Essential Computer Skills
How to turn on the computer:

In most of the computer labs at Temple College, you'll find the on/off button on the front of the
computer’s system box. It is not marked and is flush with and the same color as the case.

Look for the
power button
here. If not in
front, look on the
right side of the
case.

The towers in the
Open Computer Lab
power button looks

like @

User name: Last Name, First Initial of First Name, and
Last Three (3) Digits of Student ID #

Example: Your Name is Bob Jones, and
Your Student ID # is 0012345
User name would be: jonesb345

Password: Your Birthday (format mmddyyyy)

—

Example: Your Birthday is March 3, 1982
Your password would be: 03031982

How to use the mouse:

Left button Right button

Left mouse button:

e Click it once to select something

e Click it twice to open a file, folder, or start a program

e Click, hold down, and drag across text to select a
group of words and/or graphics

Right mouse button:
e With the mouse pointer on an area of the screen or a
specific icon, click the right mouse button once to
open a “context sensitive menu”
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How to use the keyboard:

-
Function keys

The computer keyboard has number keys,
alphabetic keys, and special keys on it. If you
have never learned to type by touch, there is
free software that can teach you! Just ask for it.

Numeric keypad

Alphabetic keys

How to use TC email:

Quick Links

e First go to the TC website at
www.templejc.edu. Under the eResources
column, click on TC Email. \

e Select TC Office 365 for students

e This takes you to the log in page for your
TC Office 365.

ZERO WEEK

Starting with Fall 2014 classes, students will have access to TC Office 365, which gives students

access to a condensed version of MS Word 2013, Excel 2013, Power Point 2013, a calendar
feature as well as Outlook for emailing.

W= 3
[ Sign in to Microsoft Online... x | 4 WO 1 .\. LA
B @ nitps/loginmicrosoftoniineicom ¢ || 8- Googte IR 48 -Re & &
[ raXssgp L R t ) LN
] Office 365
Sign in with your organizational account
Keep me signed in
,,,,,,,,, unt?
P SR e
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http://www.templejc.edu/

IJ Oﬂ:iCE 365 For the first box

Use your TC email address
_— username@stu.templejc.edu

Sign in with your organizational account

The Password is
| —— Tcmmddyyyy

/ T is upper case and c is lower case

mmddyyyy is your date of birth

[ Keep me signed in
4 — Then click the Sign In button.

FIRST TIME LOGGING INTO OFFICE 365:

Recommend watching the video

The top navigation bar is how you get to your email, calendar, and other applications

] Office 365 Outlook  Calendar  People  OneDrive  Tasks n ol 2?

Word

Get started with Office 365 Power Point
Excel

& ] 0

—
online PC & Mac Phone & tablet

Learn what you can do with Office 365 Install software and connect it to Office Set up Office 365 to work on your
365 mobile device

CLICK ON QOUTLOOK TO GO TO YOUR EMAIL
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OQUTLOOK — IN OFFICE 365

Office 36

@ new mail

<«

4 Favorites
Inbox
Sent ltems

Drafts

4 Barb Dostal
Inbox
Drafts
Sent Items
Deleted terns
Junk Email

MNotes

Click on @ new mail to compose & send a messaae

P search Mail and People
INBOX COMVERSATIONS BY DATE

all unread tome flagged

There are no items to
show in this view.

N

Inbox with no email in it

| ist of folders

TASKS

Barb Dostal + g 2

Select an item to read
Click here to always select the first item when | sign in.

Click (-I:-) new mail to start a new email. The following window will open:

1] office 365

@ new mail

«

4 Favorites
Inbox
Sent ltems
Drafts

4 Barb Dostal
Inbox
Drafts
Sent ltems.
Deleted Items
Junk Email

Notes

TASKS

“SEND” button “INSERT” button

P szarch Mail and People

INBOX CONVERSATIONS BY DATE

\

e Type the email address of
your recipient in the “To”
- space.

all unread tome flagged

e Type the reason for the

email in the “Subject”

There are no items to
show in this view.

Message area

space.

