Centennial Secondary School Night Class Fall ‘11
Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com

In-Class Sign-on Procedures:

e Confirm that the monitor is turned on, a green light will be flashing beside
the power button, if it is not flashing, press the power button

e Press the power button on the computer, a green light will appear in the
button. This button is located in the centre of the lower box

e Wait till the DSBN license screen appears on the monitor and using the
mouse, left-click the OK box

e When the Sign-on screen appears, the insertion point will be in the
password field, hold the “Shift” key down and press the “Tab” key once,

the “Username” field will now be highlighted, type “cenadun~~" or
[slsint~~] where ~~ represents the number assigned to you by your
instructor, hit the “Tab” key and type “Adu+~~" or [Int*~~] where ~~ is
again the number assigned by the instructor, the “+” key is entered by
holding the “Shift” key and hitting the “=" key above the letters, please

note that the password begins with a capital letter which is entered by
holding down the “Shift“ and then selecting the letter you want capitalized,

[the «¥ key is entered by holding the “Shift” key and hitting the “8”
key above the letters]

[ALL bracketed [ ] instructions are for Smithuville].
e The computer will now begin it's boot up routine, which may take a minute
or so
e When the computer is ready, you will now see your computer’s desktop
where some shortcuts will appear which have been assigned by DSBN,
now you can begin to use the computer.

The above instructions are to be used ONLY in class so that you can login to the
School Board network. All instructions after this page will apply to your HOME
computer.
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Accessing your Email Account at Gmail

£~

Internet
Explorer

e On your desktop, you will see a symbol like: which is a shortcut
to Microsoft Windows Internet Explorer. This is just one of several
types of browsers you can use to browse the internet

e Double-click with the left button on your mouse to start the program. The
computer expects you to double-click rather fast so if the program does
not start, try it again a little faster. Another option to open this program is
to click it once and then hit the Enter key.

When the program starts, the top of the screen will something like this:

fj Google - Windows Internet Explorer

The heighted area (if itis NOT highlighted, just left-click the mouse in this part of
the screen) is called the address bar, here you will type google then while
holding the Ctrl key down, hit the Enter key and the program will automatically
enter http://www.google.ca (normally, http://www.google.com but since we are
in Canada, we will be directed to the Canadian version of Google) for you but will
immediately switch to the Google home page:

*§ Google i - B - & - Pagew Safety~ Toos~ @+ &
Web |Images Videos Maps Mews Books Gmail more v iGoogle | Search settings | Sign in
Q l
SCanada

Advanced search
Language tools

Google Search ‘ I'm Feeling Lucky ‘

Google.ca offered in: francais

Advertising Programs ~ Business Solutions  About Google  Go to Google com

® 2011 - Privacy

1 | Change background image
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Just above the main Google logo, you will find links to the different features of
Google, we will be selecting the Gmail tab:

. ¥
-’leaiI:EmaiIfromGoogle far - E] » & e ~ Pagev Safety~ Tools~ @~

Gm i I Welcome to Gmail
eylaoogle

A Google approach to email.

Gmail is built on the idea that email can be more intuitive, efficient, and useful.

And maybe even fun_ After all, Gmail has: Sign in with your

Coogle Account
Less spam

Keep unwanted messages out of your inbox with Google's Username:lj

innovative technology. ex pat@example.com
Mobile access Password:
ﬁ Read Gmail an your maobile phone by pointing your phone’s web [7] Stay signed in
browser to http:/fgmail.com. Learn maore
Sign in

Lots of space
Over 7507504917 megabytes (and counting) of free storage. Can't access your account?

Mew to Gmail? It's free and easy.

Create an account »

About Gmail  New features!

©2010 Google - Gmail for Organizations - Gmail Blog - Terms & Privacy - Help

In the Username field in the upper right-hand corner of the screen, for those that
have created a Gmail email address, enter cenadun~~fl11@gmail.com where ~~
represents your class number. South Lincoln students will use
slsint~~f11@gmail.com where ~~ represents your class number. Your password
will be Adu+~~f11 where ~~ represents your class number and Int*~~f11 where
~~ represents your class number for the South Lincoln students.

