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Introduction

This manual is meant as a very quick guide to help you get started with some facets of Microsoft's Windows Operating System and some of the application programs which run on it.

As I wrote this with a particular configuration of Windows in mind (namely, my parents' computer that I set up for them), you may see some differences with your system.  Most of these differences will probably be in the layout of icons and menu selections.  The most noticeable of these is the mention of "the icon tool bar near the Start button".  These are not configured on all installations of Windows.  The only thing that I can suggest is, if there is a difference, look for the "best fit" that you have at the time.

Please note that this manual only skims the surface and there is much more to any of the programs that I show here.  For a more in-depth explanation of the programs, it would be best to refer to the specific manuals.

Please feel free to e-mail any suggestions or corrections to me.

Enjoy.

Gary Hoggard.

(E-Mail: garyh@messagestick.net)

26th January, 2003

Electronic Mail (E-Mail XE "E-Mail" )

In this section, you will be shown how to read your mail XE "read your mail" , send mail XE "send mail"  to someone and attach things like pictures XE "attach pictures to e-mail"  to your e-mail.  The instructions here assume that you have your e-mail stored at some ISP XE "ISP"  (Internet Service Provider) and not at one of the many free web-based e-mail services available (such as HotMail or Yahoo Mail).  If you use one of those web-based services, then you will need to use your web browser to access your e-mail and not Outlook Express (see the section on “Browsing the World Wide Web”).

Reading Your E-Mail
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Start up your e-mail program (Outlook Express) by clicking on the icon in the tool-bar (near the     button).  It looks like this when you move the mouse pointer to it:
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The E-Mail program will start up and look much like the window shown below:


IMPORTANT: If you are not connected to the internet (i.e. the "CD" or "Carrier Detect" light on your modem is not lit up), you may have a small window pop up asking you to connect.  If this window pops up, click on the “Connect” or "OK" button (be sure that your modem is turned on first).

On the E-mail window, you will notice 3 main panels (areas): The folders panel (on the left), the index panel (right-top), and the preview panel (right-bottom).  The folders panel allows you to select which email folder you want to view.  A folder can hold many different emails.  The most commonly used folder is the Inbox.  This is where email from the internet is held until you decide to dispose of it (move it to another folder or delete it).

The index panel shows one line for each email item in the selected folder.  When you click on one of the items in the index, its contents is displayed in the preview panel.  If you double-click on an item, it will also be displayed in a new window of its own.

At the top are two bars: a menu bar (with “File”, “Edit”, “View”, etc.) and a tool bar (with buttons labelled: “New Mail”, “Reply”, etc.).

Deleting E-Mail XE "Deleting E-Mail" 
To delete an email item, select it by clicking on its entry in the index panel then press the “Delete” key on the keyboard or click the Delete button (shown below).  When you delete email this way, it actually gets moved to the “Deleted Items” folder (not really deleted from the computer).  To permanently delete email, you also need to empty the “Deleted Items” folder.  To do this, right-click (use the right-hand mouse button) on the “Deleted Items” folder (in the folders panel) then click on “Empty ‘Deleted Items’ folder”.  You may get a question asking you to confirm the action: answer “Yes”.
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The “Delete” button is in the tool bar above the index panel.

Sending E-Mail XE "Sending E-Mail" 
To send email to someone, you first need to create the email document.   This is done by clicking on the “New Mail” button (see Figure 1) in the tool bar.   This will open a new document window.
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The “New Mail” button is used to create a new email document (to send to someone). 
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The new document window will look similar to this:
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There are 3 areas that you should fill out.  Firstly, the recipient’s address.  You can either type it in the space shown above, or you may click on the                         button and select the address from your address book (this, of course, must be set up earlier… see “The Address Book” below).  If you want someone else to receive a copy of the e-mail, then enter their address in the “Carbon Copy” (Cc:) field.

Secondly, you should enter a short description of the message in the “Subject” field (this is normally 2 fields below the recipient’s address).

