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The class starts with the proper way to turn on and shut .
down the computer.Emphasis will be on use of the mouse ~ Né€d help orgf;emlzmg all the stuff that s accumulated on
and the keyboard; how to resize, move, arrange and close YOUr computer? Then this one is for you.
windows and how to use the START MENU to find Programs phf i i pLgb > ek-fans b2 a3 =3 £~° aK=e-pu=2 -
and access other features of the computer. r«+£=t8-¢-put=bf®2-°£°=2.=-~" §¥~2
@®§j23°L£+] =«?+§j=~-¢="§CE£- ¢
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Access files on a CD Drive
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The marketplace has delivered several new types of digital TTTTTTTTEEEEEEEEEE A A s E A
gadgets over the last several years. We will spend 3 days in a
workshop format (lecture and demonstration only,NO hands
on) reviewing, discussing and demonstrating several of . «®32E£°=pEj3°§2
these Gadgets . Each of these gadgets has its own spec | . ) o a _ L . _ .
features and application in your personal and/or business ty,-= -=- - =V - =

activities. None of them may completely satisfy all your
needs. We will attempt to show where each fits function-
ally from smart phone, to tablets, to laptop computer, to
desktop computer.

We are able to project each of the tablets onto our classroom
screenso you will be able to see them operate.

We will look at some of the newSmart cell phones and 3
tablets; an Apple IPAD2, a Motorola XOOM and a Toshiba
Thrive.
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With the constant threats to your computer and its sensitive
data, how can you take the actions necessary to protect
yourself?

This workshop will primarily examine the threat and the
actions that you can take to protect your computer. There
will be limited hands on tasks to demonstrate how to scan
for Viruses, Trojan Horses, and Worms. We will also learn
how to use some oHine security tools.
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This workshop is a unique, fun approach to getting hands
on with the new Windows 7 operating system. At a com-
fortable pace, you |l learn how to use the new features of
Windows 7, work with files and file folders and find and
use desktop tools and gadgets. All the fun things and no

tech babble.

We will also learn the basics of the following with some
brief exercises:
Using the builtin WordPad word-processor
Using Internet Explorer 9 to access the Internet
Setting up an account using the downloadable
Windows Live Email program
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Electronic mail is a very useful way to communicate with
anyone who has access to a computer. The class will reviey
how email works and demonstrate how to set up an email
account using Microsoft Windows Live Mail as a model.

The class will also cover:
Sending and receiving Word documents & pictures
and links to web pages
Saving copies of pictures and cartoons & jokes you
receive in an email to a folder on your computer
Using cut & paste to more easily forward just what
you want instead of the entire email
Using blind carbon copy (BCC) so you don t show
everyone s email address

We will also look at having access to your email when you
are away from home by using a web browser like Internet
Explorer.

g "EE=pE+t+8- %2 W==APM
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This class assumes students have Windows 7 installed on
their computer and have been using it for several months.

The class will provide students with a more complete

understanding of Windows 7 functions and techniques

through hands-on exercises.

It will include a better understanding of Windows 7 by
working with:

Start Menu Control Panel
Snipping Tool Search capabilities
Task Bar Libraries

Backup

instaling_ Windows Live Essentals ., (inglying, gnai), & 5
installing™ Microsoft Security Essentials.
C-3°=pf£++8§--t====="-1+2W==AQM
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This course will provide students already familiar with Win-
dows 7 a more detailed understanding of techniques to use
it productively. The objective is to concentrate on learning
the tasks that are most common to our students: opening
and using programs, saving files and documents created by
those programs, and the basics of organizing their data on
the computer. It will combine theoretical and howto infor-
mation with practical exercises. The unique interface fea-
tures of Windows 7 will be explored and the course will
cover maintaining a safe computer environment by keeping
Windows 7, the firewall and malware removal tools cur-
rent. The use of the Internet and email wilhot be covered.

-2 W==AQM
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For those with high-speed Internet (cable or DSL), Google
Earth is your window into a detailed view of the earth, the
sky, Mars, and the moon.

Find small islands in the Pacific
Go beneath the ocean surface to look into the Mariana

Plan a train ride on Amtrak
Find air fares

What is the weather like?
Where can we stay?