Note: for sending an
email to an instructor, it is
recommended that you
put your full name and
class name in the Subject
space.

e When message is
complete (and spelling is
checked) click the “Send”
button
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How TO ADD AN ATTACHMENT TO YOUR EMAIL:

Clicking the “INSERT” button opens the following selection menu:

= SEND X DISCARD (b INSERT @& APPS o

PR Click “attachments” to find the
attachments

To: pictures inline

Co your signature

Subject:

@ File Upload =)

~ [ 4| search Libraries 2

| Organize = g 0 @

¢ Favorites Libraries I
B Desktop Open  library to see your files and arrange them by folder, date, and other properties.

Ri t Pl \‘ ﬁ L i
%) Documents —F = < =

Document its Music Pictures Videos

8 Computer
&, Local Disk (C)
S H_dostalbS758 (\tenet3) (H:)
5 dostalbS75§ (\itenet3) (M)
5 dostalbS755 (\\tenet3) (03
58 cad_publics (\cnet3) (V:)
S publics (Wtenet3) (X)

€ Network

File name: ~ | Al Files (=) -
A\

N\
“Open” button

file on your computer that you
want to send along with the
email. The window (below)
opens.

Navigate through your files and folders until
you find the name of the file you wish to
attach.

Double-click the file name or click once
then click the Open button to close this
window.

The attachment will appear below
the subject line with a corresponding

To:
icon showing its file type
Cc
To remove an attachment click the Subject:

file’s X

| T
This x belongs to bd.png

Calibri

=4 SEMD X DISCARD

[ INSERT & APPS  =es jim|

== bd.png X ﬁ Loglninfo.pptx X
’,%—m/ . 1007 KB

@ 16homeExercises-2013.d.. %
653 KB .

~|12 | B I

c
(RN
I
iy
i
&

I=
i |

<«
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== SEND X DISCARD

To:

Ce:

Subject:

attachments / into the message section of the
email

pictures inline

your signature <— Your signature will add your

i INSERT

& APPS e

| Picture inline adds a picture

signature block

i SEND X DISCARD I INSERT

To:

(]

Subject:

Calibri

3 APPS

0

discard message

discard
This message will be deleted.

don’t discard
Return to the message for further editing.

= SEND ¥ DISCARD

To:

Cc

Subject:

Calibri

A missppelled word will have a red wavy underline.

i went to the store. notice there are no green wavy underlines for grammar checking. Nor is there an
automatic correcting feature that will capitalize the first word of a sentence.

| two went to the store. There are no blue wavy underlines either.

b INSERT & APPS

»~ |12 »«| B

I

u

- 1—
-— z—
— T—

E = W A A B oy
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=+ SEND X DISCARD

Ta:

Co:

Subject:

Calibri

@ INSERT & APPS

When a word is missspelled, a red wavy underline appears.

misspelled

miss spelled
miss-spelled
misspelling
misspell

Add to Dictionary
Undo

Cut
Copy
Paste
Delete

Select All

v | Check Spelling

Languages k

Inspect Element (Q)

=

¢+ Right click on a misspelled word when it
has a red wavy underline to see spelling
options
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How to use MS Word:

MS Word is word processor that allows you to create
documents, edit them, format them, and add graphics
and other objects. All the computer labs at TC have
MS Word available.

STARTING MS WORD

Documents

Pictures

Music

Computer

NOTE:

MS Word 2013 installed on the Campus
computers is the complete version.

TC Office 365 is scaled down and does
not have all the features available for use

Control Panel

Devices and Printers

* Click the Start button on the Windows

taskbar to display the Start menu

Default Progesne _——+ Point to All Programs on the Start menu

Help and Support

>  AllPrograms

I Search programs and files

Start Button

.. McAfee
. Microsoft Office 2013
@ Access 2013
Excel 2013
I infoPath Designer 2013 Docur.ents

to display the All Programs submenu

+ Point to Microsoft Office on the All

Programs submenu to display the
Microsoft Office submenu

/ » Click Microsoft Office Word 2013 to

start Word and display a new blank
document in the Word window

* If the Word window is not maximized,
click the Maximize button next to the
Close button on its title bar to maximize
the window.