And, lastly, type in your message in the large message window (see the diagram above).  If you have picture files or other files to send with the email, you need to attach XE "attaching files to email"  them to the email document.

To attach a file to your email document, click on the “Attach” button in the tool bar (it’s the one with a picture of a paperclip).  Another window will appear to allow you to select your file from one of your document folders.  Once you have found your file, click on it then click on the “Attach” button on the same window.  The file selection window will then disappear and a copy of the file will be attached to the email document.
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Once you have created you email document, you need to send it to the recipient.  To do this, click on the   button (in the top-left corner of the document window.  See Figure 2).

Depending on the size of the email document (and the size of any attachments), it could take from a few seconds to several minutes for the email to be sent.  You will see the “TD” (transmit data) light flickering on the modem while the email is sending.  Be patient.

The Address Book

 XE "Address book" 
Most e-mail programs allow you to keep a list of e-mail addresses for future use.  Outlook Express is no exception.  The address book saves you time when entering e-mail addresses especially if you frequently send e-mail to the same people.

To view your address book, click on the 
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  icon in the tool bar.  You will see something like:

[image: image21.png]e




[image: image2.png]% Address Book - Main Identity -[o) x|

Bl Edt Vew Tooks telp

EoH X B 49 @

Properties  Delete  FindPeople  Print _Action

Shared Contarts | T4pe name or selectfrom It

123 Main Identiy's Contacts [yams 7 TEval address =

|EXdGary Hoggard garyh@messagestick.net
[EJGary Hoggard (Yahoo)  qary_hoggard@yahoo.com.au

oitems





To add a new entry, click on “New” (in the address book tool bar) then select “New Contact…”.  You should fill in at least the first and last names and e-mail address fields then click on the “OK” button.

Browsing the World Wide Web XE "Browsing the World Wide Web" 

 XE "Web" 

 XE "World Wide Web" 
In this section, you will be shown how to find information and facts on the part of the Internet known as the World Wide Web.  The Internet is a network of millions of computers around the world.  Some of these computers are set up to allow you to view information on them.  We collectively call these computers the "World Wide Web" (or "the Web", for short).

To view information on the Web, you need to use a special program called a "web browser".  The most common of these are Microsoft Internet Explorer, Netscape Navigator and Opera.  This manual will discuss the specifics of Internet Explorer (although you will see many similarities among the others).

The Web can be thought of as a great big collection of newspapers, magazines, catalogues and information brochures.  You can do shopping, banking and pay bills.  You can check the latest news.  You can peruse the world's libraries and museums.  Just about all companies, government bodies and organisations have a page on the Web that you can view.

Getting Started
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The first thing that you need to do is start the browser program. Start up your browser (Internet Explorer) by clicking on the icon in the tool-bar (near the     button).  It looks like this when you move the mouse pointer to it:

The browser will start up and look much like the window shown below:
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Navigating the Web XE "Navigating the Web" 
Finding your way around the World Wide Web can be a difficult task.  The simplest way to do this is to have a list of the Web sites (computers that you may view information on) handy and then type one of them into the URL or Address field (see the diagram above).  The term "URL XE "URL" " is an acronym for "Universal Resource Locator".  A Web site is thought of as a "resource" on the Web.

Most URLs have the form…

http://www.companyname.com.au/

For example, David Jones' web site can be reached via (note the lack of spaces):

http://www.davidjones.com.au/

Let's have a closer look at this.  The http:// part just tells the browser that we are going to load a web page.  The www. part is naming a particular computer to connect to.  .com.au indicates that we are connecting to a company in Australia.

