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Introduction

There are a lot of productivity tools available on the web that can produce time-
saving benefits. Try some productivity tools and see what works for you. In this
eBook I've outlined 20 tools that can enhance your process and boost productivity
online in a variety of ways.

Using one or more of these 20 productivity tools, you will complete tasks in less
time, more effectively and more efficiently.

In this eBook you will learn about the tools that allow you to:

* extract audio from video then save it as an MP3 file

* editan audio

* edit digital photos

* make fun graphics

* view and organize images

* transfer files

* easily share and backup files

* manage files on a particular cloud service

* chat via phone/video

* connect to someone else's computer system or vice versa
* turn your pictures into paintings, drawings or cartoons
* use font management software

* etc.

In this course | will show you what each tool does and how to use it.
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20 Free Tools That Can Enhance Our Efficiency

Audio Extractor

Audio EXtractor

Click here to download

Audio Extractor (AoA) is a free tool that allows you to extract audio from video
files without losing its sound quality and save them as MP3, WAV and other audio
format. Using AoA, you can easily set the bit rate, sample rate and the volume
and channel of an audio. You can also define the time you want to split by setting
the start/end time or using the slider bar.

Major video formats that AoA supports:

* AV

* FLV

* MP4

* MOV
* RM

* 3GP

* WMV
* VOB
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* other
Getting Started with AoA

Open your browser and go to www.aoamedia.com/audioextractor.htm. This is

where you can see and download the Audio Extractor tool for free. Click “Free
Download” button, and it will ask you where you want to save it. Then “Install”
the program.

When you open the program, you'll see four columns with Title, Start, End and
Output format. Below the main window are the Output Audio Options where you
can choose on the drop down menu the output format, audio bit rate, sample
rate and channel (mono or stereo).

Title Start End OQutput Format

¥ Add

> Delete

o ceditcip
Output Audio Options
Output Format: [To MP3 (*.mp3) v] Audio Bitrate: | 128 v

<— START
Output Folder

C:\Documents and Settings\Administrator\xAAzs\ }2 Select
a

Select a video that you want to extract the audio from. Click on the "Add" folder
and choose the video files. The information of the video such as Title, Start, End
and Output Format will show up in the main window. Click "Start" to begin the
extraction process.
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When finished extracting, you'll see your audio file at the location specified. If you
check the sound quality between the audio and video, you’ll see that they are
exactly the same.

If you wish to learn more about using Audio Extractor, please go to this website:

http://www.aoamedia.com/audioextractor.htm

Audacity

MAudacity

Click here to download

Audacity let's you edit audio like changing the speed, pitch and tempo, take out
vocals, reduce noise etc. You also have the ability to record live audio and apply
effects to your recordings. You might want to eliminate the sound of your
background noise or any distracting sounds while recording. Audacity is the tool
that can help you with that problem.

Getting Started with Audacity

Go to www.audacity.sourceforge.net/download/. You'll see that Audacity offers
software for Windows, Mac and Linux. Choose the Operating system that you're
using. (We use Windows in this set up.)
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After clicking on Windows, you can download a zip or installer. We recommend

that you use installer because it installs right away, but it's your choice how you

want to save it. Click the "Audacity 2.0.1 installer, then save. After downloading

the tool, install it, then open Audacity to get started.

Recording with Audacity

Launch Audacity on your computer

Make sure your playback and recording device are set

Test your microphone by speaking into it while playing with your sound
card

Click the red Record button to begin recording

Click the blue Pause button to pause the recording. Press it again to
continue

Click the yellow Stop button to stop recording.

] W,

Pause Record Stop

When you finish recording, you can play around with your recording to
learn more about the editing capabilities of Audacity.

If you want to remove unwanted audio from your track or recordings:

Go to File then Import - Audio and select the track/recording you want to
split.
Make sure you set "Snap To" into "Off"

Selection Start: @ End Length Audio Position:
oo h0OmO0OsY [00h00mO00sY [00h0OmMOOsY

Place the cursor, then highlight the section you want to remove from the
track.
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* Click on Edit, then Remove Audio and select Delete

* Save your work by going to File and then Save Project

If you want to re

move the vocals from your music tracks:

* Load the song you want to remove vocals from by going to File, then Open

* Duplicate the track by going to Edit, then Duplicate. It should be like this:

XﬁADELE -CH¥| 1.0

Mono, 22050Hz
32-bit float

Mute | Solo
| a

0.5-

0.0-

-0.5-
-1.0

xﬁDELE -CH¥| 1.0

Mono, 22050Hz
32-bit float

[ a

0.5-
0.0-

-1.0

* Mute the
waveform

copy by clicking on the “Mute” button on the left of the

* Click the down-arrow next to the track title and select “Split Stereo Track”

* Double click the right channel (lower of the two wave form), then choose

Effect from the menu and select Invert

* Set both left and right channels as Mono by clicking on the down arrow
next to the title and select “Mono”

* Giveitapl

If you want to re

(503) 893-9510

ay and see what happens

duce background noise in a voice recording:
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* Open the track you want to reduce noise from

* Zoom in until you can find a portion of the waveform where there was no
deliberate sound in the track

* Highlight the flat section by clicking and dragging with your mouse

* Choose Effect from the menu and select "Noise Removal"

* Click "Get Noise Profile" button from the window

* You might want to apply the reduction to the whole project so click Ctrl A
to select all (or select only a portion of the track)

* Go to Effect then Noise Removal again

* Move the slider to indicate how you want Audacity to strip the background
noise from your track

* Make sure you listen to it before making more changes

If you wish to learn more about using Audacity, please go to this website:

www.audacity.sourceforge.net

Paint

@
Y

e

Click here to download

Paint is a simple graphics editing program that's already included in every version
of Microsoft Windows, but you can download it on http://mspaint-

download.webs.com/. The Paint program can be used to create simple detailed
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drawings and image editing. MS paint can open and save file as windows bitmap,
jpeg, gif, png and tiff.

Getting Started with Paint

Access Paint: Start Menu —» All Programs—» Accessories—» Paint or by typing the
word “paint” in the search box of the Start Menu.

Here are some of the basic features of Paint

Quick Access Toolbar

C A ot
E v

Home View

(]2 [70Al| (I
""""" £ Resize ,
Paste Select 7 2 Brushes
= + "k Rotate v Al -
Clipboard Image Tools

This toolbar includes some of the most important buttons such as Save, Undo and
Redo. The small arrow beside the Redo button allows you to customize the Quick
Access Toolbar. It's where you can add buttons like Open, print and New (image)
or remove any of the default tools.

Paint Menu

Lo 2R A
Copy | ‘o dJ Resize
Paste Select 7 2 (
- - “A Rotate ~ Al S
Clipboard Image Tools

In this menu you can create or open a new picture, save the current picture,
print, import from scanner or camera, send picture in an e-mail message as an
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attachment, set picture as your desktop background, and change the properties
of the picture.

Home Tab

gl = e e 7 "
v, &

Clipboard Image | Tools |Brushes| | Shapes Size Colors

v v v v

"

Home tab contains all the main image editing items. Home Tab has the following
options and features:

* Clipboard tools: Paste from, Copy and Cut

* Image Section: Crop, Resize (by percentage or by pixels), Rotate and Select
tools

* Tools: Pencil, Fill with color, Text, Eraser, Color picker, Magnifier

* Brushes: Brush, Air brush, Natural Pencil, Marker, Crayon, Oil brush,
watercolor brush

* Shapes

* Size

* Colors

View Tab

Home View _

. . = N
.8.) (__) ¥ Rulers A
NN Li Gridlines —
Zoom Zoom 100 Full
in out % | Status bar | screen

- Chraa ar hida N
O N ) ( de
LOOm S2N0W OF Nide vispilay

Here you can Zoom in, Zoom out or Zoom 100%, Show or hide Rulers, Gridlines
and Status Bar, and display the image in a Full screen or thumbnail view.
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Drawing area

@ G * —
d.} ) ) Rulers ‘ /:l
N\ N\ Gridlines T
Zoom Zoom 100 Full

in out % /| Statusbar | gcreen

=} o

This is where you start or edit your drawings.

