Computer Pals for Seniors

Galston and District
P.O. Box 43, Galston. 2159

President: John Eland
Phone: 9651 2940
email: eland@ains.net.au

CONGRATULATIONS TO OUR PRESIDENT,

JOHN ELAND AND HIS WIFE JENIFER,

WHO CELEBRATED THEIR 50TH WEDDING ANNIVERSARY

ON MARCH 30TH , 2009

PRESI DENT %S DE $KY 2009

OUR WEBSITE
cpalsgalston.org.au
You really must try it.

HELLO EVERYONE

For all those of you who were not at our last
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workshop day. We have now got our new digi- Sl

tal projector installed along with a new

screen on the front wall.

If any of our members have any questions regarding the

operation of software. Please send these in to Rosemary, our Newslet-
ter Editor, and if we have the software installed on our computers at
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A Recipe
And a

Reminder

From the Secretary

Dates for your diary

A few HowW

history cottage we will solve your problem with the aid of the projector.

We can also show you many other things with this aid, that will be much
better for everyone to see at the same time, without having to strain your eyes to try
and view one of our installed computer monitors.

We also have installed our news Black & White Laser printer and extra flat

screen 22 inch Monitors on the other computers. All these items are as a result of

Government Grants that have been approved for our organisation this year.

Our Newsletter has also been entered into the ICT competition for the best use of soft-

ware. This competition is supported by ASCCA and Microsoft. So we are crossing our
fingers and hope that we can receive a prize.

| would at this time particularly like to thank Rosemary, our Newsletter Editor who,

like all the members of our Committee, give freely of their time.

Reminder S 0
The Next M eeting of Computer P als for
S eniors, Galston & District Inc
Will be at History Cottage
412 Galston Road, Galston
on Friday 15th MAY, 2009 at 10.00 am

don

t— Lét asrkpoavt
what your problems are!

J. Eland



FROM THE SECRETARY
Hello Members,
We hope to see you at the next meeting of Computer Pals on May 15th..

PLEASE NOTE THE MEETI NG S1TRanT| NG TI ME ..f
Any friends and visitors are most welcome at our meetings.

We met our new Tutors Ray and Anna Gosling, Clare Jones, Robyn Lambert and
James Ellingford, at the last meeting. We extend a warm welcome to them and
thank them for giving of their time.

We also extend a warm welcome to these New Members..

Maureen Hewitt, David Liversidge, Teresa Medina, and Julie Osoba.
We hope you enjoy your time with us.

Would the following members please bring a plate for tea and if you are not able to attend
please let me know.

Gai Whitlam, Celia van Tilberg, Alan Buxton, Morgan Chetty, and
David Liversidge

Margaret Dunn 9651- 2475 margo.d1@bigpond.com

Reminder
The Next M eeting of Computer P als for S eniors, Galston & District Inc. will be at

History Cottage, 412 Galston Road, Galston on Friday 15th MAY, 2009 at 10.00 am

My PC has stopped responding! What do | do?

If a program or window on your PC seems to have frozen up and you
cannot close it by clicking the X (Close) button in the top-right corner, hold
down the CTRL and ALT keys together and tap DELETE once.

The Task Manager window appears.

In Windows Task Manager click on Applications which shows all the
programs that are currently running. You can usually tell which program
has frozen or crashed as its Status will appear as Not responding. Click
to highlight that program on the list then click on End Task. The PC will
now attempt to close it. If it is successful you can then close Task Manager
and the PC should be able to carry on as normal.

If Task Manager does not appear

Try holding down CTRL, ALT and DELETE and keeping all three keys held.
This will restart your PC, which will often fix the problem. If these keys
don't work, you will have to turn the power off at the plug. Then turn the
PC back on. Your PC should be alright but always try to avoid switching off
without shutting down properly first.

How to make a New Folder

Right click on the Folder under which you want to make a new sub-folder.

Left click on New. Left click on Folder. Now just type the name of the New folder and enter.

