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The class starts with the proper way to turn on and shutdown the computer.Emphasis will be on use of the mouseand the keyboard; how to resize, move, arrange and closewindows and how to use the START MENU to find Programsand access other features of the computer.You will learn to work with Folders and Files:Save filesUnderstand basic NavigationUse Windows ExplorerAccess files on a CD DriveBecome familiar with the parts of a window
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Need help organizing all the stuff that�s accumulated onyour computer? Then this one is for you.
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The marketplace has delivered several new types of digitalgadgets over the last several years. We will spend 3 days in aworkshop format (lecture and demonstration only,NO handson) reviewing, discussing and demonstrating several ofthese �Gadgets�.  Each of these gadgets has its own specialfeatures and application in your personal and/or businessactivities. None of them may completely satisfy all yourneeds. We will attempt to show where each fits function-ally�  from smart phone, to tablets, to laptop computer,  todesktop computer.We are able to project each of the tablets onto our classroomscreenso you will be able to see them operate.We will look at some of the newSmart cell phones and 3tablets; an Apple� IPAD2, a Motorola� XOOM and a Toshiba�Thrive.
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With the constant threats to your computer and its sensitivedata, how can you take the actions necessary to protectyourself?This workshop will primarily examine the threat and theactions that you can take to protect your computer. Therewill be limited hands on tasks to demonstrate how to scanfor Viruses, Trojan Horses, and Worms.  We will also learnhow to use some on-line security tools.
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This course will provide students already familiar with Win-dows 7 a more detailed understanding of techniques to useit productively. The objective is to concentrate on learningthe tasks that are most common to our students: openingand using programs, saving files and documents created bythose programs, and the basics of organizing their data onthe computer. It will combine theoretical and how-to infor-mation with practical exercises. The unique interface fea-tures of Windows 7 will be explored and the course willcover maintaining a safe computer environment by keepingWindows 7, the firewall and malware removal tools cur-rent.  The use of the Internet and email willnot be covered.
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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�ll learn how to use the new features ofWindows 7, work with files and file folders and find anduse desktop tools and gadgets. All the fun things and notech babble.We will also learn the basics of the following with somebrief exercises:Using the built-in WordPad word-processorUsing Internet Explorer 9 to access the InternetSetting up an account using the downloadableWindows Live Email program
q¦°££=p£±±§­¬±=====`­±²W==APM

t§¬¢­µ±=T===i£´£ªf ==q¦³==NMWMM=^jJ==k­­¬
p£¡²§­¬===^========================OLOLNO==²¦°³==OLNSLNO

t§¬¢­µ±=T==i£´£ªf=======t£¢===NWNR=mjJ=PWNR=mj
p£¡²§­¬===_=================================OLOVLNO=²¦°³==PLNQLNO

=====t­°©§¬¥=µ§²¦=b«~§ªElectronic mail is a very useful way to communicate withanyone who has access to a computer.  The class will reviewhow email works and demonstrate how to set up an emailaccount using Microsoft Windows Live Mail as a model.The class will also cover:Sending and receiving Word documents & picturesand links to web pagesSaving copies of pictures and cartoons & jokes youreceive in an email to a folder on your computerUsing �cut & paste� to more easily forward just whatyou want instead of the entire emailUsing �blind carbon copy� (BCC) so you don�t showeveryone�s email addressWe will also look at having access to your email when youare away from home by using a web browser like InternetExplorer.
q¦°££=p£±±§­¬±`­±²W==APM

=b«~§ª=========t£¢=====NWNR=mjJ=PWNR=mj
================================PLONLNO==²¦°³==QLQLNO

m°£°£¯³§±§²£W=`­«®ª£²§­¬=­¤= f¬²°­¢³¡²§­¬=²­=t§¬¢­µ±
TJ=i£´£ª=f =­°=£¯³§´~ª£¬²=£¶®£°§£¬¡£This class assumes students have Windows 7 installed ontheir computer and have been using it for several months.The class will provide students with a more completeunderstanding of Windows 7 functions and techniquesthrough hands-on exercises.It will include a better understanding of Windows 7 byworking with:

This class will also discuss installing and uninstalling pro-grams, working with the web using Internet Explorer,installing �Windows Live Essentials� (including email), &installing �Microsoft Security Essentials.
c­³°=p£±±§­¬±=====`­±²W==AQM

t§¬¢­µ±=T==i£´£ªff========t£¢==NWNR=mjJ=PWNR=mj
p£¡²§­¬===^===================================NLORLNO=²¦°³=OLNRLNO

t§¬¢­µ±=T===i£´£ªff=======c°§===NMWMM=^jJ==k­­¬
p£¡²§­¬===_=================================QLOMLNO=²¦°³=RLNNLNO

_°­~¢£¬§¬¥=v­³°=h¬­µª£¢¥£=~¬¢=r±£=­¤=t§¬¢­µ±=T
i£´£ª=ff

Start MenuSnipping ToolTask Bar Control PanelSearch capabilitiesLibrariesBack-up
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In this class you will learn about CDs and DVDs and typicalprojects using such media. You will learn about the differenttypes of CDs and DVDs that are available and how youtransfer your information onto them as well as their propercare and handling.Most of the class time will be spent on exercises like datafile backups, making music CDs and creating photo slideshow DVDs. Ideas for additional projects that students canpursue on their own will also be described.
qµ­=p£±±§­¬±=====`­±²W==APM

`°£~²§¬¥=`a±Lasa±======q³£===NWNR=mjJ=PWNR=mj
=================================================PLOTLNO=C==QLPLNO

`°£~²§¬¥=`a±=C=asa±

Plan bus trips Plan a train ride on AmtrakPlan a vacation to Maine Find air faresRent a car What is the weather like?Find tourist attractions Where can we stay?Plan a cruise Take a road trip

q°~´£ª=mª~¬¬§¬¥
t¦£°£=a­=v­³=t~¬²=q­=d­\

q¦°££=p£±±§­¬±=====`­±²W==APM

q°~´£ª=mª~¬¬§¬¥=====t£¢===NWNR=mjJ=PWNR=mj
==============================QLNULNO==²¦°³==RLOLNO

For students who have limited experience using the Inter-net.This class provides an introduction to the Internet usingInternet Explorer. Learn to find information on the web, useURLs, hyperlinks, search engines and other informationsources such as newsletters and blogs. Also learn todownload files, about chat rooms and how to be secure withthe Internet (cookie management, updating your operatingsystem, using anti-virus programs and firewalls). Learnabout social networking, buying on theInternet and so much more.
c­³°=p£±±§­¬±======`­±²W==AQM

f¬²£°¬£²=====t£¢NMWMM=^jJ=k­­¬
=================================NLNNLNO=²¦°³=OLNLNO

f¬²£°¬£²=¤­°=f¬¤­°«~²§­¬=~¬¢=c³¬
q°~´£ª=²¦£=t­°ª¢=µ§²¦=~=`ª§¡©

For those with high-speed Internet (cable or DSL), GoogleEarth is your window into a detailed view of the earth, thesky, Mars, and the moon.Find small islands in the PacificGo beneath the ocean surface to look into the MarianatrenchSee 3-dimensional views of large cities, finding foodand drink providersLook at national parks such as the Grand Canyon We will look at the means of navigating the Google globeand see how to control the detailed information that can beshown. We will use Windows 7 in class, but this free pro-gram works with XP and Vista as well.
klqbW==j£« £°±¦§®=§¬=¬~²§­¬~ª=p£¬§­°k£²=§±¬­²
=============°£¯³§°£¢=¤­°=²¦§±=¡ª~±±K
l¬£=p£±±§­¬`­±²W==AOM

d­­¥ª£=b~°²¦========q³£====NWNR=mjJ=PWNR=mj
=========================================NLNMLNO

p­«£²¦§¬¥=k£µ=r¬¢£°=²¦£=p³¬
d­­¥ª£=b~°²¦

Learn the basics of tracking your finances with this compre-hensive account management and checkbook program. Theclass includes setting up banking and credit card accounts,processing transactions (including downloading from yourfinancial institution), reconciling statements and generatingreports to track expenditures. While we do not cover taxpreparation, Quicken can provide the information needed toprepare tax returns. Quicken version 2010 is used in classbut the information is applicable to prior versions.Note that this course will not cover tracking investments.
====c§´£=p£±±§­¬±=====`­±²W==AQM

