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IE PRESIDENT'S DESK |
| hope that all our Committee and Members

had a pleasant Christmas and | wish everyone a Happy New Year for 2010.

Last year proved to be a difficult year for many of us due to the recession. We can only
hope that this coming year will make some improvement.

As you will remember we mentioned at the last meeting about reducing the size of your
pictures before you e-mail them to friends. Well it would appear that from some of the
e-mai | s | have received recently there are
the message. | hasten to add that they are not our members. However it brought it to

mind again so | thought that it might be an opportune time to remind everyone.

If you wish to send a picture to your friends, first select the picture you wish to send from

the O6my picturesdé or O6picturesod folder. H
mouse. This will bring up a sub-menu. One of the optionsis & e n d select this and a
further sub-menu will appear from this select 6 ma i | r eThis williopen updour

default mail program with your picture added as an attachment. Just fill in the rest of the
message boxes and send your e-mail. This function can reduce a 1Mb picture down to a
few Kb. This will download much quicker and improve your friendly relationships.

If you wish to send many pictures to different recipients it would probably pay to download
a free picture reducing programme such as the one mentioned at our last meeting,
PixResizer. This can be obtained from www.bluefive.pair.com/pixresizer.fm This
programme is also useful for those of you who have a web page and wish to add pictures
to the pages. It also adds its own folder so that you can have reference to your small
version picture at any time without affecting your main picture folder copies.

John Eland
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From the secretary MEETING
Hello Everyone ........cccccooevvvvnnnnnn, Hope you all have hj DATEs 2010

merry Christmas Season and may | take this opportuy 22" January

19th March

wish all our members a Happy and Healthy New Yeal 15t may

Another year has started and it would be lovely to see you all at our 16th July AGM
next workshop meeting. Our Tutors are always available to discuss any problems 17th September
you may be having and there is always something new to learn . 19th November
Friends and visitors are welcome . | would also like to extend a warm welcome to
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our new members Jennie James, Claire Wikstrom. |
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REMINDER
THE NEXT MEETING-cum-Workshop of Computer Pals for Seniors
will be at HISTORY COTTAGE Galston Road, Galston

On Friday 22ndJanuary 2010, at 10.00 am

If you are able, please could the following members bring a plate for tea

Barry Clarke, Caryl Turnidge, Frank Clark, Alan Buxton, Sue Smith
Nada

I | don't know what the key to success is, but the key to failure is trying to pleae e

OUR WORKSHOPS

Members are invited to send in requests for topics you would like discussed at our
workshops. This will help greatly to ensure the workshops contain information of
interest to members and allow time to research the answer to your question.

MEMBER PARTICIPATION AT OUR WORKSHOPS.

AShow and Tel | o Sowhygat bring youir pnoject with you to a workshop
and we can show the other members what you have achieved. In this way you may
help others to find new ways of enjoying their computer experience.

DONOT FORGET

Please let me know if you have a question you would like answered at our
workshop meeting.

How to INSERT A PICTURE INTO A WORD DOCUMENT

and then ADD TEXT TO THE PICTURE

Type =rand(12) then press enter. This fills your page with

12 paragraphs of text.

Click Insert, click Picture, choose your picture and enter. If it is too
big just take a corner and drag towards the centre to make the picture
smaller

Make sure your Picture Toolbar is visible. Click the Text Wrapping S
icon, (it |l ooks I|Iike a little dog o]
the picture easily and place it in the right position.

To add text to the picture

Click insert, click text box. Then draw a text box anywhere on the picture.

Type your text describing the picture. Highlight the text and choose a nice font, colour and size.
Click the O6Fill & Il con and click &é6No Filld
Click the 6Line Border Styled icon and click |ON
Your text now appears without a white background or border. The dotted line does not print.