Below are some of the keyboard shortcuts used in MS Paint

Ctrl + A = Select All Ctrl + C = Copy

Ctrl + E = Attributes Ctrl + F = View Bitmap
Ctrl + | = Invert Colors Ctrl + L = Color Box
Ctrl + N = New Ctrl + O = Open

Ctrl + P = Print Ctrl + R = Rotate

Ctrl + S = Save Ctrl + T = Toolbox

Ctrl + W = Stretch/ Skew Ctrl + V = Paste

Ctrl + X = Cut Ctrl + Y = Redo

Ctrl + Z = Undo Alt+F4 = Exit

F1 =Help

How to Edit Photos with MS Paint
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There are so many things that you can do with MS Paint. You can resize an image,
flip or rotate an image, crop an image, etc. To get started, open your MS paint
then create your image or open an image from your computer by going to File
then Open.

Here's what you can do with your image:

Resize an image - Place your mouse over the image and then right click. Choose
re-size and type any number in the Horizontal and/or Vertical box to resize your
image. You can resize it by Percentage or by Pixels.

You can also re-size the image by selecting the photo then Ctrl+A, then click on
the blue corner squares and drag the photo.

Flip/Rotate an Image - Open the image you want to edit and select "Rotate" from
the home tab. Click on the drop down arrow and select from the following
options; Rotate right 90°, Rotate left 90°, Rotate 180°, Flip Vertical and Flip
Horizontal.

Crop an Image - Select the image you want to crop, then right click and select
crop or simply by clicking and dragging the blue squares on the left to crop out
distractions.

Adding Text - Open a photo where you want to add text. Click the "A" button on
the toolbar and begin writing. Change the colors, font size or font face to make it
more customized and noticeable.

Combining two images - Open up the first image and stretch the blue box on the
side to make a white space big enough for the other image. Open the other image
and use the rectangle tool to cut out the picture on the white side. Slide it over on
to the first image.

If you wish to learn more about using Paint, please go to this website:

http://www.youtube.com/watch?v=b2BTxgGHnhM
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Picasa

AN
(o Picasa.
Google

Click here to download

Picasa is a desktop application that lets you manage all the photos on your
computer, edit and add effects to your photos and create great galleries. You can
also update your Picasa Web Albums automatically as well as making your own
movie presentation.

Getting Started with Picasa

* Go to http://picasa.google.com/ and download Picasa by clicking on the

blue "Download Picasa" button.

* Once the download is complete, double click on the file then hit "Run"

* Choose a location on your computer to install the software and click
"Install"

* When the process is complete, Picasa Set Up window will appear. You can
create desktop shortcuts, set Google as your default SE, or add shortcut to
quick launch by ticking on the boxes.

* When you’ve finished making choices, click on "Finish" and Picasa will now
launch and be ready to use.

Emailing Photos with Picasa

It's now easy to email your photos. All you have to do is
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* Go to your Picasa interface
* Choose the image you want to send and click the Email button

12jpg 9192005 11:50:16 AM 30 (2000 pixels  3.1MB

* Select how you want to e-mail your photos; it could be through Mozilla
Thunderbird, Gmail or any email program installed on your computer.

5 Select Email - a0 Ex]

Select how you want to e-mail your photos.

Microsoft Outlook

() Use my default email program.
— Google Mail

?
‘ Use my Gmail or Google account.
} by

Googk

Don't have Gmail? Get a free account.
Remember this setting, don't display this dialog again.

Help 2] Cancel (]

* It will automatically attach to your email and create a message body for you
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* Address the one you want to send it to and click “Send"
1 GMail .. : oS

Gmail

by (GOX »“;]\

You email address JChan o User

[ sed [ omem ]

To: {samplerecipient@gmail.com| 7

Subject: [a picture for you

iﬁ 1 picture(s) ready to send (59KB)
You have been sent 1 picture. /

12.jpg

These pictures were sent with Picasa, from Google.
Try it out here: http://picasa.google.com/

' [ Send ] [ Discard

Creating a Movie Using Picasa

* First thing you have to do is to select the photos and videos you would like
to include in your movie

* Click on the "Movie" icon and you'll see the movie maker screen with the
images that you've selected

* You can add text, increase font size, get more clips and insert transition
styles using the tabs on the left side of the screen (Movie tab, Slide tab and
Clips tab)

* You can see a full screen preview by clicking on the "Play full screen" button
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* Once you're satisfied with your creation, click the Create Movie to begin
the creation process or YouTube button to automatically upload your
movie to YouTube.

If you wish to learn more about using Picasa, please go to this website:

http://picasatutorials.com/

CamStudio

Uil =5 #
[acart 2 21}

3 CamStudior

Click here to download

CamStudio is a free, open source recorder for Windows. You can use it for saving
screen activity on your computer and save it to a streaming Flash video. It's said
to be an alternative for Camtasia, but it does have limitations. With CamStudio
you can

* determine which area of the screen will be recorded

* use arectangle at the given resolution and drag it over the area of the
screen to be recorded

* record the whole screen

* create video tutorials and share them with others

* create video-based information products you can sell

* etc.
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Getting Started with CamStudio

* Go to CamStudio.org then scroll down and you'll see 2 download links;
Latest version which is CamStudio 2.6 and Loseless Video Codec v1.4

* C(Click on the CamStudio 2.6 download button, it will take you to
sourceforge.net which will download the software for you

* Save the software on your computer

* C(lick the CamStudio.exe download link and hit Run to download and
install it on your computer

* Launch the program from the location you saved it in

"™} CamStudio - Custom Build oo S

File Region Options Tools Effects View Help

QIlilE ==&

- CamStudi"‘

RECORDER

Ready

Regions

Make sure that you've set the input region before recording. The region
determines which area of the screen will be recorded. Just choose Region from
the main menu. You will see 3 types of regions you can choose:

Region - You have to select the recording area by click-dragging the left mouse
button as the cursor turns into a pen on cross-hairs
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Fixed Regions - This allows you to define the size of the region in pixels. If you
checked "Fixed Top-Left Corner," it will record from a set capture area as soon as
you press record

Screen - It will record the whole screen

Options

Video options - It allows you to optimize your video recordings by setting up the
quality, frame rates and file size of your video files.

Cursor options - Here you can hide or show the cursor, use a custom cursor and
highlight the cursor. It helps you illustrate the action you are recording.

Audio Options - There are Audio Options for microphone and speakers. Use the
dialog box to set the recording format and compressed format of your audio.

Below are other options that you can adjust:

* Do not record audio

* Record audio from microphone

* Record Audio from speakers

* Enabled Autopan (the capture area will follow the cursor to wherever it
goes during recording)

* Autopan Speed

* Automatically stop recording

* Program Options

* Record to Flash Options

* language

Effects

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office * (503) 339-9779 fax < helpdesk@DeannaMaio.com « www.DeannaMaio.com




21

Annotation

* Add System Time Stamp
* Add Xnote Time Stamp
* Add Caption

* Add Watermark

View

e Normal view
* Compact View
* Buttons view

How to capture screen action with CamStudio

e Start by launching your CamStudio
* Open the region menu and select one from the options: Region, Fixed
region and Full screen

| [ iCamStudio-Custom Build lenll= S |
|Region Options Tools Effects View Help

Region %
° y
Fixed Region...
v Window Record to AV
Full Screen d . ™
WITWITJ I O

* Choose whether you will record audio or not (from the options menu,
remove the tick in "Do not record audio option."

* Select the output format before recording (AVI and SWF)

* If you think you're ready to record, just press the "record" button

* Press the "Pause" button if you want to temporarily stop the recording
and press “Stop" if you want to end the recording
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("] CamStudio - Custom Build lecnll= S

File Region Options Tools Effects View Help

Ol =Enm

* Once you've stopped your recording, a dialog box appears that will ask
you to save your file
* Type the name of the file and click Ok.