Your next screen should look like this:

Gmail Calendar Web Documents Reader more v cenadun99f10@gmail.com | New! Priority Inbox®=' | Settings | Help | Sign out
G[V/] . i | Search Mail | Search the Web 2 2 255>
! 2 conversations have been moved to the Trash. Learn more Undo
Mail Halloween Wallpapers - www FreePopulariWallpapers com - Dress up your desktop with holiday themed Halloween Screensaver. Faoout these ads
Contacts
Tasks [C]* | Archive Reportspam Delete Movetow | Labels¥ | More actions¥  Refresh 1-30f3
[T Gmail Team Customize Gmail with colors and themes - To spice up your inbox with colors and th Oct 11
Compose mail ; : .
[T Gmail Team Get Gmail on your mobile phone - Access Gmail on your mobile phone The days of | Oct 11
b () [T Gmail Team Import your contacts and old email - “You can import your contacts and mail from Ya Oct 11
porty ¥
Buzz @
Starred 77
Sent Mail
Drafts
Personal
Travel
6 marev [T]* | Archive Reportspam Delete Movetow | Labels¥ | More actions¥  Refresh 1-30f3

Please remember to send the teacher a test email message so that he can add
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your address to his contact list. If there are questions, we can answer them in
class.

Accessing Your Email Account at Hotmail

£~

Internet
Explorer

e On your desktop, you will see a symbol like: which is a shortcut
to Microsoft Windows Internet Explorer. This is just one of several types of
browsers you can use to browse the internet

e Double-click with the left button on your mouse to start the program. The
computer expects you to double-click rather fast so if the program does
not start, try it again a little faster. Another option to open this program is
to click it once and then hit the “Enter” key.

e When the program starts, the top of the screen will something like this:

@\:—;v o hetmai M% || % P~

The highlighted area (if it is NOT highlighted, just left-click the mouse in
this part of the screen) is called the address bar, here you will type
‘hotmail” then while holding the “Ctrl” key down, hit the “Enter” key and
the program will automatically enter “http://www.hotmail.com” for you but
will immediately switch to a screen that will allow you to enter your hotmail
email address, if you already have one, or will allow you to sign up for a
new account:

Py . . -
£7 Windows Live
One Windows Live ID gets you into Hotmail, Messenger, Xbox LI¥E — and other places you see _’7

Haotrail Signin

% Pawerful Microsoft technology helps fight spam and improve _t, windows Live ID
security. {exampleS55@hotmail .com)

I_] Get more done thanks to greater ease and speed.
Password:

(5 Laots of storage (5 GB) - more cool stuff on the way. Forgot your password?

Learn more Ramambar me on this computer (7]

[remember my passward (73
Don't have a Windows Live 107

Sign in
Sign up

Usze enhanced security
Maore shout Windows Live ID
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You will already have a hotmail account you created last week, you can
now enter it in the field labeled: “Windows Live ID” and then enter your
password and then left-click “Sign In”. Enter cenadun~~fl11@hotmail.com
where ~~ represents your class number. South Lincoln students will use
[slsint~~f11 @hotmail.com] where ~~ represents your class number. Your

password will be Adu+~~f11 where ~~ represents your class number and
[Int*~~f11] where ~~ represents your class number for the South Lincoln
students. Just a reminder that your account may have something other
that “hotmail.com” as the location, some may have “live.ca” as mine has or
“hotmail.ca”, please be sure to check your correct email address.
| have left the original email | received when | created this address in my
Inbox. I have replied to your TEST email and you should now see my

reply in your Inbox.

