Computer Survival Skills
Or
Things | wish My Mother Had Taught Me
But She Probably Knew Better
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1 INTRODUCTION

This training module focuses on some basics and tips to make your life on the computer easier and
more productive. These basic skills and tips are not earth-shattering, but they will help you to
avoid many of the little landmines that can soak up hours of your precious time.

Of all the training modules, this one will contain the most with differences between Microsoft
Windows PC’s and Apple / Macintosh computers. To make matters worse, different versions of
operating systems for each have differences.

We will try to work through the differences in the documentation for this module. No doubt, updates
to the documentation will be needed for clarity.

But rest assured. You can do the same things in the Windows world as in the Mac world. Just a little
differently.

So, without blabbering, let’s get right into it.
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2 TIPS YOU CAN’T LIVE WITHOUT

2.1 TIP - THE MAGIC SHORTCUT KEYS TO THE KINGDOM

ONCE YOU GET USED TO THEM, YOU CAN'T LIVE WITHOUT THEM.

What are the Magic Keys?

On a PC, you hold down the Ctrl key and press a letter.

On a Mac, you hold down the CMD key and press a letter.

“5 B

PC keyboard: Ctrl + (a letter)

Mac keyboard: cmd + (a letter)

Magic Keys
PC Mac
Cut = Cirl + x Cut = Cmd + x
Copy =Ctrl+c Copy=Cmd + ¢

Paste = Cirl + v

Paste =Cmd + v

Save = Ctrl + s

Save =Cmd + s

Undo = Ctrl + z Undo=Cmd + z
Redo = Cirl + y Redo =Cmd +y
Bold = Ctrl + b Bold=Cmd + b

Italics = Ctrl + i

Iltalics = Cmd + i

We will be referring to these key-combinations throughout the training, so get to know them.

(We will practice them later, so you will get your chance.)

Want more Shortcut keys?

For a PC: https://www.computerhope.com/shortcut.htm

For a Mac: https://support.apple.com/en-us/HT201236
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2.2 TIP - SAVE EARLY, SAVE OFTEN

SAVING WILL SAVE YOUR LIFE.
YOU CAN SAVE AT ANY TIME, AS OFTEN AS YOU WANT. THE MORE, THE BETTER.
How often have you typed for an hour and then found that you have LOST all your changes?
SAVE EARLY, SAFE OFTEN - USE THE MAGIC KEYS.

Save — Cirl-s (Cmd-s on a Mac)

Wow. That was easy.

2.3 TIP -CoPY/PASTE ON STEROIDS

If you don’t use copy / paste, START NOW.

Copy / paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE.

If you know how to copy / paste, that is great. Now, USE IT EVERYWHERE, FOR EVERYTHING.
If you don’t use the MAGIC KEYS for copy / paste, START USING THEM NOW.

Now, use Copy / Paste with Notepad (PC) or TextEdit (Mac) to avoid formatting hassles.

BE LAZY — Don't type it, COPY / PASTE IT.

2.3.1 Basic Copy / Paste

OOPS - | meant to put that last sentence, first.

2.1 TIP-Copry/PASTE ON STEROIDS

It you don’t use copy / paste, START NOW.

Copy | paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE.

If you know how to copy / pasle, that is greal. Now, USE IT EVERYWHERE, FOR EVERYTHIMNG.
If you don’t use the MAGIC KEYS for copy / paste, START USING THEM NOW.

MNow, use Copy / Paste with Motepad o avoid forrgatiing hassles.

BE LAZY - Don't type it, COPY / PASTE IT &

No, | am not going to re-type it, because | am LAZY. Instead, | will place my mouse just behind the
sentence | want to move (red arrow, above).
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2.1 TIP-CopY/PASTE ON STEROIDS

If you don’t use copy [ paste, START NOW

Copy [ paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE

If you know how to copy / paste, that is great. Now, USE IT EVERYWHERE, FOR EVERYTHING.
If you don't use the MAGIC KEY'S for copy / paste, START USING THEM NOW.

Mow, use Copy / Paste with Notepad to avord formatting hassles.

BE LAZY - Don't type it, COPY / PASTE IT.