* Preview your screen capture
If you wish to learn more about using CamStudio, please go to this website:

http://www.youtube.com/view_play list?p=A57A11COD77BBF9B

PicPick

Click here to download

PicPick is user-friendly computer program that offers a variety of ways to edit
digital photos, suitable for software developers, graphic designers and home
users. It is available in multiple languages and can be used in either a single screen

or double screen computer environment.

Features
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Pick a task...
New task

New

Create a new blank image

<’ Open

Open an existing image

I@ Screen Capture

M Full-screen

[&] Wwindow Control
[E@ Scrolling Window
{¥] Region

..... Fixed Region

J& FreeHand

{E) Repeat Last Capture

Graphic Accessories

v .
¥ Color Picker

Pick a color code on the screen

# Color Palette
Find and tune the color that you want
Q Magpnifier
Give a closer look at pixels on screen
™ Ppixel Ruler
Measure the size of desktop objects and images

CrossHair

Figure out the relative coordinate
¥ Protractor

Measure any angle on screen

¢ WhiteBoard

For presentation or drawing something

Screen Capture - it can perform a variety of captures with customizable keyboard

shortcuts

* Full Screen [Print Screen]
* Active Window [Alt + Print Screen]

* Scrolling Window [Ctrl + Alt + Print Screen]

* Repeat Last Capture [Shift + Ctrl + Q]
* Window Control [Ctrl + Print Screen]

* Region, Fixed Region [Shift + Ctrl + Print Screen]
* FreeHand [Shift + Ctrl + Alt + Print Screen]

Image Editor - PicPick Image Editor has a sophisticated screen capture utility,
color picker, ruler and magnifier, and a whiteboard function.

Color Picker and Color Palette - You are able to pick and save your favorite colors
so you can easily use them for the future. It supports various color code type

(Rgb, HTML, C++, Delphi)
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Screen Pixel Ruler - You don't have to install any other screen ruler software. You
can take horizontal and vertical measurements with various units such as Pixels,
Inches and Centimeters.

Screen Magnifier - It has the capacity to zoom up to 10 times

Screen Protractor - Helps you find angles on screen or measure angles between
two lines.

Screen Crosshair - Used for aligning objects and calculating relative coordinates
on screen, it helps to get the position of any pixel on the screen

Whiteboard - Allows you to write on the screen with the mouse and then capture
it as a screenshot.

Getting Started with PicPick

* Go to http://www.picpick.org/download and click the "Download Home
Free-version (from NTeWORKS)" link.

* Then click the "Click here to Download now" link and install

* Open your PicPick and you'll see the features that you can use in editing
or creating your image

* If you want to take screenshots, just choose from a variety of captures
under "Screen Capture" menu and simply click on the screen

D@ Screen Capture

©

M| Full-screen
[@ Window Control
E Scrolling Window
¥} Region

i3 Fixed Region

% FreeHand

F‘o Repeat Last Capture
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® The captured screen can be opened directly in the image editor for

editing
| =4 Home View L) < o @ - 8 X
(] Eee | | BNV~ E == | g INEEE
Resize p— _ e
i Select “\ Rotate ~ Effects &lel s (@ 1| e [{») =R
Image Tools Colors
|
| ® Image 4
| |
300 ..., |0 EL 600  [790 800 |
| -
PicPick 3.1.7
= NTeWORKS Download Center
» Click here to Download now
R e N\
. Thank you for downloading...
SOFTWARE DESCRIPTION:
S PicPick is user friendly and full of features for creating your image,
suitable for software developers, graphic designers and home user.
3 Itis an all-in-one program that provides full-featured screen capture
tool, intuitive image editor, color picker, color palette, pixel ruler, i
I , o PR i ,
I 4+ 854, 340 163 10] 1366 x 667 100% (=) 0} *

* Save your image by pressing Ctrl +S then save

The main elements of the PicPick Image Editor are:

* File tabs

* Drawing and text tools

* Image size and image canvas

e Zoom tool

* Image modification and filter buttons

There are so many output options for captured screen such as:

* Copy to Clipboard
* Save to Image File
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* Print the image

* Upload to Facebook
* Upload to Twitter

* Upload to FTP

* Email using Outlook
* External Program

* Auto Save As...

Using the tools on the Picpick Image Editor, you can draw, insert shapes, arrows,
lines and text, use effects like blur, sharpen, hue and pixelate, adjust contrast and
brightness, and rotate or flip the image.

When finished, just press Ctrl + S and save it. The popular formats for the web are
JPG and .Gif.

If you wish to learn more about using PicPick, please go to this website:

http://www.youtube.com/watch?v=X4-dFWeieEM

FotoSketcher

W FotoSkefcher

FotoSketcher 2,30

Click here to download

FotoSketcher is an easy to use application that converts digital images into pencil
sketches, watercolor, oil paintings, pen, ink drawings and cartoons. It can also

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office * (503) 339-9779 fax < helpdesk@DeannaMaio.com « www.DeannaMaio.com




27

apply vintage photo and sepia effects. Simply choose the photo you want to edit
then select the desired sketch style and it will instantly apply the effect. There are
over 20 different styles available.

Getting Started with FotoSketcher

* Go to www.fotosketcher.com and click on the gray "Download Now"
button.
* |t will take you to the download page; just click "Get FotoSketcher

from Download.com."
* Then click "Download Now" to start your download automatically
* After downloading, execute then Run.
* Afterinstalling, launch the application to get started

Here is what it looks like:

= FotoSketcher - Version 2.30

File Edit Help

FotoSketcherimage - 369x478

How to Use FotoSketcher

* Launch the application then click on "File" and select Open a Picture
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* It will load up the Drawing Parameters

Load parameters Save parameters Reset parameters
Edge threshold —0

Edge intensity

Color intensity

Darken/Lighten

Level of contrast

[ Soften edges

[ Add a frame [ ]
W Texture o

Light texture v
[ Add text [ .. ]

Manual

/ Draw! »- 5 A
brush g o

g ~

You'll see all kind of settings that you can set. You can change the Drawing style,
adjust edge threshold, edge intensity, color intensity, level of contrast, darken or
lighten the image, and add frames and text.

* You can see different Drawing styles. Just click the arrow and select from

the list of styles that you want to use or go to Edit then select drawing
parameters or F10
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Drawing style Pencil sketch 1

Pencil sketch effects
Edge threshold > Pencil sketch 1

= Pencil sketch 2 (b&w)
Edge intensity § > Pencil sketch 3 (color)

= Oil pastel sketch (color)
Color intensity i > Pencil sketch 4

Pen & Ink sketch effects

> Pen & Ink sketch 1

= Pen & Ink sketch 2
Painting effects
Level of contrast { > Painting 1 (recursive fitter)
> Painting 2 (bilateral fitter)
= Painting 3 (median + bilateral fitter)
= Painting 4 (recursive median fitter)
>
>
>

Darken/Lighten

B Soften edges
Add a frame =]

Texture 3 4
Light texture v
> Colored dots

Add text
o = Cartoon 1

= Cartoon 2
1 = Emergence
Z Draw! Miscellaneous effects
> Vivify photo

> Vintage photo

> Merge source and result images
No effect

> Frame, texture and text only

Painting S (watercolor)
Painting 6 (oil painting)
Painting 7 (brushstrokes)
= Painting 8 (expressive brushstrokes)
Stylized effects
Pixelation

v

* You can add text to the image by opening the drawing parameters, then
check the Add text checkbox and click on the box with three dots.

[ Soften edges
Add a frame [ ]

Texture 3 4|
Light texture -

¥ Add text

* You can use the icons below the main menu in editing your image. You can

crop the image, add text, print, undo and redo the action you've made,
save the drawing as... etc.

File Edit Help
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Click Draw when you’re done making changes to the Drawing Parameters.

Once you're finished, Save it by going to File and select Save the drawing as... or
simply by clicking the icon on the menu. You can save it as JPG, PNG and BMP
files.

