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

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

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 on your mobile phone by pointing your phone's web [] Stay signed in

browser to http:/fgmail.com. Learn maore

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~~f11@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 ¥ cenadun93f10@gmail.com | New! Priority Inbox®** | Settings | Help | Sign out
GI’\!] iI Search Mail Search the Web %M
l 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. FAboutthese ads
?:;t(ascts F> Archive Reportspam @ Delete Movetow Labelsw More actions ¥~ Refresh 1-30f3
[ Gmail Team Customize Gmail with colors and themes - To spice up your inbox with colors and th Oct 11

Compose mail
[ Gmail Team Get Gmail on your mobile phone - Access Gmail on your mabile phone The days of | Oct 11

Inbox (3) [ Gmail Team Import your contacts and old email - You can import your contacts and mail from Ya Oct 11
Buzz @

Starred 7.7

Sent Mail

Drafts

Personal

Travel
6 morev (il Archive Reportspam Delete Movetow  Labelsw More actions¥  Refresh 1-30f3
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Centennial Secondary [South Lincoln] School Night Class Fall <11
Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com

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

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:

p——y

8, .
', - -Ibacohnl.tnpc-d.com

pdf - [v| B search (P o T roF

ﬂ LastPass ~

Google| & ~ M Search ¢+ G2 ~ (D cop- B - ¥% bookmarks~  [GFind - P Check ~ ) Autoril - Yy -
g%tog&wv M B search -~ 8- % -~

M| B ;
T:? '1'£? I'_-.'lGoogle
Web Images Maps MNews WVideo Gmail more v

Google

Canada

e Once you click this tab, this will be the next screen you see:
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Centennial Secondary [South Lincoln] School Night Class Fall <11
Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com

AT M- ZRach

pdf - v [ search (P o T roOF

ﬂ LastPass -

Google | &~ [vl Search + 50 ~ &) o &+ ¥ Bookmarks~ [& Find ~
3ﬁp5dta§54mr - [V] search ~ W % -

M| n|L?JmM“W'| -

i:? '#ﬁ? [%]:]?'Guogle I@WElmme to Tabbed Brow... ¢ I_l

| 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.

EMAIL CONTACT LIST OR ADDRESS BOOK (Gmail)

In class we will look at a new email from a person | do not already have in my
Contact List so that we can learn how to add that person for future reference.
We will also add this person to a new category (group) so that when you are
sending out an email, you can either send it to individuals or to a group of
people. | have attached the screen images below.

New Contact Inbox |x

Tom Bacolini to me 1:47 PM (0 minutes ago}l 4~ Reply | v
Hi Tom

Please add me to your contact list?

Thank you.

“ Reply =¥ Forward

| have just opened a new email from someone who is not already in my
Contact List. If you know who this person is, then left-click the triangle
pointing down beside the “Reply” tab that is highlighted in the screen image.
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Centennial Secondary [South Lincoln] School Night Class Fall ‘11
Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com

One of the options will be “Add Tom Bacolini to your Contacts list”, by left-
clicking this option, you will add this person to your Contacts list and will be
able to send them emails in the future without having to remember their email
address. The next screen confirms that the email address has been added to
your Contacts list

Search Mail Search the Web

o
Create a filter

The sender has been added to your contacts list. I

Rammed Earth Dev.. Inc. - www.rammedearth.com - Tucson area fine custom homebuilder expert in energy efficient design

« Back to Inbox | Archive = Reportspam | Delete Movetow | Labelsw | More actions v

New Contact 1mbox |x

Tom Bacolini to me 1:47 PM (2 minutes ago) Reply

Hi Tom
Please add me to your contact list?

Thank you.

Reply Forward

Let’s go look at the Contacts list to confirm the email address has been
added:

G iv‘ '-;'.J | I Search Contacts Search the Web
Goongl
Mail [F Groups Add to "My Contacts” Email ] cti
Contacts v | | Groups w 0 "My Contacts™ w nai \ore actions v
Tasks »[] Sandy Bacolini sandy.bacolini@3web.net
] Tom Bacolini thacolin@3web_nst
Mew contact
My Contacts (2)

Most Contacted (1)
Other Contacts

MNew Group...