You can manage your emails by creating folders and storing your emails
in them rather than leaving them in the Inbox:

£7 Windows Live™ Home Profile People Mail Photos Morer  Sympatico / MSN v
Hotmail Mew Rename Delete
bacolini@live.ca Folder Messages Size
Lo Inbox 3 329 KB
LI Junk 1 2.0 KB
Drafts Drafts 0 0.0 KB
Sent
Sent 30 1056 KB
Deleted
] Deleted 1
Centennial Secandary
O centennial Secondary 5 2.4 MB
Monday Class
O monday Class 17 34.2 KB
Tuesday Class
Manage folders O Tuesday Class 12 26.2 KB
Related places Total 68 2.6 MB
Contact list
Calendar

Please note that | have created three new folders under the standard
Hotmail folders. | have clicked Manage folders and this is the screen that
will appear. If you want to create a new folder just click New beside the
Hotmail title and you will be asked to name your new folder. When you
have named the new folder, click Save which now appears beside the
Hotmail title where the New was located. You will now see your new

folder displayed on the left side of the screen.
When you are back in your Inbox and you click a message, you will have
the option of saving the email to one of your folders.
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£7 Windows Live™ Home Profile  People Mail Photos Morev  Sympatico / MSN ¥
Hotmail MNew | Delete Junk | Markas * Eéa W 3
bacﬂlini@li\"e.ca Rep|}r Rep|}r all Forward
Inbox (2)
Junk Getting started with Windows Live Hotmail
Drafts From: Windows Live Hotmail Member Services (member_services@live.com)
Sent Sent: February 2, 2009 7:00:20 PM
To:  bacolini@live.ca
Deleted
Centennial Secondary £7 Windows Live™
Monday Class Wel o hel i
Tuesday Class Welcome! Here are 3 [IPs TO Nelp you get started w
Manage folders 1. store all of your contacts in one easy place by importing contacts from other

Notice the highlighted option Move to, when you click the down arrow, a
list of all your folders will appear and when you click on the name of a
folder, your email will be moved there. As you see from my list of folders, |
have created three new ones called Centennial Secondary, Monday Class
and Tuesday Class.

e When you are creating a new email, another option you may want to use
is the Cc and Bcc option.

3
Home Profile People Mail Photos Morev  Sympatico / MSN * ‘ Search the web P| Tom'{
signout T
Send | Save draft Attach = Spell check Richtextv | 4 | cancel Options v @~
From: bacolini@live.ca v Show Cc & Bcc | A trsmoe
Subject:
Verdana vy 10y B I USEEEITITEEREAG

Please note the highlighted area entitled Show Cc & Bcc. When selected,
2 more boxes will appear below To:. When you are sending to more than
1 person, use the Bcc box. Bec stands for Blind Carbon Copy which will
allow you to send to multiple friends but they will not know who else you
sent this email to. | have an example in your Inbox with the title
Valentine’s Day. | used my email address in the To: field and included all
your names in the Bcc: field. The reason for using Bcc is partly for privacy
reasons, some of your friends may not want their email address known by
others and the other reason is that, new viruses can now read all the
emails you have received on your computer and extract all the emaill
addresses it finds and then will send itself onto all those addresses it finds
in your contact list as well as all the email addresses it finds in your emails
that you have not yet added to your contact list! This is not really a
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problem with Hotmail, but depending on your private email address, you
may be using programs like Outlook Express, Windows Live, Outlook,
IncrediMail or Thunderbird and these programs store your emails on
your home computers and are vulnerable to these viruses.

Browsers

e The DSBN uses Internet Explorer 8. Let's go to my website so that | can
show you how to download any missed notes. | will also include other
articles | come across and make them available on the Class Handouts
tab.

e Since you have been using IE8 to read your Gmail, click on the New Tab
section of the screen to open another window into the internet:

—

», L
" -
v lbacohnl.mpod.com

pdf - [v] B search [P o T roF

5 LastPass ~

Google | & - M Search 52 ~ D - B - % Bookmarks-  [@Find - P check - o] AutoRil - Wy -
g%toé.anv M E) search - B~ B~

