GETTING STARTED.

6.1 WHAT IS A PROGRAMME?

When you switch the computer on the first screen you will see is the Desktop.
On the Desktop you will see small pictures, usually on the left hand side known as ICONS. Each

icon is a picture/symbol that represents a different programme.

6.2 WHAT PROGRAMMES WILL | BE USING?

The 3 most important programmes to know about are:

WORD PROCESSING:

You use this programme for typing in text.

THERE ARE SEVERAL DIFFERENT WORD PROGRAMMES: WHICH ONE DOES
YOUR COMPUTER USE?
Microsoft Word 2010

Microsoft Word 2007
Open Office W" g

|

Microsoft Word 2010 Microsoft Word 2007 Text document Open Office

Open Office is an alternative to Microsoft Word and is free to use.

INTERNET:

There are a few different browsers:

e @

Internet Explorer Mozilla Firefox Safari Google Chrome

EMAIL:
There are a few different programmes you can use for email. Here are a few examples:
Microsoft Outlook (3 _
Windows Mail Lﬂ f—i G M i I
Gmail LD“ “ RS o
Microsoft Outlook Windows Mail Gmail
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6.3 USERS AND LOG ONS
More than one person can use a single computer. For example, at home all the family may share
a computer. Each person is called a user. In a library or community centre the computers are

used by many people.

Computers can have different desktops, and some may ask you to‘Log on, for example

in libraries.

Sometimes the person in charge of a computer room will be called the administrator.

The screen may look like this:

Windows

To begin, click your user name

[@] Turn off HP Laptop

6.4 WHAT IS A DESKTOP?
A computer desktop is what appears when you turn on the computer. Your desktop will look
different depending on which operating system your computer uses.

:

H H . . ) J }r
If your computer is running Windows XP, the start button looks like this: -
Microsoft” ™

Windows

The start button looks like this:
You will find it on the bottom left corner of the screen.
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The list of programmes appears when you click the Start button. Yours may look slightly

different than the desktop below.

S| ™ program Updiates @ Microsoft Bincer

Bl @ st Procram Access and Defaults 3 Microsoft Excel
2 Miarosoft Cutlook
(8] Microsoft Powerpoint
New Office Document W Microsoft werd

Office Document. % Outiook Bxpress (2)
»| & ell Pictre Shudio 3
1 Proto Center » || 22 Norton Intermet Seeurity
»| i ounveus cavenia
GIEma . | el Acesores »| & QuikTime

»| (h Disrey Interactive

) Games +| & epson sean Tool
@ Media Center | (5 irtel Network Adapters +| T Miercsoft word (2)

il sotitaire
{h Microsoft Works. | @

@ vindows et g o et ,| & weisorr
=] Mcrosoft outioof i st +| @ Resblayer
{8 Windows Diglal Media Erbarcemerts »| 23 Resl

5, srotbled 2005 5] gt e el 60
Qvcrosoft outiook | @ Intemet Explerer

@B Mecio Center

i Mrosoft Works Task Leurcher

&) vroscte el

1 Outiook Express

1L Remote Assistace
@ windows Media Player
28 Windows Messenger
P (3, Windows Movie Meker
& Dell rintrs

22 Morosot Reference:
LRI ] B, Microsoft Access

This desktop has a picture in the background, which is called wallpaper. The one you are using

is probably green or blank.

Alternatively, if you have a newer computer or laptop

it may be running Vista or Windows 7. Windows
Vista™

The start button looks like this: e

You will find it on the bottom left corner of the screen.

The list of programmes looks like this when you click the Start button:

Internet My Docamens
connection D
0 Microsoft Word (2) | =/ My Pletures
@ Media Center jw sl
Email icon i soe T
@ windows Media Player o s
&) Microsoft cutiook B Cory b
Oﬁsah'jogam Access end
1S, scracble® 2005 Ecition
. d @ Conrect To
Word icon @roonosnk | Spmrsmiran

& Morosoit el ) T—

Psearch
TR,

Vista
symbol

[B) st [@]rum off computz
e
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USING THE INTERNET.

7.1 HERE ARE SOME USEFUL AND POPULAR INTERNET TERMS

THE INTERNET
The internet is a network of millions of computers that share information around the world.

Because we can't see the internet we often call it ‘virtual’ rather than physical.