Take a road trip

Plan bus trips

Plan a vacation to Maine
Rent a car

Find tourist attractions
Plan a cruise

trench q! CE£E£=pE++8§-a+t====="-+2W==APM
See 3dimensional views of large cities, finding food . ]
and drink providers g°~" " £2=m2 ~--8-¥=FPIWMNREMF ==NWNR
Look at national parks such as the Grand Canyon . ST TTTEEEEEEEEEE s s E s EEEE S
We will look at the means of navigating the Google globe 5 . —_ . o
and see how to control the detailed information that can be — & ‘;j g
shown. We will use Windows 7 in class, but this free pro-
gram works with XP and Vista as well.
kl gbW==j £« £° %] §®:§ :—n_22§- ~~3=pf-§-°kf2=§4=
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In this class you will learn about CDs and DVDs and typical
projects using such media. You will learn about the different
types of CDs and DVDs that are available and how you
transfer your information onto them as well as their proper

care and handling.

Most of the class time will be spent on exercises like data
file backups, making music CDs and creating photo slide
show DVDs. Ideas for additional projects that students can

pursue on their own will also be described.
qU- =pExx8- ~t=====" - i-%
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Learn the basics of tracking your finances with this compre-
hensive account management and checkbook program. The
class includes setting up banking and credit card accounts,
processing transactions (including downloading from your
financial institution), reconciling statements and generating
reports to track expenditures. While we do not cover tax
preparation, Quicken can provide the information needed to
prepare tax returns. Quicken version 2010 is used in class
but the information is applicable to prior versions.

=v-3°=Cc8-~aj £+

Note that this course will not cover tracking investments.

net.

This class provides an introduction to the Internet using
Internet Explorer. Learn to find information on the web, use
URLs, hyperlinks, search engines and other information
sources such as newsletters and blogs. Also learn to
download files, about chat rooms and how to be secure with
the Internet (cookie management, updating your operating
system, using antivirus programs and firewalls). Learn
about social networking, buying on th
Internet and so much more.

AQM
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Have you ever been asked to make a presentation to a
group? Wanted to organize your pictures and notes after a
vacation? Microsoft Power Point is a program that assists
you in organizing your thoughts and materials for making
computer-driven presentations. A Power Point presentation
consists of multiple individual slides that tell a story and
gives visual support to verbal communication. You can add
text, bulleted lists and pictures to your slides, either from
local sources or the Internet, as well as prepare handouts
and outlinesK
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Have fun with Windows Live Photo Gallery,a free, easy to
use program. In this handson class we will cover all the
essential corrective photo editing techniques, including how
to:

Adjust color and light

Fix red-eye

Crop and straighten

Create a panoramic photo

Improve a group photo gU- =pExtEF==+-+2 W==APM

+

Using Windows Live Movie Maker 2011, you will learn how
to turn your digital photos and video clips into a fun movie

slideshow. Learn easy ways to add: transitions between
photos, motion effects to photos, titles, individual photo

captions, credits and music. Learn how to burn a DVD to
play your movie on a TV or computer, or to share with your
family.

Even remove photo blemishes (warts and all)

j p=p28CEL] - ptNWNRIFMRWANRGE M
In the third session, students will work on their own digital SEEESESEES=E=Z=SE=S=s=S=sE===S=s=E=s=s=S=s=====
pictures or with troublesome pictures provided by the in-
structor to practice techniques learned in this class.
q! "£E£=pfE+t+§--xt====="-22W==APM k~°°~2f=v-3°=pag¢Ez+]
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PLNLNO Are you tireF:j Ibf'%gnLg ’I\||rr(1?ted to only adding music to your

slideshows? Learn how to prepare your own narration us-
. ing the free program Audacity. In the classroom, we will use
qf£®218/~r¥oi §oE£=p2 - ° . m?crophoneg tg record youB: narration and demonstrate
A sevenstep interactive program geared to providing you how to tailor the time duration of previously recorded
with the tools you need to create and write those stories sound tracks. With special external hardware, not available
you have been wanting (or asked) to tell. Stories about your in the classroom, Audacity can be used to record tapes and
experiences, challenges and remembrances. Stories about LP s. We will use Windows 7 but the program is compatible
your parents, relatives, siblings or maybe your children. with XP and Vista as well.
Stories you want and need to share with your loved ones.