Then | will hold my LEFT MOUSE KEY down and DRAG THE MOUSE, across the sentence | want
to move. (I could also start on the left of the sentence and drag to the right.) Now, the sentence is
highlighted (pictured above). | NOW LET GO OF THE MOUSE KEY. The sentence stays
highlighted.

Now, | could go to the menu and click on “CUT,” because | am going to remove the sentence, and
place it somewhere else. (Or | could click on on “COPY,” if | wanted to make a copy of the
sentence.

BUT THAT IS A LOT OF EXTRA WORK. IT IS MUCH FASTER TO USE THE MAGIC KEYS.

PC keyboard Apple / Mac keyboard

So, | hold-down the Ctrl key (or the Cmd key, on a Mac) with my pinky finger, and press the letter,
“X’ with my index finger (pictured above.)

Voila. | have just CUT the sentence.
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2.1 TIP-CoPY { PASTE ON STEROIDS

1T you dom’t use copy / paste, START NOW
Copy / paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE

If you know how to copy | paste, that is great. Now, USE IT EVERYWHERE, FOR EVERYTHING.
If you don't use the MAGIC KEYS for copy / paste, START USING THEM NOW.
Mow, use Copy / Paste with Nolepad to avoid formatting hassles.

&

THE SENTENCE IS GONE! (red arrow above.) It's really not. It is just sitting in a special place,

where it can be retrieved later.

2.1 TIP—-CopY/PASTE ON STEROIDS

If you don'l use copy / paste, START NOW,

Copy [ paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE

If you know how to copy [ paste, that is great. Now, USE IT EVERYWHERE, FOR EVERYTHING.
If you don't use the MAGIC KEYS for copy / paste, START USING THEM NOW.

Mow, use Copy / Paste with Notepad to avoid formatting hassles.

Now, | place my mouse in the white area where | want to put my sentence (and CLICK ON THE

LEFT MOUSE KEY - pictured above.)

2.1 TIP - CoPY / PASTE ON STEROIDS
BE LAZY — Don't type it, COPY / PASTE IT. ¢

If you don't use copy [/ paste, START NOW.

Copy [ paste works almost EVERYWHERE, from ANYWHERE to ANYWHERE

If you know how to copy / paste, that is great. Mow, USE IT EVERYWHERE, FOR EVERYTHING
If you don't use the MAGIC KEY'S for copy | pasle, START USING THEM NOW,

Now, use Copy [ Paste with Motepad to avoid formatting hassles,

| hold-down the Ctrl key (or the Cmd key, on a Mac) with my pinky finger, and press the letter, “V”

with my index finger (pictured above.)

Voila. | have just PASTED the sentence.

Systems Training - Project Onward - 1Q2018 - Page 6



2.1 TIP-CoPY/PASTE ON STEROIDS

BE LAZY — Don't type it, COPY / PASTE IT. ¢

If you don't use copy / paste, START NOW.

Copy / paste works almost EVERYWHERE., from ANYWHERE to ANYWHERE

If you know how to copy ( paste, that is great. Now, USE IT EVERYWHERE, FOR EVERYTHING
If you don't use the MAGIC KEY'S for copy / paste, START USING THEM NOW

Mow, use Copy f Paste with Notepad to avoid formatting hassles

To make it pretty, | place my mouse in front of the sentence, CLICK ON THE LEFT MOUSE KEY,
and press ENTER, to move the sentence, and those following it, DOWN A LINE.

Aahh — much better.
BE LAZY - Don'’t type it, COPY / PASTE IT.

Oh, did | already say that??

2.4 TIP — FILES THAT WON’T OPEN

Some people get used to using one program for everything. To work on something, they will open
up the program (for instance, Microsoft Word), and then look for a file that they had previously
worked on. Then the frustration hits.

Microsoft Word ? .

Some files, created in another program, can’t be opened in the program that you are in (i.e. MS
Word).

2.4.1 First, find your FILES folder
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Settings

File Explorer
Search

Run

Shut down or sign out

Desktop 0 49 = B1px

On a Windows computer, LEFT-CLICK on the START ICON on the lower-left of the desktop (as
pictured above). (Note that some Windows computers have a HOME or Documents folder on the
desktop. You can also start there.)