If you wish to learn more about using FotoSketcher, please go to this website:

http://tutorials.downloadroute.com/video-170199.html

Jing

g

Click here to download

Jing is a fast and easy way to capture images and record videos of what you do or
see on your computer screen. It has a free version and a paid professional version.
Pro version allows you to save files in MP4 format while the free version only
saves SWF (Flash Video) files.

Jing allows you to:

* capture any screen shot you want
* add arrows or caption windows

* create a quick tutorial video

* record screencasts
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collaborate with Snagit and Camtasia

Getting Started with Jing

Go to http://www.techsmith.com/jing.html to download Jing

Click Free Download button at the right-hand corner

Choose a version of Jing to download; Windows or Mac. Click on the
appropriate operating system

A window will pop up which will have installation instructions. Follow
the instructions to install Jing on your computer

As you're installing Jing, you'll be asked to register for a free account
with screencast.com.

Either create new account or use an existing account, you'll need to
provide an email address and password.

Click login in the lower right of the screen

Capture |ﬁ lesmgm

Capture an Image

Once you've successfully installed Jing on your computer, you'll see a
sun icon at the top of your screen

Mouse over the sun icon and three rays will appear

Select Capture - the one with the cross-hairs

Draw a rectangle around the area you would like to capture by
clicking in the corner of the image you would like to capture and drag
the cursor to the opposite corner (you'll notice that everything
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outside the rectangle will turn gray and the part you are capturing
will maintain its color)

* After you have drawn your rectangle, lift up the mouse and a menu
will appear at the bottom of the image you just captured just click
Capture Image

* Name your picture and save it on your computer or copy the image
to your clipboard

Arrow
Text
Box
Highlighter

Color

Undo & Redo

* Arrow - allows you to draw an arrow anywhere in the picture

* Text - allows you to create a text box then type text in it

* Box - allows you to draw a box around an object

* Highlighter - allows you to highlight any part of the image

* (Color - allows you to specify the color of the highlighter and box

* Undo and redo - allows you to undo or redo the action in case of mistakes

Record a Video

* Mouse over the sun icon and select Capture
* Click and drag the cross-hairs to select a region
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* Click the Capture Video button (if it's your first time to use it, Jing will ask
which audio device you'd like to use)

* There will be a 3-second countdown before capturing the video and yellow
strip-like vertical brands will start scrolling to indicate that the recording is
in progress

* You can Pause, Restart, Stop or cancel your recordings by clicking on the
buttons below your captured video
*  When finished recording, Click Finish then Save.

Videos are limited to 5 minutes in length for both Jing and Jing Pro version.
If you wish to learn more about using Jing, please go to this website:

http://www.techsmith.com/jing.html

Gimp
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Click here to download

Gimp is a multi-platform photo manipulation tool. It can be used for preparing
images for use on a website and retouching digital photographs. Gimp is short for
Gnu Image Manipulation Program. It is a powerful image editing program that is
available for UNIX, Windows and Macintosh computers that can be used as a
simple paint program, online batch processing system, image format converter,
etc.

Supported File format

e JPEG(JFIF)

* GIF

* PNG

* TIFF

e PSD

* TGA

* BMP

* other special use formats

Supported Platforms

* GNU/Linux
* (i386, PPC)
*  Microsoft Windows (XP, Vista)
Deanna Maio - Business Growth & Marketing Strategist
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Mac OS X
Sun Open Solaris
FreeBSD

Getting Started with Gimp

Go to www.gimp.org and click the Download button on the lower part of
the header
Then it will take you to the download page for windows, click "Download

Gimp 2.8.0 link (If you want the Mac version just scroll at the bottom of the page
then select Mac 0S X) In this case, | used Gimp for Windows.
After installing, launch the Gimp to get started

Gimp Features

Once you've launched Gimp, you'll notice that the Gimp's program elements or

dialogs can float anywhere on the screen. The individual dialogs are combined in a

tabbed view in the center of the window and each image has a tab that is

adorned with a thumbnail.

Toolbox - You can see it on the left corner that includes different tools that you

can use in editing pictures. This is one of the main dialogs you'll want to keep

handy.

Rectangular Select Tool - Select a rectangular region

Ellipse Select Tool - Select an elliptical region

Free Select Tool - Select a hand-drawn region and polygonal segments
Fuzzy Select Tool - Select a contiguous region on the basis of color

Select by Color Tool - Select regions with similar colors

Scissors Select Tool - Select shapes using intelligent edge-fitting
Foreground Select Tool - It selects a region that contains foreground
objects

Paths Tool - create and edit paths
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Color Picker Tool - Set colors from image pixels

Zoom Tool - adjust the zoom level

Measure Tool - use for finding exact pixel distance

Move Tool - Move layers, selection and other objects

Alignment Tool - Align various layers with ease

Crop Tool - use for cropping edge areas

Rotate Tool - Rotate the layer, selection or path

Scale Tool - make things bigger or smaller by percentage

Shear Tool - adjust image for perspective on the sides

Perspective Tool - Change perspective of the layer, selection or path
Flip Tool - reverse horizontally or vertically

Cage Transform - deform a selection with a cage

Text Tool - for creating and editing text layers

Bucket Fill Tool - use to fill selected area

Blend Tool - fill with gradient colors

Pencil Tool - Painting using a hard edge brush

Paintbrush Tool - Paint smooth strokes using a brush

Eraser Tool - Remove areas using a brush

Airbrush Tool - Painting with variable pressure

Ink Tool - Calligraphy-style painting

Clone Tool - duplicate an area using a brush

Healing Tool - heals blemishes or image irregularities

Perspective Clone Tool - Clone an image after applying perspective
transformation

Blur/Sharpen Tool - use to blur or sharpen selected areas

Smudge Tool - for smudging selected areas using a brush
Dodge/Burn Tool - lighten and darken selected areas
Foreground/Background Colors - click to open the color selection dialog
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Ra
P TN
S o O

Below the Toolbox there is Tool Options where you can adjust the paint mode,
opacity, size, aspect ratio, angle, dynamics, rate and flow that you can apply while
doing your project.

‘?_70\ Tool Options =
Airbrush
Mede: | Color erase E]
Opacity 1000]
Brush
.,, 2. Hardness 050 [3
ize 20007 &
Aspect Ratio 0007| &
angle 000 | &
22 Dynamics
Pressure Opacity @
[+ Dynamics Options
[] Apply Jitter
[] smooth stroke
D Motion only
|Rm 786
Iﬂw 8o :
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Canvas area is where you create your document. It is the boundary of the image
so even if you have a smaller or larger layer than the image boundary size, the
maximum image area that you can view is determined by the canvas size.

File Edit Select View Image Layer Colors Tools Filters Windows Help

E]LOQ.I.l.l.IO.l.l.|.|.Ilqol.|.|.l.|ZQ°|.|.|.|.|m|.|.1.|.|@|.|.|.|1§§‘
o] -

m

f loo%El baby image,jpg (1.3 MB)

3o 1 - i | v
h

On the right is the Layers dialog where you have the layers tab, channels tab, path
tab and the history tab where you can undo any changes that you've made.

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office « (503) 339-9779 fax « helpdesk@DeannaMaio.com ¢ www.DeannaMaio.com




39

Below the Layers are the brushes, patterns and gradients that you can use in
editing or creating an image.

DOl 1
@2‘5 MQ@
2 tif‘ ;' :ﬁ

+ TR

‘%",g"u n

m

+ ' +
\\\\\ a it Y.
Basic w
Shacing 100f
2 ] & o=

Taking a Snapshot of a Web Page

* Simply go to File from the menu of the canvas area then select Create -
From Webpage

* A new window will appear asking you to enter the location or the URL

* Enter the URL and adjust the width (pixels) and font size to whatever you
want

* Click Create and it will process and pull in the webpage that you want

* Then once the image is on the canvas area, you might want to zoom in by
clicking z then click anywhere in the image

* You'll see the snapshot of the webpage; you can now start editing the
image

There are tons of tools that you can use in Gimp, just take time to play around
with the tools, and you’ll discover some of the amazing things that you can do
with Gimp.
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If you wish to learn more about using Gimp, please go to this website:

http://www.gimp.org/tutorials/

Notepad++

Click here to download

Notepad++ is a text and source code editor for Windows. It is a free
notepad replacement that supports several languages. Notepad++ is
tabbed editing that allows working with multiple open files.