::::k]qu::j£« £°-_|-:§®: _—|.:2—|~2§_
Your life is as unique as your fingertips. It s time to share °E£ 38°£¢=n-°=2)8§+=j2~+xxK
those stories that only you can tell. Do this and give this gift _ . _
of memories to yourself and those with whom you chose to | ~£=pL+4§ 42 W==A0OM
share it. - «®32£°=NA3¢8§- ===s=PWNR=Mj® £===
Join this fun and stimulating class. Find out about available TTTTTTTTTTTTTTTTTTEEEEEEEEE S
resources. Learn how to insert visuals (graphics, pictures)
into your stories, how to organize the material and how to
use creative writing styles to make your document enter- dE-£~2_ ¥.
taining and interesting to read. Learn how to create and re B
create your memories for yourself and future generations.  This course is for anyone interested in using the computer
ThIS Cla.SS W|” pI’OV.Ide you W|th the tOOIS and |dea.s to keep to set up and maintain genea'ogy records. By reviewing sev-
you motivated and inspired. eral computer programs available for genealogical database
Stories developed in class will be shared with classmates for lr_ngnagement and the rg]].enelratlonllcl)f famlly tre:s, dejcendant
support and encouragement. The course will be taught Istings, Tepo”s' etc., this class will acquaint the student
using Word 2010. with available resources and how to use them. The course

UL § 2 2 cover genealogical research techniques. Family
P8NT=pE£+t+8---t====="-+2 W==AQM Tree Maker versionl6 and version 2009 will be used for
i 8o f = p 2 = =x======¢c EF&k===NMWMM= /\r}ands-on praCtlce'
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Excel is a tremendously capable program that can be used 10 Thjs js NOT an  Advanced class! We WILL take the knowl-

manage all kinds of data. - edge you have from using Excel or from having taken our
This class will start with the basics: Excel Level | course and expand it into more capabilities
What can | DO with this software? and more fun opportunities.
Whatis a Spreadsheet , anyway? You will learn to:
What kind of data can | manage with Excel and how do | Use Mail Merge to make mailing labels or custom
enter it? letters
What s up with the Ribbon in Excel and how do I find Use charts or graphs to present your data in a viewer
what | want? friendly fashion
How do | control how Excel puts my results on my Create a custom amortization table for any loan or
printer? mortgage
You Il spend some time working on a pretend budget C_reate a retirement account ca!culator to show a spe-
entering numerical and text data, experimenting with simple cial someone the value of saving for the future with
formulas, and copying and pasting data. Excel does a fantastic these taxadvantaged accounts!
job with lots more than just numbers. Many practical and Learn how to create macros which save keystrokes
useful examples will be presented during this class. into a sllmple oneclick file to automate your favorite
actions in Excel
Uses Excel Version 2010 (nearly identical in appearance to Learn how to link your Excel worksheet to external
Excel Version 2007 for what we will cover in this class) destinations such as an Internet site § K your stock
C-3°=pf+4§-nt====="-22W==AQM broker for your current, latest market quotes)
) e o _ . Bring in your own projects; we |l try to get to as many as we
bfi£2== ~ :% :g'_af ~ E ;]=§PfV%NjR:I=\_NrN R=mj can. \LV(; il peslp_yguget deeper_value out of this incredibly
"""""""" NLNPL Nch‘aBle ptogram. LPLNO
Uses Excel Version 2010 (nearly identical in appearance to
Excel Version 2007 for what we will cover in this class)
g "EE£=pEx+t8-x=====" -2 W==APM
bfi£2==f=fi £ £2===q3 £ F=PIWNRNRH m]j
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New features of Word 2010 add flexibility and t - © ¢ =OMNM="¢ " ~-ji £¢+FGEE} s 8§
"’ W= capability to your projects.
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In this class we will emphasize use of the RIBBON .m£i€£§_: ?ifif\i\/:pi i Eiziz_;é (:?E

and its attributes. You will use Word 2010 with _ - oL . . o -
§-=3+8-¥=t - ¢ = OMNMK