EMAIL
Email is Electronic Mail - an electronic version of a letter or note. When you type a message
and send it, it can reach its destination in seconds.

A WEBSITE
A website is made up of pages of information. For example, the RTE website is a collection of

pages on TV listings, radio schedules, news, sport — in words, photos, sound and video.

A WEB ADDRESS

A web address is a unique address for each organisation, like an electronic version of a postal
address. Because there is such a huge amount of information on the internet, if we know the
address of websites, it helps us to find things more easily. It nearly always starts with www.

WWW.
www stands for World Wide Web. It is usually the first part of an internet (also called web)

address. For example the internet/web address for RTE is www.rte.ie

AE
.ie (pronounced dot ie) shows that it is an Irish web address. A typical English web address is

.co.uk. A web address for a business can also be .com

A SEARCH ENGINE

A search engine helps us find what we are looking for. When you type in what you are looking

for into a search engine’s search box, it looks up its directories of information and displays a list

of web pages and information that most closely matches your search request.
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A LINK OR HYPERLINK You can also access the Web Browser by clicking the Start Button and selecting the Internet
A link or hyperlink is part of a webpage that when clicked, opens a different web page. Links are Explorer, Mozilla Firefox, Safari or Google Chrome in the Programmes menu.

usually underlined in blue.
m Brendan and Gina

_) My Documents

A TOOLBAR

Toolbars are usually at the top of the screen - the top lines of a webpage or programme. They

E-mail DMV Recent
Cutlook Express Documents

Microsoft Word (2) | =/ My Pictures
Browser Icon _ S ot
[=]] Media Center

< SIMV Computer
ij Solitaire

@ Windows Media Player

contain shortcuts and instructions to help us do a number of things (See section 7.11).

&9 My Network Places

=t B’ Control Parel
WE B B ROWS E R Microsoft Qutlook @ gztfPrlcEram Access and
. SI Scrabble@ 2005 Edition N
You use a web browser to access the internet. e
@ seseudo dioe ) »:é Printers and Faxes
@ Microsoft Excel 9) e St
)D Search

TR

7.2 USING THE INTERNET

There are 3 main ways to start your web browser to access the internet.

Start Button All Programs [
[B)og ot [@]um

4/ Microsoft W

4 start

1. Use the mouse to point to the Internet ICON on the desktop screen and double click.

2. Click on the Internet ICON at the bottom left of the screen (the fat e). 7.3 INTERNET ADDRESSES

3. Click on the START button in the left hand bottom corner and then click on the Internet Every website has an address. The website address is always shown in the Address Box at the
ICON on the list that appears. top of the screen.

A webpage will open — whatever website is set as the homepage for your computer. If you know the web address of the page you are looking for then you can type it in directly into

Some computers have the web browser icons on the desktop. the Address Box.

Have a look at one of these websites. Type in the address into the address box:

www.maevebinchy.com
Web browser Icons www.olderandbolder.ie

www.gaa.ie

You can go to a different website by typing a new address in the Address Box.
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7.4 WEBPAGE FEATURES

Type www.ageaction.ie into the Address Bar (box) and press the Enter Key on the keyboard.

Lets see if you can find your way around this website. The page may look slightly different than
the one below

/- Age Action Ireland - Home Page - Windows Internet Explorer

@@v |g, hitp: /fwwew ageaction ie/ > H‘f|>ﬂ ‘Google ||P '|
MNeorton [nternet Security @
ﬁ éﬁ & Age Action Ireland - Home Page I_\ - % v @ Page = .:('3} Tools =

Age Action

IRELAND

For AL Otden Peopte

Donate
Today

Accessibility | Bookmark Us | Contact Us

To achieve fundamental change in
the lives of all older people by
empowering them to live full lives
as actively engaged citizens and to
secure their rights to
comprehensive high quality
services according to their changing
needs

Older pedestrians urged to make
themselves visible and arrive alive

Home

About Us
Campaigning &
Policy

Current Regions
Our Services
News and Events|
Fundraising
Information
Service

Join Us

Links

Contact Us
Recruitment
Positive Ageing
Week

26-5-2009
News Archive | Publications

THE Q FACTOR - A QUIZ
WITH A DIFFERENCE

.
iz|-

Test your knowledge and get your
thinking caps on in aid of Age Action.

Click here for more information

Flora Women's Mini Marathon 2009

‘;start WM
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