As well as companies, there are government bodies, educational institutions, organisations, other sites on the internet and a few other types as well. Please note that you can leave out the "http://" part of a URL if you wish.  Here are a few examples of some URLs:

	URL
	Description

	www.fed.gov.au
	Australian federal government

	www.abc.net.au
	ABC radio and television

	www.csu.edu.au
	Charles Sturt University

	www.bom.gov.au
	Australian bureau of meteorology

	www.nasa.gov
	NASA (USA)

	www.colesmyer.com
	Coles Myer (Australia)


Please note that not all Australian sites end in ".au".  A URL may also have extra information appended so the browser can get specific information from the Web site.  For example, ABC radio has cricket information at:

http://www.abc.net.au/cricket

Using Web Links

A link XE "link"  is a group of underlined words of text or an area of a picture which, if you click on it, will navigate you to another URL (web site).  Most Web pages contain many links.  You will know when your mouse cursor is pointing to a link because it changes into a pointing hand. 

As you click on links and go from page to page, you may wish to go back from whence you came.  To do this, click on the "Go Back" button  in the browser tool bar (see Figure 4, back 2 pages).

Favourite Web Sites

When you browse the Web, you will find that there are web sites that you visit more than once.  You browser has the ability to record where these sites are (their URL) for later reference.  Internet Explorer calls these "Favourites" and Netscape Navigator calls them "Bookmarks XE "Bookmarks" ".

At the top of your browser is a menu selection "Favourites".  Click on this and you will see a list of sites whose URLs have been recorded.  If you click on one of the listed sites, your browser will take you there.

To record a favourite site in the list, you first need to navigate to that site (i.e., have it displayed in the browser window).  Then, click on the menu selection "Favourites" then click on "Add to Favourites…".  It is then recorded.

Searching the Web

There is so much information on the Web that it is sometimes hard to find what you want.  To help you, there are a number of web sites that keep indices of other web sites that you can search for information.  To use these, first, you must display the search web page.  Here is a list of a few:

· www.google.com.au

· icansearch.i7.com.au

· ninemsn.com.au

· www.f2.com.au

On each of these sites is a small field where you can enter a word or two to help you find a site that may have the information that you are looking for.  For example, on NineMSN, there is a small area:


where you can enter a few words (maybe "wild flowers") and click on "GO" to list all the sites that may be a match.  By clicking on one of the sites in the list, your browser will show you that site.

Word Processing XE "Word Processing" 
A word processor is simply a program which allows you create and change documents.  Most word processors present you with a blank page much like a blank sheet of paper in a typewriter.  Some common word processors are Microsoft Word, Word Perfect and Microsoft WordPad.  As WordPad comes standard with Windows, we will discuss this.  The others operate much the same (although they have many more features).

[image: image3.png]=lolx|

Ble Edt Vew Insert Fomat tep

MEFIETREE R

[FesNowfionan =] [12_ =] [wesem

_g T ] v 2 T 3

Everyone knows that dragons don't exist. But whie this simplistic formulation may
satisfy the layman, it does not suffice for the scientific mind. The School of Higher
Neantical MNillty is in fact wholly unconcerned with what does exist. Indeed, the

banality of existence has been so amply demonsirated, there is no need for us to discuss it
any further here, The briliant Cerebron, attacking the problem analytically, discovered
three distinet kinds of dragon: the mythical, the chimerical, and the purely hypothetical
They were all, one might say, nonesistent, but each nonexisted in an enfirely different

way.

For Help, press F1 I





Instant Messaging XE "Instant Messaging (IM)" 
Instant messaging is fast becoming a popular way to communicate with friends on the internet.  It is much like e-mail except the recipient must be connected to the internet at the same time that you are and they receive your message instantly (or within 1 or 2 seconds).  The result is that you have a typed (rather than spoken) conversation with someone.  In practice, you may have several conversations happening at once on your computer screen.

What’s Needed?

To use instant messaging, you first need to decide which service(s) that you want to use.  Then you need to install a “client program” on your computer.

The most common instant message (IM) services are:

· AOL Instant Messenger (AIM)

· Microsoft Messenger (MSN)

· Yahoo Instant Messenger

· ICQ

· Internet Relay Chat (IRC)

You will need to find out which of these services that your friends use (AIM and MSN seem to be the most popular).
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