Getting Started with Notepad++

* Go to notepad-plus-plus.org/download/v6.1.3.html
* Then click on the Notepad++ Installer: Take this one if you have no idea
which one you should take
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Download Notepad++ 6.1.3

Release Date: 2012-05-28

T bownioad.

ake this one if you have no idea which one you should take.

: Don't want to use installer? Check this one (zip format).

* Then execute the downloaded file -Run and Install

How to use Notepad++

* Launch the program by clicking on the desktop icon or through start menu
then click the Notepad++

* You'll see a blank document (We will try to build a sample basic webpage)

e Start writing the basic html code or anything that you want to include on
your page

g -~ i
L “new 2 - Notepact+ 1 o o

File Edit Search View Encoding Language Settings Macro Run Plugins Window ? X
JEHEB 2 £i| &£ E§ Ej| D E§| A ﬁa| % %| = Ej| = 1 !Ei[j ”

& changelog [=] new 2 |

1 <html>

2 <head>
<title>This is just a Sample</title>
<body> |
<hl1>This is a sample web page</hl>
</body>
</head>
</ntml>| |

] o Wb W

Click on File then Save as... - name your file and identify the type of file or choose
from the extensions available on the drop down menu.
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—

[of Save As

m NomaltexfieCoe) A

Flash Action script file (".as;” mx)
- Ada file (".ada;" ads." adb)

Savein: |, Notepades

h Name

<
Recent Places

Desktop

1. localization
L. plugins
.. themes
. updater
|, user.manual

e — | change
=

Libraries

A

Computer

w

Network

File name:
N“W1

= langs.model
| license
[._Linotepad‘»
(%, NppShell_04
|| readme

. % Scilexer.dll

ptogranvm.g
=] config.model Dff fie ("dff " patch)

Assembly language source file (*.asm)

Active Server Pages scrpt file (".asp.”.asp)

Autoh (".au3)

Unix script file (*sh;* bsh)

Batch file (" bat:".cmd;" nt)

C source file ("c)

Categonical Abstract Machine Language (*ml."mki;” smi " thy)
CMAKEFILE (" cmake.” cmake)

COmmon Business Oriented Language (".cbl;*.cbd;" cdb:" cdc:" cob)
C++ source file ("h;" hpp:” hooc:” cpp:”.cxx:".cc)

C# source file ("cs)

Cascade Style Sheets File ("css)

D language ("d)

Fortran source file ("f.*for.”£90.°£95.°f2)

Haskel ("hs."hhs." as." las)

Hyper Text Markup Language file (" html:* htm:* shtml;* shtm;” xhtml:" hta)
MS ini file ("ini;"inf." reg:" ur)

Inno Setup script ("iss)

«Java source file (" java)

JavaScript file ("js)

JavaServer Pages script fie (" jsp)
KiXtart file (" kix)

List Processing language file ("Isp:” lisp)
Lua source Fle ("lua)

Makefile (" mak)

MATrix LABoratory (*m)

v

Find and open your file to see the output. You can go back to your Notepad++ to
do some editing or to add some more contents to your page. Just hit Ctrl+S after

adding your content then go back to

the browser to see the changes you've made.

How to Record a Simple Macro in Notepad++

Launch your notepad++

Hit the red "record" button or

go to Macro and select "Start Recording."

ﬂ Start Recording

Stop Recording

Playback

Run a Ma

Save Current Recorded Macro...

Trim Trailing and save

Modify Shortcut/Delete Macro...

Ctrl+Shift+P

cro Multiple Times...

Alt+Shift+S

guage Settings | Macro | Run

2e| il 2 x| EE

I}

>>

Window

= 1(FE3|

Plugins ?

-

Begin typing the text you want to record
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* Then click Stop when done typing the text
* To save the text, go to Macro then select Save Current Recorded Macro...
* Name your macro and set the shortcut keys you want to use and click OK

Shortcut @

Name: Sample Macro

[V]CTRL
R

[C]aT None A
Backspace =

Tab
(e
S Esc
This will disable the accelerator! Spacebar =

Page up
Page down r
End

Home
Left h

Up
Right
Down

* You can now use your macro by going to Macro then Playback or by
entering the short keys using keyboard or by clicking the playback icon.

Start Recording

Stop Recording

Playback Ctrl+Shift+P
ave Current Recorded Macro...

Run a Macro Multiple Times...

Trim Trailing and save Alt+Shift+5

Modify Shortcut/Delete Macro...

35 [Macro | Run Plugins Window ? X
V|l x| BE|=1 L_j| . '7 ”

If you wish to learn more about using Notepad++, please go to this website:

http://www.youtube.com/watch?v=EuW4EhdPv0o
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Speed Typing

Click here to download

Speed Typing helps you used text quickly and easily. It is very useful for fast
standard typing phrases such as signatures, email addresses, URLs and so on. All
you have to do is to type a word and Speed Typing will automatically replace it
with a line or a paragraph.

Getting Started with Speed Typing

* Go to www.colorpilot.com/speed-typing.html
* Scroll down and find the "Download Speed Typing 1.40 (140K)" link

\Download Speed Typing 1.40 (140K)

* Execute the program then Run and Install

* You can open the Speed Typing program into your taskbar if you pinned it
there or by clicking on the “show hidden icons” arrow

* Right click on the icon then choose Phrases...
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Phrases...
Add phrase...

Paste method 4
StartUp

About...

Help

Clipboard history »

* The Speed Typing - Phrases window will appear. Click New on the speed
typing interface

'S Speed Typing - Phrases

Keywords | Phrases |
Have a wonderful day!

infol Color Pilat Junior - this is an invention that makes col... Edit
longname T aumatawhak atangihangak oauauctamateapokaiwh. ..

Delete

I
= | |&

* Another window will appear. Enter a keyword and phrase or the
message that will appear when you enter the keyword

%' Speed Typing - Keyword and Phrase - M

Enter keyword: ]

[
Enter phrase: E’

>

— Reaction:
* Auto [} T e

|i

| [~ Paste method:
" Clipboard " Keyboard ¢ Use global setting

Il Help | I oK I Cancel |
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* Hit okay when done and add more if you like

* Once you’re done, try to compose an email message then type in the
keyword that you set up and you’ll see how it will automatically
populated the composition message that you’'re going to send

Now you don’t need to type over and over again the same phrases or paragraph,
all you have to do is set things up on your Speed Typing interface and you’re good
to go.

If you wish to learn more about using Speed Typing, please go to this website:

http://www.colorpilot.com/speed-typing.html

Open Office

OpenOfficeorg

Click here to download

Open Office is a multi-platform office productivity suite for word processing,
spreadsheets, presentation graphics, formula editor and more. Open office is
sophisticated and flexible that works transparently with a variety of file formats.

Getting Started with Open Office
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* Go to www.openoffice.org/download/ to download and install the

software

* You'll see different Open Office downloads such as Open Office 3.4.0, Open
Office Extensions, Open Office Templates and Open Office Developer
Snapshots. There’s also a Mac version available.
In this case, we will download the Open Office 3.4.0 for windows

* Click on the link to download

* Execute the program — Run and Install

Useful programs inside Open Office:
Open Office Impress - Used to create presentations and digital slideshows

Open Office Calc - is an electronic spreadsheet program that works on both Linux
and Windows

Open Office Writer - is the word processor component of the Apache Open Office
software package just like Microsoft word

Getting Started with Open Office Writer

Launch Open Office writer by going to Start menu - All Programs — Open
Office.org 3.4 — Open Office.org Writer
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Menu Bar " {2 Untitied 1 - OpenOffice.org Writer o
fle Edt Yiew [nsert Format Table Jools Window Help

X
Standard Toolbar “ B-BBHx ,;,@}_4. ‘:}@ G- 7 fndlet ”
Formatting Toolbar “ 8/ Oclout v| TmesNewRoman (v 12 [« B J U B

—— L.
Horizontal Ruler

Ruler - . .
Working Area m

Scroll Bar

(]

“o» .