[ infoPath Filler 2013
® Lync 2013 Pictures
& OneDrive for Business
[ OneNote 2013

[J7 Outlook 2013

m PowerPoint 2013

[ Publisher 2013

I Send to OneNg#

Music

Computer

Control Panel

[ Word 2013

1, Office 2013 Tools
1. Microsoft Silverlight
. OpenOffice 4.0.0
|}

5

Devices and Printers

Default Programs

J PaperCut NG Help and Support
. PuTTY
. QuickTime
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Your screen should like this:

Maximize or
restore down

Page Layout ribbon—
where margins are set

o o L

Minimize

FILE HOME ~ INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES  MAILINGS — REVIEW  VIEW Dostal Barbara -
= s D LT s B #i Find -
- - PO e = & e
0 Coligri Body) ~|11 / ~[A A A3 S-S == 8 | aaebeond AsBbcene AaBhC AasbCel AQDB| assbeer Acsbeep: AeBbeed AcsbecDi | Repiace
- wac R
F'Efte  Format Painter I Uu-acf[x A-F-A-E=== [5- D-iliv TNormal | TNo Spac.. Headingl —Heading2 Title Subtitle  SublleEm.. Emphasis Intensef. |<| oo
Clipboard nt m Paragraph [ Styles & Editing ~

Font name

Font size

The insertion point—this is where
vour text will start as vou tvpe

There is no need to press ENTER (or RETURN) at the end of a normal sentence. A feature called “Wordwrap” will sense
the end of a line and start the new line as you type. Only press ENTER at the end of paragraphs and short lines.

SETTING MARGINS AND SPACING:

In MS Word 2013 the default (pre-set) margins are one inch all the way around (top, bottom, left and
right). If margins need to be changed, click the Page Layout ribbon and then the Margins dropdown
menu to choose your settings.

See the small arrow at the right side of some of the areas below?
By clicking any of those arrows you open a menu allowing you to make a change

B d - o=
HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Dostal Barbara ~
aln P . 1 1 __ A ind -
N Calibri (Body) =-i=-0n =5 2L aaebeene assbcede AaBbCc Assbcel AABI - fﬁ:epdlace
Pavzte ¥ Format Painter I u v b TMormal = TMo Spac.. Headingl Heading2 Title = EC S\e\ect'
Clipboard [F] [F] Styles [F] Editing
L 4 5 [3 A 7
Calibri
o e
Calibri (Body)
Recently Used Fonts AY
0 ana In the example on the left, the Font menu arrow was clicked. There
Arial Black . - . .
0 Aharoni are dozens of options. The fonts are listed in alphabetical order by
S their names. If you want the Times New Roman font, scroll down to
O it, then click on that name in the list.
T AIGDT Al cEd e A1
O ALGERIAN
: A:ODim b
T AMGDT_I¥25
T AMGDT_IVS0
O snias syl
O togsanaMew AT
O toagsanaten A
O aparajita e
() Arabic Typesetting Jgn el
O Arial
O Arial Black
O Arial Narrow -
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USING SPELL CHECK:

MS Word 2013 will check your grammar and spelling as you type. Misspelled words are underlined
with a red, squiggly line. Potential grammar errors are underlined with a green squiggly line. Look at
the example below:

Thisisa ™™ 12 ~ & & A Frds 1 There are two ways to check your spelling and
BIEW-A-FEEEZ- grammar:
Intrutioh—=(Seethe redsquigglyline? . .
Intrutioh “ee eredsqugglyne)l 1. As per the example, left click on the underlined
Nitation word then right click for the context sensitive
S menu. If the correct spelling is in the list, left click
Intuition on it.
EAH 2. Ignore the underlines while you create your
Add to Dictonary document but, when finished, press the F7
AutoCorrect ' (Function 7) key on your keyboard to start
Language 4 . .
N spelling/grammar checking.
é:& Look Up...
2| ron The graphic to the left shows the part of the Home
. ribbon used to change text alignment. Alignment is
in the “Paragraph” group and consists of:
CHANGING TEXT ALIGNMENT: .
e Leftalign
e Center align
e Right align
e Justified

Paragraph P

If the text is already typed, select the text first (by left-clicking and dragging across the text) then left-
click on the desired alignment button.

If the text is not typed, left-click on the alignment button first, then type the text. When done
remember to click the alignment you now want or all text typed will be the same (centered, right
aligned, etc.).

INDENTING PARAGRAPHS:

Standard indent is to indent the first line of each paragraph 5 spaces.

Do not press the space bar 5 times. Do not use the TAB key.