Y  Mozilla Firefox

m File Explorer Microsoft Edg

WS Word 2016

On a Windows computer, LEFT-CLICK on File Explorer (manila-folder icon, pictured above).

(Note that different versions of Windows organize programs differently, and you might have to do a
little more looking through programs to find it.)
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On a Windows computer, once you find the File Explorer icon, HOLD THE LEFT MOUSE KEY
DOWN AND DRAG it to your Desktop (or to your Ready-Access Programs bar at the bottom of
your desktop), so that you can easily get to it the next time you need it (pictured above).
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On a Mac — use Finder (either in Menu at upper-left, or in icon in lower-left of desktop, as pictured

above).

2.4.2 Make sure you are viewing File Details
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(A Mac computer pictured below.)
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This is very useful in some situations, but not for looking through files.
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A more useful view is File DETAILS. On a Windows computer, LEFT-CLICK on VIEW (as pictured
above). Make sure that the “File Name Extensions” box is checked. Now click on “DETAILS” (as

pictured above).

On a Mac, in Finder, go to View (as shown below)

Systems Training - Project Onward - 1Q2018 - Page 11



as lcons
as List

)

¥ DEVICES E Applq 25 Cover Flow apg S5 Book B Adabe Photoshop €53
I [ Help
Clean Up vAce. ofessional = |} GF Legal
S0 il Devel  Arrange By p tBridge C53 * || | LegalNotices.pdf
[ Bonita t2) ete L ——————_ipe_ enraics3 = [{| @ MATLAR -
| brianas-power-m il Lira Show Path Bar Help Viewer 1.0 Photoshop...ad Me htm
B dryfly (2 prival —HHee-Status Bar T Hein Viewer 1.1 :l..:'.l Plug-ins -
ol el i shin : = villustrator €53 = E"J Presets L
gmﬂssmn Wow | HideToolbar  TRT pemsesweeswe o ool 2
= i i systey  Customize Toolbar... ¢ Stock Photos €53 = [l Scripting Guide -
== snares-mm MR Show View Options %) P i
Bl Users o ity
@ Al i usr 4 4 & Automator
¥ PLACES i var »| % Bumn
& Volumes * [ Ccaffeine
Deskt
E ? % Calaboration
s * |l Calculator -
-;.h-_knplicl.tim: 4 Chess
¥ SEARCH FOR @ Colloguy i
i ——— = e _@_ T

':l‘ CatBoxil ~ (5 Applications - gi] Adobe Photoshop €53 )

1 i

#f Finder Fibs Help

Freferencas
o = D R =
¥ oo apnie AT IR
oo appke audicindoHelpe e plEn
@ vom, apple Aiin maine, L i%sared i leLivk. plai
Lo 2t ke AL e PR ST
e, apple BereiSendces plat
o agpk bird i
| oo, apple, beokatcreagent, plit
ot apiphcaltuli sk gl
com, apple Callfistoniymckiel per plne
| oot appke L e aiLphn

com. apphe Characte Paleieih gl

Favnritas
(B A8 My Flles
05 1Tk Diwe
% weDrop
=% Applications
3 Desitop
l‘_'-lll Diocurmaenis
0 Doanloads
B Prruses

Show View Optlons - B

Tandhoes
(2] Macimosh HD

-::': Romote Disc

Tags
& OsxDally.com

ot apph Charactr Fickar. plist

com, apple cloodd olin

censt. ipp b g loud paind psn

coom apple o rdsyncage . plist

| cot. appla ColeriynoCal ibrate sl
COVTApPhe COTMCEN] e, Gl e e plis
pom. apph Sommeenle, carter_bandl, plisg

| oo agple CommCen per. councs. pliec
o, kpnh commoenten, device apecific nobackunslhe

B b R R

© Wiiting

ikl
L2l 335 sfected, B 54 OO availazis

2.4.3 Always start with a FILE instead of a program

DON’T START BY OPENING WORD (or any other program). INSTEAD, START WITH A FILE.
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v = Documents

Find your file and DOUBLE-CLICK on the file (SINGLE-CLICK on a Mac). IT WILL OPEN IN
THE CORRECT PROGRAM (Windows pictured above).