Import Contacts._..

| have highlighted the new contact that | have just added. If you left-click on
Tom Bacolini, you will get the next screen. Here you can add any personal
information you would like to keep with this contact (phone, address, birthday,
website ...). | have left-clicked the triangle pointing down on the “Groups”
tab and you will now see the next screen.
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Centennial Secondary [South Lincoln] School Night Class Fall ‘11

Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com
Giv‘ - iI Search Contacts Search the Web
ogli
{r:u‘,q{a):tacts « Back to My Contacts m Email More actions v

Q,

Tasks
T « My Contacts

MNew contact
g

My Contacts (2) Add a picture

Most Contacted (1)

Other Contacts

thacolin@3web_net

A00 ema

New Group. ..

Import Contacts._.

Phone

At this point we will add a new group by left-clicking “Create new”. A new
popup window will appear as shown below. | have entered “Friends” as the
name of my new group and then left-clicked “OK” to create this group. You
can create many new groups, for example, a group named “Jokes” would
possibly contain the list of your friends who you regularly send jokes to, or
another group could be called “Board” and this group would contain the list of
Board members you may be involved with and if you had to send an email to
the Board, by inserting the group “Board” in the “To:” field, you now have
addressed the message to the entire Board.

« Back to My Contacts = Groups v Email Mare actions v

Tom Bacolini Notes

. My Contacts
Add a picture

New group X
tbacolin@3web.net

Add email Please enter a new group name.

Phone
Address

Birthday

URL

The next screen shows the results of adding this new group. Normally all your
contacts will be listed in the “My Contacts” group and the number after the
name represents how many email addresses you have in this group. Below
that group is “Friends” the group | just created and as you can see, | only
have 1 email address listed in this group, | hope | can add more? Please note
that Sandy and Tom are the 2 listed addresses | have in “My Contacts” group
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Centennial Secondary [South Lincoln] School Night Class Fall ‘11
Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com

but also to the right of Tom’s address, it also lists that this contact also is
listed in the “Friends” group.

Giv‘ _ | | Search Contacts Search the Web
Caogl
Mail PR - - - Sandy - T
Contacts 1w Groups w Add to "My Contacts™ v Email More actions v andy - Tom
Tasks 1 Sandy Bacolini sandy.bacolini@3web.nst

|
*[C] Tom Bacolini thacolin@3web.net Friends
Iew contact |
My Contacts (2)
Friends (1)

Most Contacted (1)
Other Contacts

Mew Group...
Import Contacts...

| will add Sandy to my “Friends” group so that you see how the email
addresses are added when you create a new email message.

Let’s create a new email message and use the newly created “Friends” group
and add an attachment we downloaded in the last lesson:

G iv‘ _ || Search Mail Search the Web

Mail
al Send Save Now Discard @
Contacts

Tasks To:

Compose mail add e load Bee

Inbox (4) Subject:

Buzz @ 4P Attach a file

Starred 13 B 7 U -
7o - voEm = = 1= = =
Sent Mail = Ty T = ;= = 1€ = =

Drafts

I «Plain Text Check Spelling v

Personal
Travel
6 morev

Since we are using the group “Friends” which has more than one contact, we
must activate the “Bcc:” field which is also called Blind Carbon Copy and this
will address your message to many people and at the same time, keeping
each person’s email address private. Once you have added the “Bcc:” field,
left-click the underlined “Bcc:” to access your Contacts list:
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Centennial Secondary [South Lincoln] School Night Class

Instructor: Tom Bacolini (905) 228-3592

GM _EJ. I||

Mail
Contacts
Tasks

Compose mail

Inbox (3)
Buzz ‘J
Starred T
Sent Mail
Drafts (1)