====n³§¡©£¬=========q¦³===NMWMM=^jJ==k­­¬
=====================================PLNLNO=²¦°³=PLOVLNO

j~¬~¥§¬¥=v­³°=c§¬~¬¡£±=µ§²¦=n³§¡©£¬Have you ever been asked to make a presentation to agroup? Wanted to organize your pictures and notes after avacation? Microsoft Power Point is a program that assistsyou in organizing your thoughts and materials for makingcomputer-driven presentations. A Power Point presentationconsists of multiple individual slides that tell a story andgives visual support to verbal communication. You can addtext, bulleted lists and pictures to your slides, either fromlocal sources or the Internet, as well as prepare handoutsand outlinesK
c­³°=p£±±§­¬±=======`­±²W==AQM
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a£±§¥¬£¢=²­= £=²~³¥¦²=~¬¢=³±£¢==µ§²¦=t§¬¢­µ±=TUsing Windows Live Movie Maker 2011, you will learn howto turn your digital photos and video clips into a fun movieslideshow. Learn easy ways to add: transitions betweenphotos, motion effects to photos, titles, individual photocaptions, credits and music. Learn how to burn a DVD toplay your movie on a TV or computer, or to share with yourfamily.
qµ­=p£±±§­¬±====`­±²W==APM

jp=pª§¢£±¦­µ±=========q¦³NWNR=mjJ=PWNR=mj
==============================================OLVLNO=C=OLNSLNO

_£=v­³°=lµ¬=j­´§£=m°­¢³¡£°
jp=`°£~²§´£=m¦­²­=pª§¢£±¦­µ±

Are you tired of being limited to only adding music to yourslideshows?  Learn how to prepare your own narration us-ing the free program Audacity.  In the classroom, we will usemicrophones to record your narration and demonstratehow to tailor the time duration of previously recordedsound tracks. With special external hardware, not availablein the classroom, Audacity can be used to record tapes andLP�s. We will use Windows 7 but the program is compatiblewith XP and Vista as well.
====klqbW==j£« £°±¦§®=§¬=¬~²§­¬~ª=p£¬§­°k£²=§±¬­²

°£¯³§°£¢=¤­°=²¦§±=¡ª~±±K

l¬£=p£±±§­¬`­±²W==AOM

`­«®³²£°=^³¢§­==========q³£===NWNR=mjJ=PWNR=mj
================================================NLNTLNO

k~°°~²£=v­³°=pª§¢£±¦­µ
µ§²¦=c°££>=p­¤²µ~°£

A seven-step interactive program geared to providing youwith the tools you need to create and write those storiesyou have been wanting (or asked) to tell. Stories about yourexperiences, challenges and remembrances. Stories aboutyour parents, relatives, siblings or maybe your children.Stories you want and need to share with your loved ones.Your life is as unique as your fingertips. It�s time to sharethose stories that only you can tell. Do this and give this giftof memories to yourself and those with whom you chose toshare it.Join this fun and stimulating class. Find out about availableresources. Learn how to insert visuals (graphics, pictures)into your stories, how to organize the material and how touse creative writing styles to make your document enter-taining and interesting to read. Learn how to create and re-create your memories for yourself and future generations.This class will provide you with the tools and ideas to keepyou motivated and inspired.Stories developed in class will be shared with classmates forsupport and encouragement. The course will be taughtusing Word 2010.
p§¶=p£±±§­¬±=====`­±²W==AQM