sd_lovey 201 7BoardingSchedulexlsx - Excel

View Help Q' Tell me what you want to do
| mm|

- %‘Wrap Text General - -- | j:"‘ .} EElED EEIL
= 3= Merge & Center ~ $ -9 » %I .M Conditional Formatas Cell Insert Delete
s ' " Formatting~ Table~ Styles~ 2 =
Alignment P Mumber a Styles Cells
I E F G H
on 4-Tues 5-Wed B-Thurs 7-Fri

Holiday 9-5 hours Housekeepers

A-HAA! The file was a spreadsheet (above). That’s why it wouldn’t open in MS Word.
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2.4.4 Find the correct version of a file
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How many times have you spent hours, trying to find the latest version of a file that you have been

working on? Or maybe, and earlier version?
TIMESTAMP.

USE THE FILE MANAGER TO SORT FILES BY

| know that | worked on one of these files in the last couple of days. But which one is the latest?

THE EASIEST WAY IS TO SORT BY DATE OR BY NAME. LEFT-CLICK on DATE (as pictured

above).
B = T | Documents
File Home Share Wik
= A 5| » ThiePC » Documents »
Onelrive P Mame Date
: [} pr_7 name vitiodt ¢ /3720018 11:39 Ak
B8 This PC [E} po_training_manual_computer_Surv.. 2018 7135 PM
- 30 Objects duck_stuff txt 1272018 11177 Abd

Voila! Now my files are organized by Date and Time, with the latest versions at the top.

What if | want to find an earlier version?
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To organize all the versions together, LEFT-CLICK on the NAME column (as pictured above).

NOW, MY FILES ARE ORGANIZED BY NAME, SO | CAN SEE ALL THE VERSIONS OF THE
SAME (OR SIMILAR) NAMES, TOGETHER (as pictured above).

2.4.5 Copy / Paste without Formatting Headaches

Copying from a web page to a Word doc? Or from a Word doc to a different Word doc?
[Dave — need to do these examples on a Mac also]

Welcome to formatting hell.

CODING HORROR T . |

) | programming and human factors

" Rubber Duck Problem Solving

At Stack Exchange, we insist that people who ask questions put some effort into their

question, and we're kind of jerks about it. That is, when you set out to ask a question,

you should ...
JetBrains Rider: new cross
platform NET IDE. Develop
JMET, ASE.NET, .NET Core, ¢ Describe what's happening in sufficient detail that we can follow along. Provide the
Unity on Windows, Mac, Linux necessary background for us to understand what's going on, even if we aren't

experts in your particular area.

* Tell us why you need to know the answer. What led you here? Is it idle curiosity or is
this somehow blocking you on a project? We don't need your whole life story, just
Eive us some context here,

* Share your research en your problem; what have you found so far? Why didn't it

work? And if you didn't do any research ... should you even be asking? If you're

All the tools you need to inviting us to spend our valuable time helping you, it's anly fair that you putin a
really understand your : 1 z i

: i reasonable amount of your valuable time into crafting a decent question. Help us
website visitors, in one place.

help you!
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| want to copy the text in the red box (above) and put it into this training doc. So | highlight it and do
Ctrl+C for Copy. So far, So good.

| WANT TO DROP THE TEXT INTO A SUBSECTION IN THIS DOCUMENT. So, | place the curser
right below my subpoint line and do Ctrl+V for Paste (below):

This is my subsection:

3 RUBBER DUCK PROBLEM SOLVING

At Stack Exchange, we insist that people who ask questions put seme effort into their question,
and we're kind of jerks about it. That is, when vou set out to ask a question, vou should __.

+» Describe what's happening in sufficient detail that we can follow along. Provide the
necessary background for us to understand what's going on, even if we aren't experts in
your particular area.

» Tell us why you need to know the answer. What led you here? Is it idle curiosity or is this
somehow blocking you on a project? We don't need your whole life story, just give us some
context here.

» Share your research on your problem; what have you found so far? Why didn't it work? And
if you didn't do any research ... should you even be asking? If you're inviting us to spend our
valuable time helping you, it's only fair that you put in a reasonable amount of your valuable
time into crafting a decent question. Help us help you!

