use the program directly fiterflash drive. It is a

good way to try out these programs without changjiegsettings on your computer. However,
be very cautious; ensure that the portable appnddasng a virus to your computer. (You
always need to do this anyway).

Note PC User August 2006 had an article on portabps @nd a collection of them on its
cover DVD. You can find out more on the websitew.portableapps.coymun by John Holler.
See Bill Butts if you want to access these filed e PC User article.
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