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GO ogle" Calendar

What can Google Docs and Calendar help me
with?
Presented by Anne Clark, Instructor andMac Learning Center
Supervisor (Thursday Afternoons)

w- 6:00 P.M. Ask the OGurusO Q&#Am

Inside...Apple PEALINGS



http://www.TheMacClub.org
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Board Roster 2010 E

Mac Board Members...
Charles Clark, President

email:cclark@comline.com................. 837-6080
John Hansen, Vice President
email:jhansen@comline.com................ 830-5260
Anne Clark, Webmaster, Secretary, Instr., Supervisor
email:aclark@comline.com................... 837-6080
Wim Vermolen, Treasurer, Membership, Instr., Supv.
email:wim@comline.com....................... 472-5002
Faye Pearl, Instructor, Supervisor
email:-fayepearl@comline.com.............. 470-9409
Shell Weinberg, Instructor, Supervisor
email:shell@comline.com...................... 581-8481
Fern Lerner, TLC Committee
email:falerner33@fea.net...................... 951-8494
Metche Franke, Assistant Instructor, Supervisor
email:metche@comline.com................. 462-9316
Ruth Williams, Librarian
email:ruthe@comline.com.................... 598-2953
Ed Egan, Past President
email:eegan@fea.net.............ccccvvveeeeeen. 859-1938

Kevin OOConnor, Newsletter Editor, Supervisor

email:kcoconnor31@hotmail.com........ 770-2485
Lee Wight, MD, Product Liaison Representative

email:lwwight@comline.com................ 587-5770
Ted Miller, Supervisor

email:12j2@aol.COM......ccceeeeeeeeeeeeeeeennnn. 547-1918
Louise Doslu, Instructor, Supervisor

email:loeydos@gmail.com................... 855-9010

Mac Board Associates...

Louise Dawson, Apple Ambassador
email:yesyoucan@mac.cam............... email only

Audrey Glenn, Telephone Tree
email:amglenn@webtv.net.................... 588-0656

Michael Moore, Instructor, Supervisor
email:mikes59@myway.com................ 770-9796

Dennis McGovern, Supervisor
email:dgovern2@mac.Com................... 462-3681

Mac L.C. Supervisors...

Craig Hoyt, Instructor, Supervisor
email:craig@aztech4mac.com............. 295-2242

Ned Read, Assistant Supervisor
email:nedread@comline.cam.............. 457-9190

Volunteer to assist your Club!

PresidentOs Message...

iPad. Apple has announced that its
magical and revolutionary iPad will be
available at the Apple Stores on
Saturday, April 3, for Wi-Fi models,
and in late April for Wi-Fi + 3G
models. | get the feeling the Mac Club
will buy one Wi-Fi model for use in
the Learning Center ;-).

Apple Support. Apple has updated

their support pagé/What to ask if you're having issues
sending, receiving, or conbguring Mail." It is a long form
that you should Pll out before you have mail problems.
The form is too long to reproduce here. You can bnd it at
http://support.apple.com/kb/HT12&nd print it. If you do
not know all of the answers, contact your Internet Service
Provider (ISP), such as West Coast Internet, or your email
service provider (ESP), such as Gmail, Hotmail, Yahoo,
Apple's MobileMe. From time to time, | Pnd wrong
settings on the Mail accounts used in the Learning Center.
If your email service is not working, check the account
settings.

Apple Troubleshooting. If your web browser (such as
Safari, Firefox, or Google Chrome) displays these
unwelcome alerts;'A connection failure has occurred”,
"The specibed server could not be found,” "Name servers
not responding” or similar messages, refer to Apple's
troubleshooting page _attp://support.apple.com/kb/
TS1843 If your web browsing is Pne, you do not need to
read the troubleshooting steps. However, please make one
test now to see if your DNS (domain name system)
settings are correct. Type this URht{p://17.149.160.4%

into your browser's web address bar and press Enter. It
should take you to Apple's web site. If you get the Apple
web page, your DNS service is Pne. DNS servers convert
web addresses containing numbers to words so that
humans do not have to memorize millions of numbers for
web page addresses. Thank goodness!

|

Cheers...Charles

Important Information...

Mac Learning Center Phone................. 268-2263
The Mac Club website......www.TheMacClub.org
Anne Clark, Webmaster......aclark@comline.com
Board Meetings....Tuesday at 1:15 P.M. follow-

ing the Thursday General Meeting each month.
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Program - Thursday, April 8, 2010 - 7:00 P.M.

GO ogle' Calendar

Presented by Anne Clark, Instructor and Mac Learning Center
Supervisor (Thursday Afternoons)

What can Google Docs and Calendar help
me with?