WAIT A MINUTE. IT CREATED A NEW CHAPTER IN THIS DOCUMENT (above). | DON’T WANT
THAT. AND | DON’T WANT ALL THAT FORMATTING. | JUST WANT THE TEXT, ITSELF, SO
THAT IT LOOKS LIKE SUBSECTION IN MY DOCUMENT.

The good news: Using Notepad (on a PC) or TextEdit (on a Mac) relieves most the
headaches before they start.

To fix the above problem, | will Undo (Ctrl+2) the Paste. Then | will bring-up NotePad (or TextEdit
on a Mac).

Settings

File Explorer

Search

Run

Shut down or sign out

0 49 = 81px

)
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The quick way to do this is to use Search or Run. On a pc, place the mouse over the Windows start
icon (in the lower-left of the desktop — (red arrow above) and RIGHT-CLICK. Then LEFT-CLICK on
Run.

= Run .

=  Typethe name of a program, folder, document, or Internet
1= rescurce, and Windows will open it for you.

Open: | v

QK Cancel Browse...

In Windows, type “notepad’ into the window and click on “OK” (pictured above).

On a Mac, just click on TextEdit using Finder (as pictured below).

& Finder Fil= Edit View Go Window Help i @ a L F O %

L BN ) 14 Applications

< ny Em o B e i 2 Search
_Ba_ckijM  Wiew Aﬁf:ngs Action  Share Sé@_l‘i.‘.'-h
Favorites | Mame -
—-TC] ATF S ST PO A
Desktop " Siriapp
-F'g Applications i =i SRype.gup
Stickieglapp
Dropbox
=] P = Superffuperl.apn
o Downloads | @ systed Preferences.app
7 Library :
{i} melissa W TextWrangler.app
{#) AirDrop & Things.app

1 Google Drive @ Time Machine.app

ICloud & Macintosh HD » B Applications » | TextEdit.epp
1 o1 85 =electsd, B5.33 GH availabla
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13 Mar 201

Rubber Duck Problem Solvin -

At Stack Exchange, we insist that people who ask questions put some effort into their

question, and we're kind of jerks about it. That is, whan you set out to ask a question,

LD escribe what's happening in sufficient detall that we can follow along. Provide the

FITLTI00 Y IO RS LILIT TR TAF LI UL AT TR eI Thl I L 3 Ui S Wiy, TV 10 W arTey .
1| Untitled - Matepad

File Edit Format  View Help
Rubber Duck Problem Solving

At Stack Exchange, we insist that people who ask guestions put some effort into their
questicon, and we're kind of jerks abowt 1t. That is, when you set out to ask a
question, you should .

Describe what's happening in sufficient detail that we can follow along. Provide

the necessary background for us to understand what's going on, even 1f we aren't
experts in your particular area.

Tell us why you need to know the answer. What led you here? Is 1t idle curiosity or
is this scmehow blocking you on a project? We don't need your whole life story, just
glve us some context here.

Share your research on your problem; what have you found so far? Why didn't it
work? And 1f you didn't do any research .. should you even be askinmg? If you're inviting
us to spend our valuable time helping you, it's only fair that you put in a reasonable
amount of wour valuable time into crafting a decent guestion. Help us help you!l

LEFT-CLICK in the white space in Notepad (or in TextEdit on a Mac) and do Ctrl+V for Paste
(pictured above).
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] Untitled - Motepad

e O X
File Edit Format View Help
Rubber Duck Problem Solving

At Stack Exchange, we insist that people who ask guestions put some effort into theipr
guestion, and we're kind of jerks about it. That is, when you set out to ask a
|_'|ur_r:.t:l|:m, you should -

Describe what's happening in sufficient detail that we can follow along. Provide
the necessary background for us to understand what's going on, even if we aren't
experts in your particular area.

Iell us why you need to know the answer. What led you here? Is it idle curiosity or
is this somehow blocking you on a project? We don't need your whole life story, just
give us some context hers.

Share your research on your problem; what bave you found so far? Why didn't it
work? And 1f you didn 't do any research .. should you even be asking? If you're inviting
us to spend our valuable time helping you, it's only fair that you put in a reasonable
amount of your valuable time into crafting a decent question. Help us help you!

Now, highlight the text IN NOTEPAD (OR TEXTEDIT) and Copy (Ctrl+C) from there.