. Select the paragraph you want to indent OR set the indention before typing so all paragraphs will be
indented at the set indention mark.
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2. If you don't see the horizontal ruler, click Ruler on the View menu.
3. On the horizontal ruler, drag the First Line Indent marker to the position where you want the text to

start.

[+I=| o
FILE HOME
o X Cut

ER Copy
Paste o

First line indent marker: . E’_E

= Indenting paragraphs in MS Ward [Compatibility Mode] - Waord DRAWING TOOLS ?E - bl
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS FORMAT Carpenter Barbara ~
B B A = 5= g #i Find -
Calibri (Bady) - |11 == | aasbcepe aaBbeeD: Ar_:”j AaBbCeD

- | 3 Replace

. ' Farmat Painter N A T N h [} Select =
Clipboard [F} Font Paragraph Styles Editing
o
2

1 e 1 3 4 5 (3 & 7

Another method is to click the Paragraph down-arrow on the Home ribbon.

Paste
- ¥ Format Painter

Clipboard

L

This opens the following menu:

Paragraph

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Dostal Barbara ~

i Find -

e Replace

Calibri (Body) ~|11 <~ A A Aa~ M = -iz -

B I U-aex,x QA-F-A-==== [=- - TMNommal = TMNoSpac.. Headingl Heading2 Title | Iy select -

7] Font [F] Paragraph ] Styles ] Editing S

1 X 1 2 3 4 5 [ I 7

Down arrow on the

? | |

Paragraph group.

General

Indents and Spacing | Line and Page Breaks |

Alignment: Left E

Qutline level: | Body Text E Collapsed by default

Indentation

@ © @ we = || T Inthe “Indentation” area click the down arrow
Right: 0 % [none) = L « . » .

s [ — for the “Special” section, and then choose the
“First line” option. Now, Word will automatically
Before: opt 5 Line spacing: At H H . ”
U - B[ B indent the first line of a new paragraph by .5

I:‘ Don't add spage between paragraphs of the same style

Preview
¥
e Tex Samoe Tex Samse Text Sspie st Sl et Sl Teat S Text
o Tor SomB 1ok Somm Ton S 1o Bovmas Ton Soveie o Sarbi o
FEERH R et P e H ]
[ Tabs... ] [SetAsgefault] [ oK ] [ Cancel

CHANGING SPACING:

My default, MS Word 2013 inserts extra spacing (8 pts) after every paragraph. This is usually not
desired for most writing so you will want to remove this spacing. To do this click the “No Spacing”

option in

the Styles group of the Home ribbon before you start to create a new document.

AaBbCc AaBbCc AaBbC aasbca AAD aesbee AaBbCe -
The “No Spacing” style. %'ﬂf\]ormal TMao Spac.. Headingl  Heading 2 Title Subtitle  Subtle Em... |+

Styles P

After removing the extra spacing after paragraphs you will want to turn on double-spacing for most
papers you will type in English.
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= == A aaseca e On the Home ribbon, the
s=== 5 &-&- [ TNoma Paragraph group, click the down
Paray 10 arrow on the Line Spacing icon.
1 1;5 e Click the desired spacing option
» (2.0 is double spacing).
25
3.0
Line Spacing Options...
£ Add Space Before Paragraph
?: Remove Space After Paragraph

INSERTING A PAGE NUMBER INTO A HEADER:

In many documents your instructor will want you to put your last name and the page number in a
header that will appear on every page. In this sample your last name and page number will be in the
upper right corner.

m dJ

HOME  INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES — MAILNGS  REVIEW

B Cover Page - 3] EJ F/" =1l o @ W

[ Blank Page
Table  Pictures apes SmatArt Chart Screenshot g\ Apps - Wikipedia
1 Page Break - 7 - o9 My Apps

EREEEE e On the Insert ribbon, in the

Text Quick WordArt
arts~

z
=

§ 07
g =]

T e 0 Header & Footer group, click the
o down arrow under Header.
[ Eormat Page Numbers. ) .
Plain Number 2 B Remove Page Numbers [ Select Where On the page _ In thIS

case select Top of Page
e Then select “Plain Number 3”
The page number will be shaded
s in gray indicating it is a field. The
v insertion point is to the left of the
page number.
e Type your last name then a space
e Double click below the header
area to return to the body of the
document

