UBA U3A — IT Special

e Where are my Documents

Welcome

This session will cover:

e Some definitions

o Typical defaults — what Microsoft does for us
e Some suggested extras of our own

e Incoming documents via email

* Photos from cameras
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U3A — IT Special

THE UNIVERSITY OF THE THIRD AGE

e Where are my Documents

A definition:
 Document — from “Dictionary.com”
noun

1. a written or printed paper furnishing information or evidence, as a
passport, deed, bill of sale, or bill of lading; a legal or official paper.

2. any written item, as a book, article, or letter, esp. of a factual or
iInformative nature.

3. a computer data file.

This can be any kind of data file, such as letters,
spreadsheets, photos, music (and even emails)
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Definitions: Document - Continued

So, for example, a document can be:

\ 4

A Photo

e A Letter

e Music — or a sound
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[Tuesday, 27" February 2007 “Hatters” The Pathway|
Station Road|

Marlow|

Bucks. SL7 INN|

Tel. 01628 477 968

Dear Pat & Doug,
ust to let you know that we shall be away in Italy from lunchtime today until

late on Thursday 15" March (after midnight actually).

e have a favour to ask! Please would you be so kind as to clear up our post
levery couple of days. | enclose the keys to the house — the silver one is for
he porch entrance. If you just post the mail through the inner door so that
hey are out of sight in our hall that will be great.

[The other keys are for the inner door, should there be a need to go inside.

Of course, you are welcome to use the space in front of our garage to park
hile we are away.

[Should you need it, our mobile phone number will reach us while we are in
Italy. This is 07921 994 621. We won't always have it with us, but we will be
able to see that you have called and will be able to call back.

Many thanks,

Bill & Christine

Slide 3



UBA U3A — IT Special

e Where are my Documents

Another definition:

e Folder

— A Folder is a place where your “Documents”
and other Folders are stored

— Think of this as a hierarchy like a filing
cabinet
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 In your filing cabinet you can have:

— Documents = \@A
=7

— Folders containing Documents
— Folders containing other folders

— Folders containing documents
and other folders

April 07 Bill Constable Slide 5



UBA U3A — IT Special

e Where are my Documents

What Microsoft does for us:

— Folders called:

« My Documents  which contains
— My Pictures
— My Music
— My Videos

are already available in your PC ... AND

Most programmes will choose these
automatically to locate and save your
documents
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My Documents folder
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A=)
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| \_)Backup of TomTom GB Card
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|_Z)Backup of TomTaom Western b
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IC)FCD Transfers

@Mv Music

i 17 Docs From old PC
|1 FCD Transfers ) 5_‘_*ﬂr"’|':-" Pictures
[+ -j My Music 5-_;"|M';.-' Yideos
& 1) My Pictures (L Roxio
F 1) My videos [ =5t Georges Day 2007
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IC3) St Georges Day 2007 | ~WRLO494, ki
) Wedding 73 Mabile Letter 2.dac 3
=t s : -
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My Documents folder

[ Internet Explorer

jjjr My Pictures

e Click on the Green “start” .. -k
8 o
Mokepad My Computer
button at the bottom left i & My Network Places
Of yo u r SC re e n ) @ Windows Media Player & ot

@. Set Program Access and
Defaults

11

F Restorer2000 Professional
|- b
T e Caonnect To

o YO u WI I I th e n See th e WI n d OW UE WirusScan Console @) Help and Suppart

here on the right @ sore ok

all Programs D I?!u Dell Solution Center

* S e e ) M y D O C u m e n tS” I iSte d m-| Log Off [’E] Turn OFF Compiiker
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Saving a Document

File Edit “iew Insert Format Tools Table ‘Window Help
e, Chrl+b ] 70% + 2| Mormal - Arial
BTl Chrl4+0

=

T
I_QI

1-|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-3-|-9-
Close

E Save Ckrl+5

e Click on “File”

Save as Web Page. .. Tuesday, 27" February 2007

Mersions. ..

Wb Page Preview

Page Setup. .. |
& Prink Presiew
&P Print... Chrl+P
Dear Pat & Doug,
Send To L .
Juszt to let you knowe that we shall be sveay intaly
Properties

lste on Thursdsy 15" March (after midnight actual

° T h (14 S 1
e n O n ave L F‘a.t &.Dﬂug.dac . . . W have a favour to ask! Please would vou be =0
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Saving a new Document

e You will see a window
like this

* It has already

) stary
C OS e n t e / . gmy Mur;:s Brs @B:II taxr;?:lslﬁ -DC'I:DC

“My Documents”
folder . . .

e ...and a potential

document name

April 07

Tuesday, 27" February 2007 "Hatters" The Pathuvay
Statian Riad

Save in: |_r_i Tty Documents ﬂ @ ﬁf + Tools -

ackup of TomTom GB Card @4 Beaumont Rise.doc
[T)Backup of TomTam Western Europe Card @nbout ‘illa Constable Y4,de
) Demo Folder @B&Q.doc