Finally, | can Paste (Ctrl+V) it into this training document, as a subsection (below):

This is my subsection:

Rubber Duck Problem Solving

At Stack Exchange, we insist that people who ask questions put some effort into their

question, and we're kind of jerks about it. That is, when you set out to ask a question, you
should ...

Describe what's happening in sufficient detail that we can follow along. Provide the
necessary background for us to understand what's going on, even if we aren't experts in
your particular area.

Tell us why you need to know the answer. What led you here? Is it idle curiosity or is

this somehow blocking you on a project? We don't need your whole life story, just give us
some context here.
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Share your research on your problem; what have you found so far? Why didn't it
work? And if you didn't do any research ... should you even be asking? If you're inviting us
to spend our valuable time helping you, it's only fair that you put in a reasonable amount of
your valuable time into crafting a decent question. Help us help you!

2.4.6 By the way, are you SAVING as you go along?

DO IT AGAIN, TO MAKE SURE. USE THE MAGIC KEYS.
Save - Cirl-s (Cmd-s on a Mac)

Wow. This guy is OCD.

2.5 TIP —HELP! —| CAN’T READ THE FILE

This is especially a problem when you send a file from a Windows PC to a Mac (or vice-versa).

How many times have you received a file, attached in an email, that you can’t read? Does it make
you want to shoot your friend?

2.5.1 First, make sure that it is not YOUR problem.
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undreadable file?

4 dave@pencildave.com

To david lindstrom@projectonward org

w & 1attachmenl View

test (44

attached

Email programs often have trouble reading an attached file. The file may be good, but the email
program isn’t smart enough to figure it out (as pictured above).

undreadable file?

i dave@pencildave.com
To david lindstrom@projectonwand org

» 9 faltachmant  View  Opén in browse 0

lestl

attached

Opening testl

You have chosen to open:
- st
which s application/octet-stream
from: hitps/Yemail. landl.com

What should Firefox da with thas file?

() Dpen with Browse...
() Save File
Do this @ '.:'tm-'-.‘lr_'tli_.- for files like this from now on

Cancel

il

On files you can’t read in your email, try DOWNLOADING the file first (as pictured above).

You can SAVE it anywhere (Documents, thumb drive, etc.) Just make sure you know where, so

you can find it (as pictured below).
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[ This PC va

We
Wi
I Desktop

Wi

Documents D 1

‘ Downloads e 1
D Music feeel 5_
&= Pictures freel 6_
m Videos fr 10
2y Windows (C) @ 20
B 5eagate Expansion Drive (0%) 47

eagate Expansion Drive (Ch

gere e g2 47
- Seagate Expansion Drive (D0) o o 47

Save as type | All Files (*.%)

File name:

test].pptx - PowerPaoint

ransitions Animations Tade s ow

wy) +|18 <A A A = v s =

|
1
4

U § acf-pa- A- ===

Font P Paragra

Hi there

Then, use your File Manger (Windows Explorer, or Mac Finder), to open the file (as pictured
above).

Ahh-Haa! This was a MS PowerPoint file. If | have PowerPoint installed on my computer, |
can read it. (If | don’t, | am still out of luck. | need to ask the sender to Save the file as something
else, that my computer can read (as in the next step).

2.5.2 OK-It’'s NOT my problem — Use “Save As”
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Somebody has just emailed you that they can’t read the file you sent. If you don’t want to
lose friends, use Save As before sending your file.

Many people don’t have the program you used to create the file. Or they have an older version of
the program. They won’t be able to read your file when you send it to them unless you Save As
something that they can read.

ilepame: | po_training_manual_cemputer_survival_skills_v1.docx

Save as type: i" ord Docurmnent (*.docx)

= Word Document (*.docx)
D Word Macro-Enabled Document (%gdocm)
Word 97-2003 Document F.ducjé
Word Template (*.dotx)

Word Macro-Enabled Temnplate (*.dotm)
Werd 97-2003 Template (*.dot)

» Hide Folders PDF (*.pdf)

XP5 Document (*xps)

Feedback Single File Web Page (*.mht;*.mhtml)
Web Page (*.htrm;*.html}

Options 1."'-_"v.=_-|::| Page, Filtered (*.htrgg*. htrnl)

Rich Text Format (*.rtf)

Plain Text (*.td)

Ward XML Document (*xml)

Ward 2003 XML Document (*xml)

Strict Open XML Document (7 %)
OpenDocument Text (F.odt)

For example, try saving a Microsoft Word file as an older version “.doc” file, or an “.odt” file,
or an “.rtf” file. Many programs, besides MS Word, can read these (red arrows, pictured above).
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2.5.3 PDF - The great leveler

Ever have the problem where you formatted a document that exactly fills a page? Or you
formatted it with detailed spacing? Or you used special fonts and you want it to look like that
when someone reads it?