M| a i
i':? ﬁ'ﬁ' -'lGoogIe
Web |mages Maps MNews Video Gmail more v

Canada

Google

e Once you click this tab, this will be the next screen you see:
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/~ Welcome to Tabbed Browsing - Windows Internet

J———

€6 - |efpboutTebs|
Sl S —————

pdf' | M Sear::h @U EPDF

9 LastPass -

G0k>g|€| 3~ M Search + 50 ~ &) o &+ ¥ Bookmarks~ [& Find ~
FM'Eo"l &ISearchvg\va

M| O

'i} ﬁﬁ’ [%]Tlgiﬂmgle Ingalmme to Tabbed Brow... I_l

IE You've opened a new tab

The highlighted area above will be shaded blue and this is your address
line, type bacolini.tripod.com and then hit the Enter key and you will be
transferred to the website. Click on the Class Handouts tab and you will
have access to every week’s handouts as well as extra articles.
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NEW LESSON
Windows Media Player

e When you first load a musical CD into your computer, a screen will pop
up and you will have a number of options on what to do with this CD.
The option | want you to select is Play audio CD using Windows Media
Player. Depending on your computer at home, you may have other
options, but here at school, this program is installed and easy to use
and will show you the basics of playing, ripping and burning a CD.

r( Audio CD (F3) 1
] Windows can perform the same action each time you insert
] a disk or connect a device with this kind of file:
E # Music CD
ﬂ What do you wart Windows to do?
WS using Media Center h]
] (T Copy CD

using Mero Bxpress Essentials
Malke Compilation CD E
] using Sonic RecordMow Audio
i Copy CD
1 using Sonic RecordMow Copy
Play audio CD
sing Windows Media Playe M

i ] Always do the selected action.

L ok || cance |

f
e The CD will begin to play and will display a graphic screen that tries to

portray the music visually. | will show different options in class as the
version of this program | run at home may be different than the one in
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class.
© windows Media Player

< = owayrng Library

e One of the tabs you will see is entitled Rip. When selected, all the
tracks on the CD will be selected. The term Rip refers to the act of
ripping the music from the CD and converting them and storing them
into your Music folder in the My Documents folder on your computer. |
said they will be converted so that they will shrink in size so that they
do not take up too much space on your computer and when you
download them to an MP3 player, because they are smaller in size,
you can load more songs.
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€ windows Media Player

- Now Playing Library Burn
J’Q v Music * Christmas Classics (F:)

'3;';' Mo Disc (E:) Album Title Rip Status
(z) Christmas Classics (... Audio €D (F)

B Christmas Classics
Gene Autry

Rudolph the Red-Mosed Reindeer
Jingle Bells
Here Comes Santa Claus
Frosty the Snowman
Buon Matale
Silver Bells
32 Feet and Eight Little Tails
The Story of the Mativity
Silent Might
+ Up on the Housetop

&
¥
¥
¥
¥
¥
¥

Up on the ..

Once you click the “Start Rip” button, this is the screen you will see
and it will show the “Rip Status” of each song:
€ windows Media Player

-

MNow Playing Library Burn
J’Q * Music * Christmas Classics (F:)

_.. Mo Disc {E:) Album Rip Status
(g Christmas Classics (... 4 4o en (F)

Rudolph the RedMosed Reindeer Ripped to library
Jingle Bells Rigoed to librar
Here Comes Santa Claus ([IRipping [T
Frosty the Snowman wai

Buon Matale Pending

Silver Bells Pending

32 Feet and Eight Litte Tails Pending
The Story of the MNativity Pending
Silent Might Pending
+ Up on the Housetop Ripped to library

