Odds and Ends Session
Adjusting the Volume of Your Laptop:

Fn + Page Up

VOLUME UP

Fn + Page Dn

VOLUME DOWN
Fn + End   

MUTE

or Speaker Icon in Task Tray

GroupWise Notify—Be Notified of Emails as They Arrive

Within GroupWise, select Tools-->Options-->Environment.  Then check:
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Using “the Real GroupWise” at Home

You need a high speed connection to the Internet.  Instead of shutting down when you are at school, go into suspend mode.  When at home, power up and login under the Windows setting.  Fifty percent of the time, you will be able to use the real GroupWise.
Room Organization for the Laptop Carts


Make sure you can see all the kids’ screens at once.  A “U” shaped configuration works best.  

Closing Lid Options

You can have you machine do a number of things when the lid is closed.  To change the default setting:

· Right mouse button click on the battery/power icon in the system’s tray (lower right area of the screen); pick “Adjust Power Properties”

· Click Advanced (tab)

· Select your choice for what happens “When I close the lid of my portable computer.”

Creating a Keyboard Shortcut for Displaying on a TV


The next time you set-up your machine to display the laptop image on a tv, create a keyboard shortcut.  Just fill in the info under scheme as shown on the right and press save.  When you want to display on a tv, press Ctrl + Alt + T.
Turn Your Music CDs into Digital Files—(It’s perfectly legal if you use your CDs.)

Insert one of your CDs into your laptop.  Open the Windows Media Player, if it does not open automatically. Click the CD Audio button on the left.  Check the music you wish to be converted into audio files.  Then, press the Copy Music button.  Your files will be in your “My Music” folder which is within your “My Documents” folder.  
Selection Tips (Rick, Holly and Dino’s Tips)

Click at the beginning of the desired selection.  Then, move to the end of the desired selection and hold shift and click.

Hold down shift and use the arrow keys to make selections.

Selecting non-sequential objects --> Hold Control and click.

Shortcuts

These shortcuts are common to most Windows OS Programs


Ctrl + a  ==> select all

Ctrl + c  ==> copy

Ctrl + n  ==> new doc.

Ctrl + x  ==> cut

Troubleshooting Tip
If screen is black after waking up from Suspend, try pressing Fn and CRT/LCD.

Dragging GroupWise Attachments into Folders and Vice Versa (Sue Hufford’s Tip)


You can drag files in GroupWise email attachments to folders or the desktop.  

Touch Pad Tip

The touchpad can be used as a scroll bar; this is more of a “users beware” item than a tip.

Nexdisk Storage Device


Nexdisk is a USB storage device that can transfer large files.  

NetSwitcher
This program is useful for anyone that has a high speed internet connection at home.  It changes your laptop’s settings at the click of a button for working at school and working at home.  

Web site: http://www.netswitcher.com/
Cost:  $14

Extra Power Cord

An extra power cord costs $35.  It might be worth the investment.  
To make a back-up CD of your files:

1. Insert a blank CD-R in your drive.

2. The Easy CD Creator 5 will appear in a few seconds on your screen.

3. Click the “Make a Data CD” button and select “Data CD Project.”

4. A new screen will appear.  From the pull down menu at the top of the screen find your “My Documents” folder.

5. Below the pull down menu, you can select the files you want to backup by highlighting each one or you can choose “Select all” under the edit menu.

6. Click the button “Add” in the blue bar.

7. Then click the “Record” button

8. A new screen will appear.  You just need to press the button “Start Recording.”

9. Sit back and relax.  Your backup CD is being made.  (Suggestion:  Once you get the CD out of the machine, label the top of the CD with your name and date.)

This CD can be added to when needed.  It is left open for the next session.  Any computer equipped with a similar CD-RW drive will be able to read the disk you have made.  (If you want to make a data CD to be read on any computer, you need to “close” the CD.)

I don’t think there will be time for:

How to get clip art and sounds and what is legal-how to use legally?
DVD players
Later in the year:

How to do virus update?  It varies because we have two different virus programs on the machines.  

Fire walls.  I don’t have anything on this.

Do your students know how to search (and adults) for the internet?

Logo fun?  Holly, could you do this as a session for the math department and/or mobile people.
Ctrl + z  ==> undo 


Ctrl + p  ==> print


Ctrl + s  ==> save doc.


Ctrl + v  ==> paste


Ctrl + w  ==> close doc.
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