MAJOR KEYS {J

1 "omonw v ¥Vl vin
Gec| o EF @A B
-
GuG| & B C E| Fx
- .
G| E FrE |af B oe
s8] 8 fxo [EffFRF o=
B E| F2 BEa s D#
B B| o2 D2 E Fef e ae
Fel{Fe| oo p= B [ OREe
oa ]
celcd De E= Fe od| Ak Be
n spaie
F{FH o @ Bofclfd E
Bbu BY © Bl |F a
EhkEf F [ an o
Ab| A4 Bo oo |Eg F| ©
oo O Ep Gb | MLER ©
Gb| oY an #o gk (cdlsd F
ol gd o E Fn | GH.A8, BE

Y

c

G

F2 .

(=

« Mo sharps or flals

« 1ahap (F#|

- P sharps (F& C8)

« 3 sharps [C& F2, G2)

< 4 shagpa (FE, GF, C8, D%

« &sharps {C4, D8, F¥, 58 A%

& sharps (F#, G2 A% C2 0 E2-NoEn

Taharps (C#, 08, B2 FF G2, A2 B2 CF.noE

- 1 fiai {Bl)

- Eats (Bb, ER)

- 3 mats [Ef, B, Abj

- 4 fals [Ab. Bb. Db, B

- 5 flats [Db, Gb. Ab, Bb, B

- & Nats G, Ab, Bb, G, Db, B30

. T Mats |G, Db, Ef, Fo, G, &b, B, SR

Blue = Majer chards -« While = Mincr chands - Yellow = Relalive Minar (Aealan) - Orange =
Diminished

Then, when you send it to them and they open it in their program, all the formatting is messed-up.
The document is now two pages, or the paragraph that ended at the bottom of your one-page
document now continues on to two pages. Etc., etc. (as pictured above).
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MANETLEYS

onomR Y Wove Wi

- e

- |p F|¢a | € - %othaprerten
%

a.d |A 0| D 7, 1tharp (78]

a-0 |r wafda B |c8 o - FhamiFe, R

A-ih (oo cBCE FERGN A - Tiharpaica, iy, GE

EofE [ canin B frepea f - o sk |1 08, CF, B

b8 (e pm|EoFr fosteal B o Sahai (1, DR, fa, 08, AR

Wb (e am| W G AR e o alueps (PRGOS O8O0 EF b B s}

N4 R ilu b FoGe (ARERE| (A 7 sharss [CAL DA, ER, P GA, A0, BE, OO noE inadale)
Fle nlave fole| £ - 1eaien

#hiBbic D [fEF |5 (A Bb o Tseian el

fhi | F G |Ab BeC [0 &= - 3=ix(Fh b As)

MhidhiAE C (D6 EET G AD - A futyiah @b, D%, Th)

]

O{ DG Ib I | GO AbBEcC D% - % Hatx (Db, Gh, A= Bt Thi

-

':.-n-li.'.ni b Bk th Objth(F | Gb- & fais [Gb, Ab, 8h, Ch. D%, Eh)
b | |

':h-l'h:uh Ebf i 'Z.b-'A‘:IBﬂ- €h- Flais (Os, Ob b, Fh, Gh, db, 8b, C2f

¢ Bleie » Wi i - Wiwlie = M ReF LS - Witliow = Rt Abbsd (MadLis| - Dviri i = bkl

PDF was invented so that people can read your file, whether they have your program or not, or

whether they have an older version of your program, or not -- and the document will look EXACTLY
like you formatted it before sending to them.