Windows 7 to write documents (letters, stories, flyers,
newsletters, etc.). For the really interested Word user, this challenging but
significant class offers new, exciting and revealing material
that will enhance the extent and quality of documents you
produce. Topics Included are:

You will learn to:
Format text with bold, italics, color and other attrib-

Etes? f?rmat parag(;aphs ?nt(:] pagét.‘)s hecki _ Working with tables - creating, converting, formatting,
ayout pages and proof them by checking margins, sorting and more
\(;\;Ierlltatl'O;’ spelling agd gfamr:na:j df J lllustrating a document - include pictures, shapes and
ork with page numbering, headers and footers, an clip art and formatting of same [Adjusting photo as-
\r;\?g\:l:?/v)(iir?(t)r)l(gsriI)Obro%e;gdnthe Ouick Access Toolbar pects and adding special effects to graphics enhances
: your document]
Use numbering and bullets Using special text effects
If you know how to use the Windows file system and have Themes and styles- add class and consis-
keyboarding skills, you can progress into this basic Word tency to your presentations
Processing class. Mail merge- use with letters and labels
C-3°=p£ii'§'ﬂi’:::::‘—'L'ZW::AQMC-sOZpE'ii§'_'i:::::\'i QM
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This two-session class is for students who are using a
Cropping a picture digital camera and would like to better understand how it
Straightening a picture works. Learn about traveling with your camera, printing
Correcting red eye your pictures and some of the controls on your camera.
Adjusting light and color Also learn about batteries and battery chargers, how to
Removing unwanted objects from pictures deal with shutter lag, menus, white balance, moving your
Adding text to pictures images from your memory card to your computer and
Other changes that will enhance your pictures more.

Preparing for and printing pictures
Introduction to layers

Most of the class consists of hanesn work. The class uses
Adobe Photoshop Elements version 8.

C-3p°E++§- ~ett2@M

mi-t-ozbestgmy===csqerewnnwn @Y g aygip.c 05y

=N
Social Networking using Facebook looks at social websites.
Facebook can be used to connect with friends and relatives,
share photos, join special interest groups, meet interesting
| ) _ ) _ people online and post messagesAmong older people who
m, - - =bX=§2£8 £¥ =1 f went online last year, the number visiting social networks
o -~ a R _g;eyv Imost tW| 9sf st as the ozverall § Internet use

_af+f_?§f,§2~,£_£ «gfzg 2:£ﬂ® g Thevarlglyoflnteres d%psgattese

! == T - 0T ites o |nu'e grow daily.

This Level Il class will cover: e e N N
Adjusting perspectives q) “E££=pE£tx8-~t===== -2 W==APM
Ad_dltlo_nal selection techniques P-i§~2a=k£2puq?® O8=¥=KWNRRHEmj
Usmgfllters T S-S =-T=-S=-S=-ST=-S=-S=-S=-S=-S=-S=ZS=—=—=—===&=z==
Using layers and masks in a variety of ways
Creating panoramasand montagesfrom multiple
photographs . s T
Basic photo restoration p-i8 =m§ | £+
Text enhancement Join the millions of people who share pictures every day.
Creating slide shows Sharing pictures is one of the great pleasures of the internet

Most of the class consists of handsn work. The class uses @de. Important pictures can be printed in remote locations,

Adobe Photoshop Elements Version 8. incorporated into photobooks and organized in albums.

C-3pPE£E++§- -++2@M Download photos to your PC from your camera or phone.

Upload some to share with friends or family. Use an online

m; - 2 - =Db¢§2 §-¥===5=£7£-2FPINNRWMRting service. Make a slideshow with your pictures.
=T=================== == == Treatecaphoto album vrawebsite such-as EiekiPoL Mc&sla.N O =
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Introductory class on using a classroom scanner (Epson 1660 Photo). We will demonstrate and lead you
through the scanning procedure. In Week 1 the emphasis will be on scanning your own photographs. In Week
2 we will add working with 35mm slides and negatives. Two people will share a scanner.