OR

One left click on the Folder under which you want to make a new sub-folder

Left click File, Left click New, Left click Folder. Now just type the name of the New folder and press
enter.



mailto:margo.d1@bigpond.com

DATES FOR YOUR To resize pictures for emailing using

DIARIES Windows XP

The following dates for Select the pictures you want to email
future meetings in 2009 are ||| Right click on a selected picture.

as follows Click 6send too. Click ¢
15thMay, A window appears stating
17" July (AGM), Smallerd

18th September, Click Small 800 X 600

20" November. The picturgs are automaticglly attached to an
email, you just have to put in the address

|Q HOW TO PRINT ONLY CERTAIN TEXT OR IMAGES FROM A WEBI PAGI

:A Rather than printing out a whole web page, you can select the particular text |
Iyou want and copy it to a Word document, and then print it out. |

OR |
Select the text you want, click File, click Print, make sure you click the Selection |
|opt|on then click OK. |

PARAGRAPH & LINE SPACING

The blank lines before and after a paragraph are called

paragraph spacing. Similarly, the white spaces between lines of text is called
line spacing. You can adjust the amount of space between

consecutive lines and paragraphs in a document.

To adjust paragraph spacing,

Place the cursor in a paragraph.

Click Format .

Click Paragraph.

Click the Indents and Spacing tab.

To specify amount of space before the selected paragraphs, type a num-
ber in the before box.

To specify spacing after the selected paragraphs, type a number in the

after box.

Click OK to apply the settings.

To adjust Line Spacing

Select text to be adjusted.

Use the following shortcut keys for line spacing:
To set single line spacing. Ctrl + 1

To set double line spacing.  Ctrl + 2
To set 1.5 line spacing. Ctrl+5




EMAIL TIPS

1. Write a meaningful subject line. Recipients scan the subject line in order to
decide whether to open, forward, file, or trash a message. Remember your
message is not the only one in your recipient's mailbox. Before you hit "send,"
take a moment to write a subject line that accurately describes the content.

. Keep the message focused and readable. Not all of us like this modern shorthand.

. Identify yourself clearly. Just initials are sometimes confusing

. Proofread before you click SEND

. Respond Promptly. If you want to appear professional and courteous, make
yourself available to your online correspondents. Even if your reply is, "Sorry, I'm
too busy to help you now," at least your correspondent won't be waiting in vain for
your reply.

SHORTCUTSA Working with WORD

To open My Documents window Press Ctrl + O

To Create a new Document Press Ctrl + N

To save a named Document Press Ctrl + S

To preview what you are about to print  Press Alt + Ctrl + |

To cut selected text Press Ctrl + X

To copy selected cut text Press Ctrl + V

To check your spelling Press F7

To rename a File or Folder Select the File/Folder, press F2,
then retype the name

To display the Start Menu Press Ctrl + Esc

ARE YOU TIRED OF CHASING YOUR MOUSE?

Control windows using your keyboard

If you like to keep four or five windows open while you work (or play) on your computer, you'l
appreciate knowing these keyboard shortcuts. You can quickly switch between your Web browser,
e-mail, instant message windows, and other programs without taking your hands off the keyboard.

Action Shortcut

Minimize a window to your taskbar ALT, SPACEBAR, N
Maximize a window so it takes up your whole desktop ALT, SPACEBAR, X
Restore a window so it's visible but doesn't take up your

whole desktop ALT, SPACEBAR, R
Close a window ALT+F4
Switch to the last window you had open ALT+TAB
Switch to any window Hold down the ALT key, and press TAB

until the window you want is active

Programs often start up in a "restored" state, where the window takes up only part of the screen. To
maximize the window so that it takes up the entire screen, press the ALT key, press the SPACEBAR,
and then press X. This will feel natural after you do it a few times, and you will feel much more efficient
while using your computer.

Next Meeting Friday 15th May 2009 at 10 am Editor: Rosemary Ansley
- N Phone: 9651 2175
in History Cottage, Galston Road E-mall - TSy g com.au
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