¥How do they work and what are the advantages? (Hint -
A big one is that they are both FREE)

¥ Creating docs and appointments

¥ Edit anytime, from anywhere

¥ Printing your docs and calendar

¥ Pick who can access your documents
¥ Share changes in real time

¥ Files are stored securely online

I If you don't drive at night: !
0 The Night Bus (597-4659) is available for your convenience. 6
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“Anne’s Corner”
Trouble Opening a PowerPoint Slide Show?

If you receive a PowerPoint slide show in an email message, and you cannot open the attachment, drag it to
desktop and upload it to Google Docs, where you can easily play it.

The blename of a PowerPoint slide show ends in ".pps" - for exaryhersual_Buildings.pps"

You can log on t&soogle Docs atdocs.google.com with your Gmail user-id and password.
If you don't have a Gmail account, go to gmail.com and create one; it's free and easy.

Here are the steps to upload and play a PowerPoint slideshow in Google Docs:

1. At Google Docs, click theUpload button.

2. At theUpload Files page, click the blueSelect files to upload” link.

3. Navigate to youdesktop anddouble-click on the .pps Ple to select it.

4. At theUpload Files page, click theStart upload" button. The upload may take 30-60 seconds.
5. When theheckmark appears in front of the Ple name, click the bBack to Google Docs" link.

Google docs

« Back to Google Docs

Upload Files

Select files and destination
You are currently using 14 MB (1%) of your 1024 MB. Add storage

You can upload files up to 1024 MB. Files converted to Google Docs have smaller limits.

¢ Unusual Buildings.pps 3.97 MB

Upload complete. 4| Upload more files

. Show search options
CO( )8lL docs Search Docs ) ( Search Templates g?g:;ﬁ::;hlgtélogﬁe
growse template gallery

Create new v Upload All items

m v - Share v Folders ~ Delete = Rename More actions ~

Owned by me
Opened by me
Shared with me
Starred

Hidden

Name

TODAY
@ Mac Handout Google Docs & Calendar

0O O

=4 Unusual_Buildings

6. At the "All Items" list in Google Docsglick on the slide show to open it. Google Docs will convert the
PowerPoint slide show to a Google Presentation.

7. Click the ‘Start Presentation” button in the upper right-hand area of the page.

8. Click to advance slide by slide through the slide show.

9. At the end of the slide show, press the Escape key [esc] on your keyboard to end the show.

Enjoy!
Anne
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Quick Tips @ Quick Tips &
¢ FUN TIPS FROM THE @

ODIGITAL DOCTORO -
JEFF LEVY ON KABC
b TALK RADIO AM 790 P el AN
Mac OS X Mac OS X

Tip 1 - A great feature of the Mac OS is the ability to do an instant Google search on just
about anything that can be highlighted. This trick will work in both application programs
and on the Internet.

Highlight whatever it is you want to search for on Google, and then hold down the shift
key, the apple/command key and the letter OLO. This combination of keystrokes will
launch a Google search for whatever you selected (a pop-up window may be blocked by
your settings).

Tip 2 - Would you like to obtain a Google map from your Address Book? Open your
Address Book and hover the cursor over the address title (i.e., Ohome,O OworkO) and the
actual address of a contact and then click once. A context menu will appear and all you
need to do is click on OMap this Address &to open a Google map to that address.

Jeff can be heard Saturdays between 3:00 and 4:00 P.M. on AM 790 KABC.
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. Steven M. Splegel
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2, Tips from the folks at
Apple

Browse in Privacy with Safari

Under normal circumstances, Safari retains records
of your web browsing activity. It remembers the
pages you visit, the data you download, and your
web searches. It may also store your personal data in
order to automatically complete online forms.

While these features can save time and help you
retrace your online steps, there are occasions when
you might prefer to leave no footprints — for
example, when browsing on a public computer.

The solution is simple: Before you begin browsing,
go to the Safari menu and select Private Browsing.
When the warning box appears, click OK. Now Safari
stores none of the aforementioned info.

o

@

Are you sure you want to turn on private
browsing?

When private Beowsing is turned om, webpages are
not added to the histery, items are actomatically
d from the Dowrload & A t
Isn't saved for Autofdl Oncluding names and
passwords), and searches are not added to the pop-
up meny in the Coogle search box. Until you dlose
the window, you can stll click the Back and Forward
buttons 1o return to webpages you have cpened.

@ CaneeD) Cod

What if you decide you need privacy after you've
been browsing? You have several options: You can
remove individual pages from Safari's page-view
history, erase the entire history, or clear all traces of
your activity, including any cookies and cache files
you may have accumulated.