Status Bar

«

Pagel /1  Default Englsh (USA) INSRT STD (b &)

Paper Size

* You can change the Paper size in Writer by going to Format then Page and
select the Page tab on the Page style window.

* Usually the common paper size is set to 8 1/2 by 11 inches

* In the Format pull down menu, select Letter if it's not already selected. You
can see other paper sizes on the Format pull-down menu and select the
one that you want to use.

* You can turn on the Header and Footer to your document, change border
styles, set columns, set up margins and add Footnotes.

Indention

* You can use the ruler to adjust the indentions of selected paragraphs. Use
the three small triangles on the horizontal ruler or right click anywhere on
the screen then select paragraph and click on the Indents & Spacing tab.
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* Highlight the paragraph that you want to change the indent then drag the
bottom left or right triangle to the location you want.

* If you want to change the first line indent of a selected paragraph, just drag
the top left triangle on the horizontal ruler to the location that you want

* By double clicking anywhere on the horizontal ruler, you can adjust the
indents of the highlighted paragraph

Insert Special Character

* Click anywhere in the document where you want the symbol to appear

* Click Insert then select Special Character

* Inthe subset menu click the down arrow and select Miscellaneous Symbols
* Scroll down until you see the symbol you want to use then click OK

Getting Started with Open Office Calc

Launch Open Office writer by going to Start menu - All Programs — Open
Office.org 3.4 — Open Office.org Calc
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Main Menu Toolbar

File Edit View Inset Format Tools Data Window Help X
Function Toolbar “ ‘B3 = 8 & S “é@ ¥ 8 7 FindTet
Formatting Toolbar “ : B +J10o [+] B7 U ===
Formula Toolbar v A Z = |
B ] C \ D | E ¥a
Cells
Spreadsheet

12 ‘ . a

«4» 1]\ Sheet1  Sheet2 [ Sheet3 / U« am a

Sheet1/3 | Default STD Sum=0 | © ® ®

Calc Toolbars

* Menu Toolbar - gives you access to many of the basic commands used in
Calc

* Function Toolbar - contains icons that provides quick access to commands
such as New, Open, Print, Copy, Paste, Sort Hyperlink etc.

* Formatting Toolbar - contains icons and drop down menus that allow you
to select font style, font size, font color and background.

* Formula Toolbar - contains the cell Name Box drop-down menu, icons like
function wizard and Sum, and a long white box called the Input Line

Entering Data

* Click on the A1l cell (Cell address - combination of the column letter and the
row of a cell)
* You'll see a black border around the chosen cell (black border indicates that
the cell is active)
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* Type anything on the cell and press Enter

* You'll see that the black border will be on the A2 cell (below A1l cell). When
you type something in a cell and you press Enter, the cell below becomes
the next active cell

* If you want to delete the text on a particular cell, select the cell then press
Delete (Delete Contents window will appear)

I Delete Contents lﬂ_h,l‘
Selectin___
[l Delete all
.
(V] Numbers
[V] Date & time
[¥] Formulas

[V] Comments
["] Formats

["] Objects

[

Check the box of your choice and click OK

Getting Started with Open Office Impress

Launch Open Office writer by going to Start menu - All Programs — Open
Office.org 3.4 — Open Office.org Impress

If it's the first time you open the Open Office Impress, a Presentation Wizard
window will appear. You will have three choices to start your presentation; Empty
Presentation, From Template (contains seven different slide starters) and Open
Existing Presentation.
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Presentation Wizard

Type
@ Empty presentation

() Erom template

(©) Open existing presentation

Preview

Do not show this wizard again

<< Back

When you're done choosing the type of presentation, click next and you'll see
another presentation Wizard window. This time, it will ask you to select a slide
design and an output medium. If you don't select one of the backgrounds, your

presentation will start with a blank.

Output medium include Original, Overhead sheet, Paper, Screen and Slide.

oo 4y L WA
| e

%

i [l S50

.=

Select a slide design

|Presentation Backgrounds

<Qriginal>

Black and White

Blue Border

Blue Lines and Gradients

Pl Chmee S Ao

Select an output medium

Original @ Screen

() Overhead sheet ©) Slide

() Paper

Preview

Help l [ Cancel

J|

Click Next to Proceed.
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Another Presentation Wizard window will appear where you can set up Slide
transitions (Effect and Speed) and timings. You can make your presentation

automatic by applying timings to the slides.

Presentation Wizard

Select a slide transition

/"/B‘ﬂ |

Speed Medlum

Select the presentationtype ———————
© Default
() Automatic

Duration of page 00 00:10

Duration of pause 00 00:10 [¥] Preview
[] Show logo
[ Help ] [ Cancel ] [ << Back ] ’ Next >> [ ]

Click Create when done setting up and start creating your presentation.

Areas of the Screen

Slides Pane - shows the thumbnail views of all the slides in the presentation.

+{ | Gray E]l a @

x| Slide Sorter

"EHmgs BEIYE) @S D
¢

’Normal IOutIine |Notes IHandout

Click to add title

Slide - it is the working area of the presentation
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’ Normal ‘Outline INotes |Handout‘

-~

Click to add titie

m

Cikx waodeen

Task Pane - it shows different slide layouts, Master Pages, Table Designs, Custom
Animation and Slide Transition

Tasks View v X

| P Master Pages
P Layouts
| > Table Design
| b Custom Animation

« Slide Transition

Different slide show Viewing Options:

You can view your slide show in different ways where you can rearrange it easily.
It is located above the slide you are working on.

INormal OutlineINotes IHandout[SIide Sorter ]I

Drawing toolbar is at the bottom of the Impress main screen. It contains most of
the tool you can use in creating you presentations

Drawing Toolbars:

(B /2 EOT 2 %9 @ @ W -P-%- L, ORE

Presentation toolbar:
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It contain buttons for new slide, slide design, slide layout, duplicate slide and
viewing your slide show

There are so many things that you can do to make a great presentation. You
can:

* Add music - add music to your presentation by going to the menu then
Click Movie and Sound (A pop up window will appear where you can
choose the music). You'll see an audio symbol in your slide indicating that
you have inserted music in your presentation.

* Add Pictures - to add pictures to your presentation just go to the Insert
menu then click on Pictures - From File. Select the image you want to
include and click open.

* Special Effect - add special effects to your slides by going to Custom
Animation tab and click the Add button. Custom Animation window will
appear where you can choose effects for your presentation.

* Slide Transition - just go to Slide Transition tab then choose which style of
transition you want to add then modify speed and sound.

* Hyperlink - OO0 Impress allows you to create a link on your presentation
which will bring you to another slide or document. Simply click on the
hyperlink icon from the standard toolbar and supply the details needed to
add a hyperlink.

If you wish to learn more about using Open Office, please go to this website:

http://www.openoffice.org/

Filezilla
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fz

Click here to download

Filezilla is a free application and cross-platform FTP software where you can
create a connection between your local system and an SFTP site. It is available for
Windows, Linux and Mac OS X. With Filezilla, you can resume interrupted file
transfers, preserve file date/time on transfers and prevent overwrite of newer
files. Go to www filezilla-project.org - you can choose to download filezilla for all

platforms or For Windows only.

Getting Started with FileZilla

Click on the button that you wish to download and follow the instruction on
the site to download

Execute Filezilla then Run and Install

The default installation settings are recommended for most users.

After you have installed FileZilla in your computer, launch the program

Using the Quick Connect Bar

Enter the address of the server into the Host box then the username and
password if required. Also, provide the port of the field if it not the default
port.

Port
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21— FTP
22 - SFTP

* Click Quick Connect button.

