Centennial Secondary (South Lincoln) School Night Class Spring ‘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
than “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
Total 68 2.6 MB

Related places
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.
e 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 Vel 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.

NEW LESSONS

Email Forwarding

e Let’s review how to forward an email by first cleaning it up. Here is an
email | would like to forward to my friends, however as we saw last week,
this message has been forwarded many times, lets clean it up:

Send Save Now Discard

To:

Add Ce | Add Bee

Subject: Fwd: Brain Twisters

=
by
=
kﬂ
o
R
iy
18
i)
111
i
Il
N
I
M
il

I «Plain Text

—————————— Forwarded message —————

From: Tom Bacolini <bacolini@live ca=
Date: Mon, Mar 7, 2011 at 5:42 PM

Subject: Brain Twisters

To: "Tom Bacolini (live.ca)”" <bacolini@live.cax

Brain Twisters
1) The Elder Twin

One day Kerry celebrated her bithday. Two days later her
older twin brother, Terry. celebrated his birthday. How

come?

| have highlighted the top left corner of the body of the message, we would
point our mouse in this area and then left-click the mouse. We have now
positioned out insertion point. While holding the “Shift” key down, use the
down arrow key located just left of the numeric keypad and keep clicking
this down arrow so that you will be selecting the top portion of this
message which contains all the old addresses from previous forwards.
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Once you have selected all the text you wish to remove, release the “Shift”
key and hit the “Delete” key located just above the down arrow you were
previously using. This will delete all the highlighted text you previously
selected using the “Shift” key and the down arrow key.

e The next step is to also clean the subject line:

Send Save Now Discard

To:

Add Cc | Add Bec

Subject: Fwd: Brain Twisters

-]
Ty
=
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m
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]

I «Plain Text

---------- Forwarded message ———

From: Tom Bacolini <bacolini@live.cax
Date: Mon, Mar 7, 2011 at 5:42 PM

Subject: Brain Twisters

To: "Tom Bacolini (live.ca)” <bacolini@live ca=

Brain Twisters
1) The Elder Twin

One day Kerry celebrated her bithday. Two days later her
older twin brother, Terry, celebrated his birthday. How

come?

Locate your mouse just slightly to the left of the “FW:” in the Subject line
and left-click the mouse. You can now hit the “Delete” key 4 times to
remove the “FW:” reference in the Subject. Please note | have already
addressed this email using both the “To:” line and the “Bcc:” line that we
have previously learned. | am sending this email to you in it's UNCLEAN
state so that we can practice in class.

e You will probably receive emails like this in the future from your friends. |
would suggest you investigate the warning first at www.snopes.com
before you forward this type of message. We will look at www.snopes.com
in class so that we can get familiar with what it has to offer.

Blogging
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e Blogging is one of the new buzz words on the internet. Tonight you can
create a Blog. It is very similar to a website but allows you to keep an
electronic diary of your daily/weekly/ vacation events. You have several
options to choose from including the actual template of your Blog as well
whether you want it to be a two-way conversation with your friends. We
will be using www.blogger.com as the website where we will create our

Blog. Since this website is associated to Google, we will need to create a

English -

(~mail arrniint Hara ic tho hama nana Af wananar hlannar cam

Sign in to use Blogger

e B lo g g e r with your GDCrglE.' Account
[ ?

SIGN IN

Create a blog. It’s free.

It’s easy, and only takes a minute.
Your blog. Share your thoughts, photos, and
more with your friends and the world. Learn more:

Take a quick tour

Watch a video tutorial

Easy to use. It's easy to post text, photos, Discover more features
and videos from the web or your mobile phone. Read Blogper Buzz

Blogs of Note
w Flexible. unlimited flexibility to personalize Life in the Second Half

your blog with themes, gadgets, and more.

Home | Features | About | Buzz | Help | Discuss | Language | Developers | Gear
Terms of Service | Privacy | Content Policy | Copyright @ 1999 - 2009 Google

| would suggest you click on the quick tour to walk you through the
terminology and philosophy behind a Blog. The video tutorial is a YouTube
video that actually walks you through the creation of your Blog. | already
have a Google Account and was able to create a Blog in a matter of
minutes: www.bacolini.blogspot.com

e These are not real websites so they will not be catalogued by Google. If
you want someone to see and read your Blog, you will have to give them
the address. You also have full control over whether your guests can
leave comments and whether they are shown to everyone or you can
keep them private. You can probably refer to blogging as an electronic
bulletin board where families can keep in touch with each other as an
alternative to email.
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Website

e If you prefer to create a website rather that a Blog, let’s go visit
www.yola.com where | was able to create a free website:
bacolini.synthasite.com . The basic difference between a Blog and a
website is the creation of multiple pages on a website as opposed to
multiple postings on a blog. This is very similar to http://bacolini.tripod.com
where | publish these class notes. There are numerous websites that
allow you to create and maintain FREE websites, however, as is the case
with a Blog, these free websites are not catalogued by Google or any
other search engine because they are really a subset of either
www.tripod.com or www.synthasite.com

e On the next page, | have shown the home page for www.yola.com where
you can create your own website. In class, we will experiment with my
website to see what other features are available.

e There are so many features and variables involved with either a Blog or a
website, | will show you in class how to get a basic one, up and running
and from there, you can experiment with all the bells and whistles.
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Ema Passworc
g ™ Stop brOWSing. start bUildlng‘ [[] Remember me Forgot password?
formerly 3Syntha home | about Yola | press | get help
Logged out successfully [Close BUlld a WebSite today

Sign up for free tools & web hosting

Astonish goarsdﬁ o

Welcome to Yola - where you'll find all the tools you Confirm ema
need to build a website just the way you want.

{rﬂ Point and click. Drag and drop. That's all you need to [ Let me know about new features &

tips.
know. We never sell your email address.

Amazingly enough, you can build and host your website Get started >
¥  for free. That's Yola.

By clicking this button, you agree to our Terms
of Service and Privacy Policy.

SynthaSite is now Yola.

Over a million of you know us as SynthaSite. We now go by Yola. It's
a short. Its easy to remember. It also includes all the great features

you're ugedto.

Readon =

Media Buzz Site Showcase See more =

"How to Create a Successful Web Site For
Mathing (or Almost Mothing)”
THE WALL STREET JOURNAL.

Read on »

About Yola . Privacy Policy . Terms of Service . Report Abuse . Prezs . Company Blog . Founder's Bleg . How to Make a Website
Copyright @2008 = Yola, Inc. Al rights reserved. Revision : 2556

Google Applications

e Google has many features you may want to investigate. Today | tried
Google docs, which is an on-line word processor. It has some features
very similar to Microsoft Word, however it is an on-line application and you
will need a Google account (FREE) to access your work and to share with
others. The advantage here is that anywhere you have access to the
Internet; you can review and modify your work. Let's do a demonstration in
class and if anyone wants to create a Google account (very similar to the
procedure in Hotmail. Google also has a Maps application which | will
demonstrate in class.
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Always looking for SUGGESTIONS!

SEE YOU NEXT WEEK
OUR LAST WEEK TOGETHER!

-~

N

=

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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