Plain Number

[@ More Page Numbers from Office.com
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——————————
@ H -G - 3 HEADER & FOOTER TOOLS

FILE HOME INSERT DESIGMN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGM

B T [E14 Previous Different First Page o+ Header from Top:  |0.5"
OB B B E ks 5 E | -
- = = [E1y Mext Different Odd & Even Pages + Footer from Bottom: |0.5"

Header Footer  Page Date & Document Quick Pictures Online  Goto Goto

Close Header

arfa

- +  Mumber= Time Info~r  Pars~ Pictures Header Footer Link to Previous | Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Paosition Close
L 1 E 1 2 ER 4 5 3 i 7

! Insertion point is to the
- left of the page number

Note: when working in the header or footer areas the type is in black and the body of the
document is grayed.

Double clicking into the other area will make that area active. Its text will be black and the non-
active area will be gray

Dostal 1

The body of the document is now in black and the header is graved.|

Insertion point
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Using D2L

D2L is a course management program that Temple College uses for online classes, hybrid classes,
and web enhanced classes. If you are enrolled in a course that has one of these designations then
you will have an account built for you in that class at the beginning of the semester.

You will receive an email to your Temple College email account (remember how to log in that?) giving
you your username and password right before the semester starts. Be sure and check for that email
frequently. If you haven’t received it and the semester has begun, please contact your instructor
ASAP.

LOGGING IN TO D2L:

You can navigate to D2L (Desire2Learn) from the Temple College home page by clicking the
eLearning link then Desire2Learn.

[ Temple College - eLeamning - Mozila Fireio
File Edit View History Bookmarks Iools Help

Web address (URL) to the D2L link and

& - C o s i \I the eLearning Tours. 2R

2! Most Visited ¥ Getting Started i, Latest Headlines

| {C Temple College - eLearni | =
p ing |

eLearning

Distance Education

EVENTS CALENDAR
December 110

S MTwWTFS

1 23 ia

5 86 7 8 9 101

12 13 14 15 16 17 18

19 20 21 22 23 24 25
26 27 28 29 B 3

General Information

Is eLearning For You?
elLearning Orientation
eleaming Tour

Link to eLearning
tour about D2L.

eLearning Courses

)
Virtual College of Texas Desire2Learnts
(veT)
1
eleaming Calendar L|nk tO D2L . s
i Coiree ass. Your Time. Your Place.
Evaluation
Contact Us Distance Education provides students with an independent learning environment and the opportunity to take classes from any convenient Y
location. SMARTHINKING!
Through the use of modern media, students can receive weekly lessons, complete assignments and communicate in a virtual classroom I'T"E'Sf‘i:? oy
setting.
Taking a course through distance education can allow more schedule flexibility, reduces the time and expense you spend commuting and
brings college right to your fingertips.
https://templejc.desire2learn.com/ S)
= o > TOSHIBA (H) > B Inbor - Microsoft T8y <sential Comput mple Colleg = D) uzav [
" ¢ - ; Bl |1 mbox- Microsoft . || B Essental Comput.. emple Colleg - Dy
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gy C| ( e Your username (log-in ID)
Hame typically is your
Username example:
We .
Unermame: doe1212

last name +
first initial +
Password example:
doej212

the last three digits of your
student ID

o S el o Example: John Doe, ID 5551212

T would be doej212.

e Your password (until you change
it to something else) is the same
as your username. In other words
you would type doej212 into the
space for your username and your
password.

NAVIGATING D2L:

Once you are logged in to D2L you need to know how to get around the course pages. The
best way to learn that is to go to the following Web address (URL) and read through Mr.
Craig Collin’s D2L guide:

http://lwww.templejc.edu/elearn/DEtour/d2l.htm

Until you are able to log in to a class, D2L can appear overwhelming. Please remember
that workshops are given at many times and locations before the start of every semester to
help students learn to navigate D2L. You would be well advised to sign up for one of those.

| hope this guide to learning essential computer skills has been helpful. Here are some phone
numbers that can help you with computer or D2L problems:

Help Desk: 298-8450
D2L Help 298-8388 or
298-8319

Also, there is always someone available to help you in the Open Computer Lab at 501 Watson
Technical Center from 7:30 am — 9:30 pm Monday — Thursday and 8:00 am — 12:00 noon on Friday.
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