* Once connected, Choose File then select "Copy current connection to Site
Manager..." to make a permanent entry (Use the Site Manager if your want
to store FTP server names.)

Using FileZilla

* Once you've opened your Filezilla, go to File then select Site Manager or
simply by clicking on the icon below the File on menu that says "Open the
Site Manager." (Site manager window will appear)

* To add a new site, click the "New Site" button on the Site Manager window
and type in the website name for example, "My Website."

* Under the General's tab, enter your FTP address and port.

* Your server type should be "FTP - File Transfer Protocol, Logontype should
be Normal so you can type in your username and password

- ]
Site Manager &J

Select Entry:

4y My Sites
~ [l My Website Host: ftp.mysite.com Port: 21|

!ro!oco" [FI'P - File Transfer Protocol v]

General iAdvanced l Transfer Settings l Charseti

* Click Connect for FileZilla to connect to your server.

* Once you are connected to the server, you'll see folders (called the root
directory of your website) in the right window. All of your website files
should go to your public folder (public_html).
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Remote site: | / -
..... 2 etc -
----- 2?2 mail
----- 2 perl
.2 public_ftp
E\ . public_html
..... ? sl
% tmp

[ m

1

Creating New Directory

* You can create new folders under Remote site window by right clicking in
the remote site window then select "Create Directory" and type the name
of the directory, Click OK.

Create directory (- S
Please enter the name of the directory which should be created:

[ OK ] [ Cancel

Transferring Files to the Server

* To transfer files to the server, double click the folder in your Local Site
window that contain the files you want to transfer and drag the files or
folders to the "Remote site" window.

* You'll see the upload progress in the Transfer Queue window located at the
bottom window in FileZilla.

Server/Local file Direction Remote file Size Priority  Status
2
Chwamp\www\gbookl7\l...  -->>  /public_html/test/language.in... 7184 Normal  Transferring
00:00:00 elapsed ~ --i--i-- left [ NIUDIGGINNN  7-184 bytes (7 B/s)
C\wamp\www\gbookl7\... --3> /public_html/test/print_sec_i... 1952 Normal Transferring

* Your Filezilla will show the files you uploaded on the Remote site

If you wish to learn more about using FileZilla, please go to this website:
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http://www.youtube.com/watch?v=WtqqlMn1ItA

Skype

Click here to download

Skype is one of the most popular voice communication services in the world. It
allows users to communicate with peers by voice and video, instant messaging
over the internet and connecting with Facebook friends. With Skype, you pay
nothing more than the monthly internet service.

Users can also pay for premium services such as SkypeOut and Skypeln. With
SkypeOut, you can call any regular phone from a Skype-equipped computer while
with Skypeln, users can pay for a conventional phone number that anyone with a
regular phone can use to call the Skype user.

Getting Started with Skype

* Go to www.skype.com/intl/en/home

* Hover your mouse over the "Get Skype" tab and choose the system that
you're using
* You can get the Free Skype or Skype Premium where you have to pay
S$4.99/month
* In this case, we will be downloading the free version of Skype so just click
the "Download Skype" button to download the application
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Just continue the process from Executing the file to installing Skype on your
computer

Once installed, it will automatically open its own window

If you already have a Skype account, simply provide your Skype Name and
Password then click the Sign me in button

S Skype o]

Skype Tools Help

Skype Name Don’t have a Skype Name and password yet?

_ Create a new account

Password

& Sign me in when Skype starts

If you do not have a Skype Account, click on the "Create a new account"
button and you'll be redirected to a web page where you can create your
account.

Click on the "create an account" link on the Skype web page then supply
the information needed such as First and Last name, email address, profile
information, your chosen Skype Name and Password etc. Click | agree-
Continue

Once you have created your sign in details, you will be taken to the
Welcome Page

Start adding your friends by clicking on the "Find Your Friends" button and
it will search for contacts from your address books. Add a contact by
clicking on the "Add a contact" button
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. Add a contact ‘“-’l- Group

| 32,974,989 people online

et
€z -

* Then provide their email/ Phone number/ Full name/ Skype name and click
llAdd.ll

Add a contact

If they’re on Skype too, calls are free.

Enter all the details you know:

Free Messages and Calls

Click on a contact in your list to open a chat window. You'll see the status of the
person you wish to contact beside his profile image. Below are 3 buttons you can
use to Call, send files and to check the call quality information between you and
the person you're contacting.
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-
d

4 Online . el

€ call

Send File...
Send Contacts...
Share Screens...

Add people

Skype allows you to show messages from the past. Just click on Yesterday, 7 days,
30 days and so on.

© \

Below is the text box where you can type in the message. Once you have added
the text, click on the blue button located at the right of the text box or Enter to
send the message.

5 Show messages from: Yesterday « 7days « 30 days Send J

® 2

This is where you type the message @

You can send files, contacts, share screens and add more people to the
conversation. You can also send emoticons by clicking on the smile icon above the
text box and choose the icon you want to send.
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To make a Call simply select the person you wish to call on your contact and press
the green Call button.

4 Online

e

B 4+ il

Skype allows you to call your contact and talk to them either with or without
video. You can click either the green "Call" button or the green "Video call"
button.

You can also chat and call at the same time. This is useful for sharing links while
calling. Here are some of the buttons you can use while calling.

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office « (503) 339-9779 fax « helpdesk@DeannaMaio.com ¢ www.DeannaMaio.com




64

Mute your
Microphone

End Call

Show
contacts

Tumon Call quality information  Full Screen
ShowIM Video Add, send & share

Customizing your Profile

* While logged in to your Skype account, click on your name below the Skype
menu

* You'll see 2 buttons (Skype Home and Profile) at the top on the right hand
side of your Skype interface

* Select Profile then Edit

* You can add or change your picture, change or edit your Skype name, add a
Mobile number, Email address, birth date, gender, or add a description
about yourself, etc.

* After editing your profile, it will automatically apply the changes you've
made.

If you wish to learn more about using Skype, please go to this website:

http://www.skype.com/intl/en/home

Dropbox
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<. <>
Draﬁfl;ox

Click here to download

Dropbox is an online virtual storage utility that allows you to bring all your photos,
documents and videos anywhere, and share them with friends in just a couple
taps. Dropbox is free for Windows, Mac and Linux that also allow users to create a
special folder on their desktop and all files in this folder are accessible through a
website and mobile phone application.

Getting started with Dropbox

* Go to http://www.dropbox.com

* If you already have an account, you can just click on the "Sign in" link at the
upper left-hand corner then type in your email and password - click Sign in.

* But if you don't have an account yet, simply click on Sign in then “Create an
account.”

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office * (503) 339-9779 fax < helpdesk@DeannaMaio.com « www.DeannaMaio.com




66

ﬁ & Signin v

Password

[C] Remember me Sign in
Create an account

To create an account: click on the Create an account link then Fill out your First

and last name, Email, Password and tick on the Dropbox terms - click the Create
account button.

You'll be taken to a page that say's Downloading Dropbox... with the instructions
below on how to set up your Dropbox.

%+ Drophox

.
% Downloading Dropbox...
.\ Your Dropbox download should automatically start within seconds.
/\ If it doesn't, restart the download.

% User Account Control ot ) Dropbox Setup ot
J Welcome to
Dropbox Setup
@ Dropboxee (st ]
1. Run the Dropbox Instalier 2 Ciick Yes 3. Follow setup Instructions
Click on the _exe file that just downloaded in  Click Yes to accept the User Account Control Follow the instructions to get Dropbox set
the lower left corner of your browser settings dizlog up on your computer and you will be good
window. to go!
hel n

Follow the instructions to install the desktop version of Dropbox. After you've
finished installing, you should see your Dropbox on your desktop.
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Start synchronizing your files by storing them in your Dropbox folder. You can
create sub-folders within the Dropbox folder to organize your files. Whatever files
you've saved in your Dropbox folder, it will be synced with other computers and
devices.

If you want to share a folder - just open up your Dropbox folder, select the folder
you want to share, right click on it then choose Dropbox and select "Share this
folder."