:Digital Photography
2 If you want to know more about digital photography then look at Ken

iR 0 c k w esite] Itdssexcellent.
a4 http://www.kenrockwell.com/tech/camera-adjustments.htm
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2 Successive approximation is the process by which he makes a shot, look at it, figure
2 out what to do better, and repeat. This is how everyone learns photography. You can't
get |t by readlng you have to shoot and experlment
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gBACK UP your Files
¢ Backing up files prevents them from being permanently ? .
: e lost, or changed in the event of accidental deletion, a ”
gworm or virus, a hardware or software failure. Flash Drive CD or DVD External Hard Dri
g Loss may occur from theft or fire. You need to make a
@ copy of your important Documents, Pictures and Music files and burn them onto one or
@ more USB Flash Drives, CD/ D V,0rtaseparate External Hard Drive. Get in the habit of
@ doing this weekly.
@ You should store your backed up devices away from your computer, so that if there is a fire,
& or theft, you still have your important files.
@ Very important Documents or Pictures, etc., should be backed-up on two separate

@ devices. After all, even back-up devices can fa|I
g The following describes how you can back up your files using a USB Flash Drive.

Usmg a USB Flash Drive

@ 1. Insert your Flash Drive in any USB port.
@ 2. Open Windows Explorer.
. Scroll down and find your Flash Drive. It may be called Removable Disk D (or E, or F).

If there are unwanted files on the Flash Drive, then highlight them, right click
and select Delete.

. Scroll down the Folders list until you find Documents (or My Documents) right click on
this line and left click on Properties. This will tell you the size of your files to be backed
up. They must be less than your Flash Drive capacity. In this case my files total 2.3GB
and | can safely save them on my 8GB Flash Drive.

. Now you are ready to save all your Documents.

. To do this, right click on Documents Folder and when the drop down box appears,
click on Send To and select your Flash Drive (Removable Disk D, E, or F)

. A box with a progress meter will appear showing your back-up in progress. When this is
complete Safely Remove your Flash Drive.

Backing up to a CD or DVD or an External Hard Drive
F

llow the same method as described above.
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The Galston Community Centre provides help to the local community of

« Galston, Glenorie, Dural and Arcadia, offering many health related services to all age groups.
« All clinical services are free, while a small cost is involved in some other services.
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T he person born with a talent they are meant to use
will find their greatest happiness in using it.
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- Email Tip
+ A quick way to send out a file as an attachment is to drag it to the Inbox. A new message appears
Ewith the file attached ready for you to address it.

:Tip for Internet Explorer Users
* Send a friend the web page you are viewing by clicking File, Click Send, Click "Page by E-mail".
. If you do not see the File menu press the Alt key.

‘\WordTips

How do | double-space my document?

=

Select the portion of the document that you want double-spaced. To select the whole document,
choose Select All from the Edit menu or press Ctrl+A.

Choose Paragraph from the Format menu.

Click on the Indents and Spacing tab, then select a line spacing setting from the Line spacing
list.

: Note: If you have already inserted an extra blank line between paragraphs or blocks of text, you will
Ehave to delete the extra paragraph marks, unless you want that extra blank line. You can use the

: Show/Hide button ] on the Standard toolbar to display the paragraph marks.

wmn

How do | change the default document font?

EChoose Font from the Format menu, then set all of the attributes you want for your default font.
. Click the Default button.
EWord will inform you that this change will affect all documents based on the Normal template.

-Windows desktop icons

If you have a lot of icons on your desktop or in another folder highlight one of the icons and press the
+ first letter. For example if you were looking for an icon named "test" highlight any icon and then press
. the "t" key. Note: you can also press the "t" key multiple times to individually highlight each icon that
- starts with "t".

T hings turn out best for those who make the best of the way things
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Shantung Chick

1 Barbeque Roast Chicken % cup caster sugar "
2 cup hot water 2 tablespoons white wine vinegar

©
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1 fresh red chilli finely chopped 1 handful fresh chopped coriander ‘\ f:
©
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1. Cut the barbeque chicken into pieces and lay neatly on a plate

2. Dissolve the caster sugar in hot water

& 3. Add white wine vinegar and bring the mixture to the boil.

« 4. Add the chopped chilli and coriander and stir the sauce quickly before
“¢  pouring over the chicken pieces.
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I REMINDER | An expert is someone who takes a

| The Next Meeting of | subject you understand and
| Computer Pals for Seniors, Galston & District Inc | makes it sound Confusing.

| will be at History Cottage | s -
412 Galston Road, Galston itor: Rosemary Ansley g

1 Phone: 9651 2175

| on Friday 22nd January, 2010 at 10.00 am E-mail : gransy@tpg.com.au
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http://www.computerhope.com/jargon/a/alt.htm