To review the pages you've visited and delete them
as desired, go to the History menu and select Show
All History. Here you can select pages and clear them
with the Delete key. To wipe the entire Safari history,
select Clear History from the History menu. For a
completely clean slate, go to the Safari menu and
select Reset Safari.

Note that the Private Browsing option does not
prevent Safari from collecting cookies (the preference
files automatically generated by many websites). The
Reset Safari option clears all cookies. If you want to
delete only certain ones, choose Preferences from
the Safari menu, click the Security tab, and then click
Show Cookies. You can select and delete individual
cookies from the list that appears. Careful, though —
if you're a frequent web user, this list can be very,
very long.

Two Seconds to Sleep

Want the fastest way to put your Mac right into a
deep, sleepy-bear hibernation-like sleep (no whirling
fan, no dialogs, no sound — nuthin’ — just fast,
glorious sleep). Just press Command-Option and
then hold the Eject button for about 2 seconds and
Zzzzzzzzzzzzzz. It doesn't get much faster than
that.
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Macintosh Learning Center

--- Shell Weinberg
Laguna Woods Town Centre

Laguna Woods Village Community Center, 3rd [3oor
Hours: 9:00 a.m. to 3:00 p.m., Monday thru Friday

Reviewing Fundamentals & Basics:
the four arrow keys on your keyboard

If you will take a close look at your keyboard
you will notice
a group of

4 arrow keys,
each showing
asmall arrow...
pointing right,
left, up, down.

When viewing most lists, or even icons
showing in aFinder window, or on the
desktop... press an arrow keyo select one
item at a time in a sequential order.

When working in word processing... you will
Pnd thapressing an arrow kewill move the
Insertion point to theright, left, up, or down.

Also, when in word processing... if you hold
down theshift key, thenpress an arrow key
the text will behighlighted accordingly, one
character at a time or continuously. The next
step would be to change the highlighted data
to a different font, bold, italic, size, etc.

When working in a spreadsheet... you will
Pnd thearrow keys movéhe highlighting

These keys can be very useful and offer USerSsom one cell to another, in any direction.

shortcuts and other user friendly functions. |
believe they are generally overlooked and
underused by most computer users... so | am
going to talk about some ways | use them.

| am often involved in doing graphic design
work and it is important that | be able to
move images around with some precision.
For example: Say | want to design a logo for

a Rorist. First, select a font and set the name...

The Flower Shop

Now | want to

O O O
add a Bower
to the design ? [
so | paste in: O 0O

(Note: Image must be showihgndles)

Using the arrow keysl can precisely put the
Bower into position. | do this by moving the
imagel pointeach time | press an arrow key,
in any of the four directions.

(Note: UsingPagedfor this demonstratioi.

The Flower Shop

When blling in a formenline or regular, you
will Pnd arrow keys will move highlighting
from one text entry box to another.

Whenonline you will Pnd thaup anddown
arrow keys will scroll up and down on many
website pages.

78 o ol ;o8 8 ok

Tip for aQUICK SHUT DOWN...

using 3 bngers on the left hand, hold down
these keys:command option control

)

If you need help understanding information in
this column, or would like a demonstration,
please visit our Mac Learning Center and ask
the Supervisor to explain. | am the Supervisor
on Wednesday afternoons.

... then press thegject key
for an immediate
Shut Down.
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€ ®® calendar = April 2010

* e-Mail / Internet CLASS (Anne Clark) Thursday, April 1 1:00 - 3:00 pm
* CLASS for Novices Wednesday, April 7 10:00 - 11:30 am
(Faye Pearl, Metche Franke & Louise Doslu)
GENERAL MEETING Thursday, April 8 6:00 - 8:15 pm

BOARD Meeting in Spruce Room (Adm. Bdg.) Tuesday, April 13 1:15 - 2:45 pm
*Mac 101 hands-on CLASS (Shell Weinberg) Wednesday, April 14 1:00 - 3:00 pm
* Digital Photo CLASS (Anne Clark) Thursday, April 15 1:00 pm
*Mac 201 CLASS (WimVermolen) Tuesday, April 27 1:00 :00 pm
* Slideshow 101 CLASS (Michael Moore) Friday, April 30 1:00 pm

ALL CLASSES (*) ARE DROP-IN ..... with a request for a $2 donation
Macintosh Computer Learning Center is open Monday through Friday, 9:00 a.m. - 3:00 p.m.
EXCEPT when Classes are given it may be closed depending on space available
Schedule subject to change, see http://www.themacclub.org for the latest information
Mac Learning Center telephone number 268-2263

5 4

S
Quick TLF

Your Pictures, Movies, Music, Documents and Dowhload folders
are located within your Home folder

Above OtipO fromhe Mac Manual, available for free from http://www.makeuseof.com
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