i§¤£=p²­°·========c°§===NMWMM=^jJ=k­­¬
==========================================PLOLNO==²¦°³==QLSLNO

q£ªª§¬¥vlro=i§¤£=p²­°·

a£±§¥¬£¢=²­= £=²~³¥¦²=~¬¢=³±£¢=µ§²¦=t§¬¢­µ±=THave fun with Windows Live Photo Gallery,- a free, easy touse program. In this hands-on class we will cover all theessential corrective photo editing techniques, including howto: Adjust color and lightFix red-eyeCrop and straightenCreate a panoramic photoImprove a group photoEven remove photo blemishes (warts and all)In the third session, students will work on their own digitalpictures or with troublesome pictures provided by the in-structor to practice techniques learned in this class.
q¦°££=p£±±§­¬±=====`­±²W==APM

jp==m¦­²­=d~ªª£°·======q¦³NWNR=mjJ=PWNR=mj
========PLNLNO==²¦°³==PLNRLNO

t§¬¢­µ±=i§´£=m¦­²­=d~ªª£°·J
c°££>=m¦­²­=b¢§²§¬¥=m°­¥°~«

This course is for anyone interested in using the computerto set up and maintain genealogy records. By reviewing sev-eral computer programs available for genealogical databasemanagement and the generation of family trees, descendantlistings, reportsI etc., this class will acquaint the studentwith available resources and how to use them. The course
µ§ªª=¬­² cover genealogical research techniques. FamilyTree Maker version16 and version 2009 will be used forhands-on practice.
c­³°=p£±±§­¬±=====`­±²W==AQM
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This is NOT an �Advanced� class! We WILL take the knowl-edge you have from using Excel or from having taken ourExcel Level I course and expand it into more capabilitiesand more fun opportunities.You will learn to:Use �Mail Merge� to make mailing labels or customlettersUse charts or graphs to present your data in a viewer-friendly fashionCreate a custom amortization table for any loan ormortgageCreate a retirement account calculator to show a spe-cial someone the value of saving for the future withthese tax-advantaged accounts!Learn how to create macros which save keystrokesinto a simple one-click file to automate your favoriteactions in ExcelLearn how to link your Excel worksheet to externaldestinations such as an Internet site (£K¥K your stockbroker for your current, latest market quotes)Bring in your own projects; we�ll try to get to as many as wecan. We�ll help you get deeper value out of this incrediblycapable program.Uses Excel Version 2010 (nearly identical in appearance toExcel Version 2007 for what we will cover in this class)
q¦°££=p£±±§­¬±=====`­±²W==APM

b¶¡£ª===i£´£ªff =====q³£===NWNR=mjJ=PWNR=mj
============================QLNTLNO==²¦°³==RLNLNO

d£²²§¬¥=²­=h¬­µ=b¶¡£ª=§¬=a£®²¦J=i£´£ª=ff

m°£°£¯³§±§²£W=p³¡¡£±±¤³ª=¡­«®ª£²§­¬=­¤=²¦£=t­°¢=OMNM
i£´£ª=f=¡ª~±±=­°=¦~´£=£¯³§´~ª£¬²=©¬­µª£¢¥£=~¬¢=±©§ªª
§¬=³±§¬¥=t­°¢=OMNMKFor the really interested Word user, this challenging butsignificant class offers new, exciting and revealing materialthat will enhance the extent and quality of documents youproduce. Topics Included are:Working with tables - creating, converting, formatting,sorting and moreIllustrating a document - include pictures, shapes andclip art and formatting of same [Adjusting photo as-pects and adding special effects to graphics enhancesyour document]Using special text effectsThemes and styles- add class and consis-tency to your presentationsMail merge- use with letters and labels
c­³°=p£±±§­¬±=====`­±²W==AQM

t­°¢=NM===i£´£ªff=======q³£NWNR=mjJ=PWNR=mj
==================================================OLOULNO=²¦°³=PLOMLNO