2.5.3.1 Print To, not Save As a PDF

key_signatures_chords_ong.dooy - Word

Print

MNew

MAJCL FEYS

(O 1 A A ™) T}

Printer

POFCreator

% I‘.rn-::';.-
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Print to a PDF (don’t try to Save As) — (pictured above)

First, you need a PDF-write utility. Some computers have it already. Or, you may need to install it.

A nice, free PDF-write utility is: '@ PDF Creator.

You can get it here: hitps://pdfcreator.en.softonic.com/

2.6 TIP-BACKUP OFTEN — USE A THUMB-DRIVE

BACKUPS WILL SAVE YOUR LIFE!

We always learn the hard way. We go to fine that file that we slaved over for hours. IT'S GONE!
Maybe the file (that you SAVED OFTEN) is CORRUPT. Maybe your computer hard drive just died.
Whatever the reason, after re-doing all the work, you swear to do backups forevermore.

2.6.1 Do backups OFTEN, the EASY way

You should copy important documents to a backup drive ALMOST AS OFTEN AS YOU SAVE
(Ctrl-S).

USB Thumb Drive USB Slots

GOOD NEWS. A thumb drive works perfectly (pictured above — left).

JUST PLUG IT INTO A USB SLOT (pictured above — right). USB slots are usually on the FRONT or
the BACK of the computer.
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DAVE_FLASH (F)

Choose what to do with removable drives

Lower-right of Desktop ﬂ by

SEtTinge
=

- Cpan falder to view files
Sl File Explorer

=« | Import photos and videos
| - A

R

. Take na action

On a Mac, your thumb-drive will show up as a new icon on the desktop. [Dave — do a picture of a
Mac.] On a Windows PC, you will usually get a notification in the lower-right hand portion of the
Desktop (pictured above). IF YOU SEE IT, LEFT-CLICK ON THE NOTIFICATION and CLICK TO
OPEN YOUR FILE MANAGER. If you don't see it, you can still find the thumb drive in the File
Manger (next steps).
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E + ¥ | Documents

File Home Share Vigi
- « 4 = » ThisPC » Documents
M ‘|2'n=
2 Cuick access = &
center_for_neighborhood_technology
5‘; Dropbex hofa
books
Onelrive o
bathragm_upstass
w [ This BC dave_laptep_efd20
30 Objects sandra_dell_inspiron_7348_laptop_re...
B Desktep || helig_therexml
- = Drive Taals| ~ %] Decuments ['Ej. Hello there odt
fd o.uat
1 File Hame Share Wiew Manage | ashestos 2 i
Caly E po_training - ual_computer sunvi.

T = I:I.‘-'l\"F__FF_hSHCF:] bathrogrii_upstairs @m_?_mme_vlﬂ.udr

12] duele_stuff 1

boaoks =] daveT.ot

/ center_for_nsighborheod_technalogy @ po_training_manual_systems_proces.

#F Cuick access

-
b charles_book_old (& Manhattan Cockbail - Printer Friendl..
OneDrive jr( Custorn Office Termplates E‘-j pe_training_manual_module2_marlc...
v ’ R hetp_digitaledition.chicagetribunec..
ﬁ o= s P duer oo 5 R blue_rnan_group_te 2 jan_§_2018.pdf
'.-'-n..n.' ¥ 3D Objects dave |sptap_sE430 reimage % bhue_man_group_ti_1_jan_5_2015.pdf
B | Deskrop defl_ef30_sell_ehay L-‘,Ej 1 Te el vl iodt
4| Documents Z# Dropbex [2] p1.9 the_visit_vS.adt a2
& Downloads Duck [Z] p1_10a_derechas_v2.adt
& Music ehuy o il systern dell E6430.0na il
= Pictures | 427items  1item selected 223 ME
B videos

i Windows (C)
. Seagate Expansion Drive ()
e DAVE_FLASH [F)
= DAVE:FLASH [F)
2017_11_28_giving_tuesday

2017_11_28_giving_tuesday - Copy

[

Then, use your file manager. Either DRAG and DRORP the file, or use your Magic Shortcut Keys
(LEFT-CLICK on the file you want to copy and do Ctrl-C, then LEFT-CLICK on the target thumb
drive or folder, and do Ctrl-V, as pictured above.)

VOILA! Your backup is on you thumb drive.
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