I 1Docs From old PC @Bari & BRIMDISI.doc

2 My Fictures @Bolt Holes, doc
My Videos @Bus Card Bill doc
@ [_JRoxio @Bus Card Chris.doc
- )5t Georges Day 2007 @Chick&n Chips and Peas.do
JEskEs ) Wedding ] christine's christmas list 20
L ] 3 Mobile Letter 2.doc @Credit 2 MBMNA,doc
!ﬁ 13 Mobile Letter 3.doc Dad's Whiords BIE,doc
Y ] 3 Mabile Letter 4, doc Dad's Words,doc

=
3 Mobile Letter.doc @Dawns Addresses. doc

< L4
g5day.doc] ﬂ H Save |
Save as typel Ward Document (*.doc) L] Cancel
I s

7 o e
File name:
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Saving a new Document

 If you want to save
the document in a
new folder . . .

e Just click on the
 “new folder” button

April 07
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Save in:

Tuesday, 27" February 2007

|_r_i Tty Documents

"Hatters" The Pathvway
Station Road

j @ ﬁfvTaDl_s-—

_)Backup of TamTaom GE Card

) Demo Folder

_iDoes Fr
= Transfers

@My Tusic

ﬂMy Pictures

My Videos

_iRoxio

f'_‘]St Georges Day 2007

QWedding
3 Mobile Letter 2, doc
3 Mobile Letter 3, doc

[T)Backup of TomTam Weskern Eurg

@4 Beaurnont Rise.doc
Ej.ﬁ.bout Willa Constable Y4,
®Ba.doc

) Bari & BRINDISL. doc
BiII 4 ¥mas,doc

Bl tax 2003.doc

@Bolt Holes, doc

@Bus Card Bill. doc

@Bus Card Chris.doc
@Chick&n Chips and Peas.dao
@Christine's christmas list 20
B credic © MBS, doc
Dad's Whiords BIE,doc
Dad's Words,doc
@Dawns Addresses. doc

File name:

3
ﬂ H Save |

Save as bype! [word Document (F.doc)

Bill Constable
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Saving a new Document

 If you want to save
the document in a
new folder . . .

e Just click on the
 “new folder” button
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Save in:

Tuesday, 27" February 2007

|_r_i Tty Documents

"Hatters" The Pathvway
Station Road

j @ ﬁfvTaDl_s-—

_)Backup of TamTaom GE Card

) Demo Folder

_iDoes Fr
= Transfers

@My Tusic

ﬂMy Pictures

My Videos

_iRoxio

f'_‘]St Georges Day 2007

QWedding
3 Mobile Letter 2, doc
3 Mobile Letter 3, doc

[T)Backup of TomTam Weskern Eurg

@4 Beaurnont Rise.doc
Ej.ﬁ.bout Willa Constable Y4,
®Ba.doc

) Bari & BRINDISL. doc
BiII 4 ¥mas,doc

Bl tax 2003.doc

@Bolt Holes, doc

@Bus Card Bill. doc

@Bus Card Chris.doc
@Chick&n Chips and Peas.dao
@Christine's christmas list 20
B credic © MBS, doc
Dad's Whiords BIE,doc
Dad's Words,doc
@Dawns Addresses. doc

File name:

3
ﬂ H Save |

Save as bype! [word Document (F.doc)
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Saving a new Document

e A new window will
appear

e Then all you have
to do is Type in the
name of your new —
folder
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Why Create your own folders?
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Why Create your own folders?

e Can you work
INn a mess?

e Some can,
some can't

e Using folders is
one way of keeping
tidy
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Folder structure

e Think

Hierarchy!

Top Folder
My Documents ———

2nd Level

My Demo Folder —

3d Level
Another Demo Folder
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Email Attachments

e Emall

attachment
noted by # _——
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Email Attachments
 Open the emall

 Click on “File” then
on “Save attachments”
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Email Attachments

e Use “Browse” to
identify correct fN

 Click on “File” then
on “Save attachments”
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Email Attachments

* Check the correct path
IS shown

e Click on “Save” to
save the attachment(s)
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Downloading Photos

e Plug in your Camera
or Photo memory
card

 There are many interfaces
depending on your
camera & software

* | prefer the basic & /

default one like this,
select & click on OK R
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Downloading PhotOS/

* Open the folders shown
until you see the photo
files

 Now you can view them

and save them in a folder \
of your choice
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Finding
Documents

* Open the program
Windows Explorer

— Start

— All Proghams

— Accessorie

— Windows Exploter
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Finding
Documents

e Click on Search /
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Finding
Documents

e Click on Search /
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Finding
Documents

o | usually select
“All files & folders”
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Finding
Documents

 Now you have various
choices for searching

 If you have no idea of the
name of a document you
have just lost — then try
searching by today’s date
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Weleermie Goodbye

This session will ceweT: covered

Some definitions

Typical defaults — what Microsoft does for us
Some suggested extras of our own
Incoming documents via emaill

Photos from cameras

Plus some searching hints
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ERROR: syntaxerror
OFFENDING COMMAND--nostringval--

STACK:

/ Title

O

/ Subject

( D:20090201141250+00'00 )
/ ModDate

()

/ Keywords

( PDFCreator Version 0.9.5 )
|/ Creator

( D:20090201141250+00'00 )
/ CreationDate

( Bill Constable )

/ Author

-mark-