Personal
Travel
6 marev

Chat -

Fall ‘11

Resources: http://bacolini.tripod.com

Search, add, or invite

® Tom Bacolini
Set status here

. Call phone
Sandy Bacolini

Invite a friend
Give Gmail to:

Send

Search Mail

Save Mow Discard

Show search aptians
Search the Web Shaw search aptians

Create a filter

| € Choose from contacts - Windi@Jl... lﬂl

|M hitps:// mail.google.com/mail/c/widgets/Cc 4 | = |

Choose from contacts

\ Search my contacts

I« Plain Text

Select

Sandy Bacolini 7
sandy_bacolini@3web.net

Tom Bacolini
thacolin@3iweb.net

Bce:

Cancel Done

€D Internet | Protected Mode ¢ 5 »  #100% -

In the above screen, again there is a triangle pointing down which will
reveal a list and in this case, | selected the Friends group, | then selected “All”
to add all my contact friends in the “Bcc:” field as you will see in the next

screen:
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Centennial Secondary [South Lincoln] School Night Class

Instructor: Tom Bacolini (905) 228-3592

G ™M _EJI I||

Mail
Contacts
Tasks

Compase mail

Inbox (3)
Buzz Q

Starred ¥
Sent Mail
Drafts (2)

Personal
Travel
6 morew

Chat

Fall ‘11

Resources: http://bacolini.tripod.com

Search, add, or invite

@ Tom Bacolini
Set status here

s Call phone
Sandy Bacolini

Invite a friend
Give Gmail to:

Search Mail Search the Web

Saved Discard

Show search options
Create a filter

Draft autosaved at 3:06 PM (0 minutes ago)

@ Choose from contacts - W]ndcl\@JL.. |ﬂl

|M https://mail.google.com/mail/c/widgets/Cc 5 | & |

Subj

Choose from contacts

\ Search my contacts

T

« Plain Text

Friends -

Select: All, None

=¥ Sandy Bacolini a1
sandy.bacolini@3web.net

¥ Tom Bacolini
tbacolin@3web.net

Bee: (2)

lSandyElacoIini Taom Bacolini I

Cancel

b

€D Internet | Protected Mode: ( #3 v  #100% ~ ‘F PM (0 minutes ago)

When you left-click “Done”, you will return to the email you were creating and

all of your “Friends” email addresses will appear in the “Bcc:” field.

G ™M _EJI I||

Mail
Contacts
Tasks

Compose mail

Inbox (3)
Buzz @

Starred ¥
Sent Mail
Drafts (2)

Personal
Travel
6 morew

Bee: "Sandy Bacolini” <sandy.bacolini@3web.net=_ "

Search Mail Search the Web

Saved Discard

Show search options
Create 3 filter

Draft autosaved at 3:06 PM (1 minute ago)

Tom Bacolini" <tbacolin@3web.net=

Add Cc

Subject:

4P Attach a file
I 0 F-1F Ty T, = = i=

111
o
T
Ll
i
-~
| ]

z

& Plain Text

Our next task is to left-click “Attach a file” tab as in the next screen:
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Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com
GM ;]i | Search Mail | | Search the Web %‘M
.H .._-|\-
Mail Send Saved Discarg =~ Draft autosaved at 3:06 PM (8 minutes ago)
Contacts
Tasks To:
Compose mail — — — -
Bee: "Sandy Bacolini” <sandy.bacolini@3web.net=, "Tom Bacolini” <tbacolin@3web.net>
Inbox (3)
Buzz & Add Cc
Starred 'ifj‘ Subject:
Sent Mail
Drafts (2) 47 Attach a file
Personal B S ¥ R R R = =S EE MM E E =TI «PlanText
Travel
6 morew

You will then see this next screen which will show your “My Documents”
folder where you downloaded your attachments from the last lesson:

& Select file(s) to upload by mail.google.com JB ﬁ
Look in: | JfE| Documents - & F @
i Mame Date modified Type Size Tags it
“’j || moving sale.sig
Recent Places 3| msgO002. WAV

"

Desktop B Publisher Centre Tips.docx

e @ Reduce Spamming.jpg

B L Retire Your Ride.pdf |

Bacaolini return.lbl

' | 2.1kl
Lh-h-..‘ | return

L] SCAA Emails.pst

Computer
- L SEL0Route2T pdf
&' L SEL0Route6T8. pdf N
Network FLiSleep Cheap 2009.pdf L4
L SNLC-Services.pdf i
ile name: Photos pps hd m|
Files of type: Cancel
Depending on your version of Windows (I am using Windows Vista at home)
“‘My Documents” as it appears here in class because we are using Windows
XP, will appear as just “Documents” in my version of Windows. | left-clicked
the “Photos.pps” which is the file | downloaded from the last lesson and then |
left-clicked “Open” to attach this file to my email message:
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Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com
le" 7 i | Search Mail | | Search the Web %‘M
Ca gl
LI Food.com: Canadian Recipes - Avocado Chicken With Spicy Rice - 5 days ago
Contacts
Tasks « Back to Drafts = Nove to Inbox Labels v More actions v
Compose mail (no subject) [ New window
Print all
Inbox (3] — ) . ;
Buzs ‘F)} send Sayed Discard Draft autosaved at 3:25 PM (2 minutes ago) @ More about...
) Grapevine Eve »
Starred 3% To: Pell Frants »
Sent Mail Colonial Center SC »
— — — - Supletivo EAD »
Drafts (2) Bee: "Sandy Bacolini” <sandy_bacolini@3web.net=, "Tom Bacolini” <tbacolin@3
Personal web.net>
Travel Add Cc
6 maorev
Chat <= ‘4 Photos pps (application/vnd ms-powerpoint) 3.307 00K

Attach another file

Search, add, or invite

i= i (19 Check Spelling v
= L «Plain Text

@ Tom Bacalini

Set status here v
. Call phone

Sandy Bacolini

=
([
=}

9

&

g
L

8

i)

i

i

Il

The above screen shows that the file has been attached to the email and you
have the option of attaching another attachment, the only restriction here is
that some email programs like Gmail may restrict the total size of
attachments, we can discuss this further in class.

To complete your email message, | would recommend that you put your email
address in the “To:” field so that you can see exactly what your Friends are
receiving, don’t forget to add something in the “Subject” field and create a
message in the body of this email before you left-click “Send” tab:
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Instructor: Tom Bacolini (905) 228-3592 Resources: http://bacolini.tripod.com
G Ma iI Search Mail | Search the Web %M
G i
Mail Food.com: Canadian Recipes - Avocado Chicken With Spicy Rice - 5 days ago
Contacts
Tasks « Back to Drafts = Movetolnbox = Labelsw | | More actions v
Compose mail (no subject) P New window
Print all
I;;;Tgl Save Now Discard  Draft autosaved at 3:34 PM (0 minutes ago) e More about...
. G ine E
Starred 77 To: cenadun99s11@gmail.com I ﬁ%ﬂ—”
Sent Mail Colonial Center SC »
Supletivo EAD »
Drafts (2) Bee: "Sandy Bacolini” <sandy bacolini@3web.net>, "Tom Bacolini” <tbacolin@3web.net>
Personal
Travel Add Cc
6 morev ubject: A PowerPoint Show of Picture | |
Chat -l[= Y 4 Photos.pps (application/mnd ms-powerpoinf) 3,307 00K

Attach another file

Search, add, or invite

@ Tom Bacalini B 7 U F Ty T ~ = = i= & I 6 E = Check Spellingv
Set status here v = L «PlanText
% Call phone .
Sandy Bacaolini Hi Tom
Invite a friend = | hope you enjoy these photos?
Give Gmail to:
Tommy
Let’s now practice this lesson with the person next to you.
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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