OEEEEEEEETO

e Another tab on this program is entitled Burn. This option will allow you
to burn a copy of the CD you just ripped, to a blank CD. This program
is very flexible and will allow you to select songs from different CD’s so
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@ ‘Windows Media Player — - | lﬂ‘ﬂlg]
Now Playing Library % Media Guide
J3 ¥ Music » Library » Songs 0 » = = [search A1+
4 [¥] Playlists Album Title i h 6 )Caid[ijonr’;ED(m
[ Create Playtist 7 Real Emotion | —
EREEeES O VERS 8  WhenIFallinLove [Fro.. CD ROM
4 ¢p) 9 LoveDoesn't AskWh
[] Recently Added ove Doesn't As Y
L Artist 10 Refuse to Dance
© Album 1 N e LA, Insert a blank CD
Jy Songs 12 Mo Living Without Lovin... Burn List v X
&) Genre 13 Lovin' Proof T
9 ‘I;:tairn gt RERVG R =N The Power of Love - Celine Dion TS 543
_ Lot B UElmmellae Here Comes Santa Claus - Gene Autry o 215
(&) Christmas Classics..,
Gene Autry Just Walk Away - Celine Dien ek 4:59
r Christmas Classics 1 Rudolph the Red-Nosed... The Story of the Nativity - Gene Autry TR 13:23
Gene Autry 3 Here Comes Santa Claus
Country 4 Frosty the Snowman
1995 5 Buen Matale
6 Silver Bells
7 32 Feet and Eight Little T...
9 Silent Might
10 Up on the Housetop
Habib Koite & Bamada | @ Start Burn
B Muso ko 1 IKaBamma (Your Work) - e
SRR (e > jbbly) 49 ——@ ) (=
= i
——— . P ' — "
The other tab is entitled Sync and this will allow you to download your
favourites to an MP3 player; | will bring mine in so that | can
demonstrate this feature.
'@ Windows Media Player =B

Jd » Music » Library » Songs

4 [p] Playlists
[B Create Playlist
&) Photo Story 3 ...
4 JJ Library
() Recently Added
@, Artist
(=) Album
) Songs
&) Genre
(] Year
7 Rating
> L Sansa m240

Album

-

- W

Gene Autry

-

Now Playing

Habib Koite & Bamada

Library Media Guide
M v 5= v [search 2l
Title N 4 Sansa m240
gk - SanDisk Corporation
10 Refuse to Dance A 973 MB
1 IRemember LA, T
12 No Living Without Lovin...
13 Lovin' Proof —
14 Just Walk Away 267 Mgs IS
15 The Colour of My Love N Christmas Classics v x
Rudolph the Red-Nosed Reindeer e 2:55
Christmas Classics 1 Rudolph the Red-Nosed... Here Comes Santa Claus WL 215
Gene Autry 3 Here Comes Santa Claus = Frosty the Snowman SIS 1:59
Country 4 Frosty the Snowman Buon Natale okark 1:26
1995 5 Buon Natale Silver Bells ook 2:15
6 Silver Bells 32 Feet and Eight Little Tails - Gene Autry W 1:53
7 32 Feet and Eight Little T... The Story of the Nativity WIS 13:23
8 The Story of the Nativity Silent Night W 102
9 Silent Night Up on the Housetop A ke 0:56
10 Up on the Housetop
Muse Ko 1 1Ka Barra (Your Work)
Habib Koite & Bamada 9 Din Din Wo (Little Child)
World - g
| & Start Sync
1995 & P
——— — S - =
PP Pl
¢ O | = (e (_@) by H —& >

When | clicked the “Start Sync” button, the total CD was transferred to

my MP3 player.

| was also informed by the library staff that you can borrow CD’s from
the Welland Library and Rip them to your computer for private listening
and the only stipulation is that you cannot burn them for commercial

sale.
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Digital Cameras

e | will bring in my digital camera so that we can take some pictures and
download them to our computer so that we can attach them to an email
to our friends. We will discuss the variety of cameras in class. | have
posted a guide on How to Buy a Digital Camera on the website.

SEE YOU NEXT WEEK!

Week 1: Hotmail Week 2: Browsers

Week 3: Google, Scavenger Hunt | Week 4: Email, attachments

Week 5: Windows Explorer Week 6: Windows Media Player

Week 7:Digital Cameras Week 8:Word Processing

Week 9:Blogs, Email Forwards Week 10: Review
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