t­°¢=OMNM=^¢´~¬¡£¢=q£¡¦¬§¯³£±=i£´£ª=ffNew features of Word 2010 add flexibility andcapability to your projects.In this class we will emphasize use of the RIBBONand its attributes. You will use Word 2010 withWindows 7 to write documents (letters, stories, flyers,newsletters, etc.).You will learn to:Format text with bold, italics, color and other attrib-utes; format paragraphs and pagesLayout pages and proof them by checking margins,orientation, spelling and grammarWork with page numbering, headers and footers, andnew text boxes for designWork with the ribbon and the Quick Access ToolbarUse numbering and bulletsIf you know how to use the Windows file system and havekeyboarding skills, you can progress into this basic WordProcessing class.
c­³°=p£±±§­¬±=====`­±²W==AQM
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t­°¢=m°­¡£±±§¬¥=r±§¬¥=t­°¢=OMNM
=i£´£ª=f

Excel is a tremendously capable program that can be used tomanage all kinds of data.This class will start with the basics:What can I DO with this software?What is a �Spreadsheet�, anyway?What kind of data can I manage with Excel and how do Ienter it?What�s up with the Ribbon in Excel and how do I findwhat I want?How do I control how Excel puts my results on myprinter?You�ll spend some time working on a �pretend� budget:entering numerical and text data, experimenting with simpleformulas, and copying and pasting data. Excel does a fantasticjob with lots more than just numbers.  Many practical anduseful examples will be presented during this class.Uses Excel Version 2010 (nearly identical in appearance toExcel Version 2007 for what we will cover in this class)
c­³°=p£±±§­¬±=====`­±²W==AQM
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 : Cropping a pictureStraightening a pictureCorrecting red eyeAdjusting light and colorRemoving unwanted objects from picturesAdding text to picturesOther changes that will enhance your picturesPreparing for and printing picturesIntroduction to layersMost of the class consists of hands-on work. The class usesAdobe Photoshop Elements version 8.
c­³°p£±±§­¬±`­±²W=AQM
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Join the millions of people who share pictures every day.Sharing pictures is one of the great pleasures of the internetage.  Important pictures can be printed in remote locations,incorporated into photobooks and organized in albums.Download photos to your PC from your camera or phone.Upload some to share with friends or family.  Use an onlineprinting service. Make a slideshow with your pictures.Create a photo album on a website such as Flickr or Picasa.
qµ­=p£±±§­¬±=====`­±²W==APM
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p­¡§~ª=m§¡²³°£±

Introductory class on using a classroom scanner (Epson 1660 Photo).  We will demonstrate and lead youthrough the scanning procedure.  In Week 1 the emphasis will be on scanning your own photographs. In Week2 we will add working with 35mm slides and negatives. Two people will share a scanner.
====================================================qµ­=p£±±§­¬±=====`­±²W==APM
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This two-session class is for students who are using adigital camera and would like to better understand how itworks. Learn about traveling with your camera, printingyour pictures and some of the controls on your camera.Also learn about batteries and battery chargers, how todeal with shutter lag, menus, white balance, moving yourimages from your memory card to your computer andmore.
qµ­=p£±±§­¬±=============`­±²W==APM
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m¦­²­=b¢§²§¬¥J=i£´£ª=ff
m°£°£¯³§±§²£W=`­«®ª£²§­¬=­¤=²¦£=i£´£ª=f=m¦­²­=b¢§²§¬¥
¡ª~±±=­°=¦~´£=£¯³§´~ª£¬²=£¶®£°§£¬¡£KThis Level II class will cover:Adjusting perspectivesAdditional selection techniquesUsing filtersUsing layers and masks in a variety of waysCreating panoramasand montagesfrom multiplephotographsBasic photo restorationText enhancement Creating slide showsMost of the class consists of hands-on work. The class usesAdobe Photoshop Elements Version 8.
c­³°p£±±§­¬±`­±²W=AQM
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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 interestingpeople online and post messages. Among older people whowent online last year, the number visiting social networksgrew almost twice as fast as the overall rate of Internet useamong that group.The variety of interest groups at thesesites continues to grow daily.
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