@ Photos R/5/201210:15 AM  File folder

< Public Open 7 AM  File folder

o Song! Open in new window PM  Filefolder

Q Gettin Open as Notebook in OneNote D5 AM  Adobe Acrobat D...
Dropbox 4 Browse on Dropbox website
Share with » Get link

Share this folder...

&,  Groove Folder Synchronization 4

Restore previous versions

Scan with ESET Smart Security
Advanced options 4

(e

Once you click Share this folder, it will bring you to their website where you have
to verify your email address. Once verified, click on the share this folder icon
beside the Dropbox search box.

How to Restore Deleted Files

* Go to the Dropbox website and sign in to your account
* Click "Show Deleted files and folders will be displayed with grey text.

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232
(503) 893-9510 office « (503) 339-9779 fax « helpdesk@DeannaMaio.com ¢ www.DeannaMaio.com




68

* Just click on the drop-down arrow at the end of the file you want to restore
and select "Undelete." (Dropbox keep deleted files on its server for 30 days
so that users can recover accidentally deleted files.

How to upload Files to your Dropbox account

* Sign in to your Dropbox account
* Click on the Upload icon then Choose Files (You can select more than one
file at a time.)

8 Get free space! Mike Sample ~

E 8 @ B Search Dropbox

* Select the files on your computer that you want to upload then press Open
* Once your file is uploaded click Done to see your files on your Dropbox
directory or click Add more files if you want to add more.

# Upload to 'Dropbox’

\.M Grammar and Punctu..#2.doc - 25.00 KE  Dropbox Qo

Add more files Having problems? Try the basic uploader. \ m

If you wish to learn more about using Dropbox, please go to this website:

http://www.youtube.com/watch?v=qlP8jVV{Cxc
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Team Viewer

»,
‘.1

E TeamViewer

Click here to download

Team Viewer is a personal computer software package for desktop sharing, online

meetings and file transfer between computers. It provides easy, fast and secure
remote access to Windows, Mac and Linux and Android OS. Team Viewer is
owned by GFl and was founded in 2005 in Uhingen, Germany.

Getting Started with Team Viewer

Go to www.teamviewer.com - this is where you download the team viewer

software

Click on the "Download" Free for private use

Once downloaded, Execute - Run, choose Install or Run and click Next
You'll be asked “how do you want to use Team Viewer?” Is it for personal,
for company or both. Click Next

Tick on the License Agreement then Next

Choose the installation type then hit Finish

How to Use Team Viewer

Once you have installed Team Viewer, Launch the application and you'll see the

Team Viewer remote control interface

Note: The other participating party must have Team View open in order for you to

take control of their computer

Deanna Maio - Business Growth & Marketing Strategist
3439 NE Sandy Blvd #1412 Portland, OR 97232

(503) 893-9510 office * (503) 339-9779 fax < helpdesk@DeannaMaio.com « www.DeannaMaio.com




70

Here you can find your Team Viewer ID and password. This is what you give to

your partners to connect to your system.

deamViewer

Connection Extras Help

Free license (non-commerdal use only) - sheila

control.

I Remote Control Meeting

|

I Allow Remote Control Control Remote Computer 1
‘ Please tell your partner the following ID and Please enter your partner's ID in order to H
I password if you would like to allow remote control the remote computer.

Partner ID

867 173 472 -
3874 | & © Remote control

(") File transfer

Connect to partner

Setup unattended access...

o Ready to connect (secure connection) Computers & Contacts 2>

If you want to establish a Remote Connection:

* Launch the Team Viewer Application

e Request your friend's ID and Password to have access to his/her computer

* Hit the "Connect to Partner" button then you will be ask to enter your
partner's password. Click log on.

* You are now connected to your partner's computer.

If you choose "File Transfer" instead of Remote Control, you will be allowed to
send and receive files. Just select the files to be transferred and the destination,
then hit the Send or Receive button.

Setting up/ Joining a Meeting

* If you want to start a new session, click on the Meeting tab then press Start
instant meeting

* You will be the presenter; the participants should know the meeting ID in
order to join the meeting you have set up.
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Q Teamviewer ' RSN b ]

Connection Extras Help

Remote Control Meeting
Host Meeting Join Meeting
Start a spontaneous meeting and invite Please enter the ID of the Meeting you
participants to it. would like to participate in.
Start instant meeting ﬁ Meeting ID
m

Schedule and manage your meetings Your name
and invite participants. Wike

My meetings

Schedule a meeting «

o Ready to connect (secure connection) Computers & Contacts 2>

* Butif you are the one who wants to join the meeting, you should also know
the meeting ID then type in your name and hit "Join meeting" (There is no
restriction on the number of people that can join)

* The name of the presenter and all the Participants can be seen on the
meeting interface

You can create a list of your computers by signing up an account in Team Viewer.
Click on the Computers & Contacts link located at the lower right hand corner of
the Team Viewer's interface.

[ Connect to partner ]

CCESS...

: (secure connection) Computers & Contacts 2>

* Click Sign Up then provide the information needed such as Username, E-
mail, Password then click next.
* Set a name and password for your computer then press next.
* You’'ll see a confirmation saying that your computer was added to your list
of computers. Click Finish
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* The computers and contacts window will be attached to the Team Viewer’s
window. It should look like this:

1 ‘ F Computers & Contacts IS0
Connection Extras Help (Online) ~

Trial version, 7 day(s) remaining (sheda)

Remote Control Meeting [ 6 AN =

~ My Computers
Allow Remote Control Control Remote Computer G) 867173472 (this computer)
Please tell your partner the folowing ID and Please enter your partner's D in order to » Offline (0)
password if you would like to alow remote control the remote computer.
control
Partner ID
867 173 472 60914997 -
331gha | & © Remote control
File transfer
- ly. use your predefined
to control this computer remotely. Connect to partner
° Ready to connect (secure connection) Computers & Contacts >

Team Viewer's Menu

On the Connection menu, you can choose to Invite Partner, Setup unattended
access or Exit Team Viewer.

-+ TeamViewer I

Connection Extras Help

Invite Partner... ila)

Setup unattended access...
Exit TeamViewer Meeting

On the Extras menu, you have the Options, tell a friend about Team Viewer, Open
log files, Activate license, play or convert recorded session and see your trial
period.

When you go to Extras then options, you can edit or change some info about your
Team Viewer's account. Here you will see options for the following:

* options for access your computer
* options for remote control
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* options for meetings

* options for Computers & Contacts

* Settings for audio conferencing

* Settings for video source

* Template for "Invite partner"” - Email
* Advanced Options

[ TeamViewer

Connection  Extras Help

Trial version, 71  Options

Play or convert recorded session...

Tell-A-Friend

Open log files...
Allow RejYaiE S Tt ontrol Remote C
Your trial period...

Please tell v ease enter vaur nartner

Help menu is where you can access Team Viewer web help, Team Viewer website,
Feedback, Check for new version and About.

(5] TeamViewer

Connection Extras Help

Trial version, 7 day(s) remé TeamViewer web help
TeamViewer website
Feedback
Check for new version
Allow Remote C -\l Control Rem

If you wish to learn more about using Team Viewer, please go to this website:

http://www.teamviewer.com/en/index.aspx?utm_expid=60202728-6
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Fontster

Click here to download

Fontster is a very simple tool used for displaying and previewing all your PC fonts.
Fontster comes in the form of an HTML Application and normally run on any
windows 2000 or later system as long as Internet Explorer is available. It is
perfectly capable for font viewing, with handy options to customize its preview
text and change the font size.

Getting Started with Fontster

* Go to www.nattyware.com/fontster.php

* Below the Download Fontster now, you can download a portable
application or a zip archive file
* Choose the one you want to download, then launch the application

Once you’ve open Fontster, you'll see the lists of different types of fonts on the
left-hand pane and preview on the right-hand pane of the Fontster’s interface.

At the bottom is where you can change the font size preview as well as the exit
button
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ﬁontster | = | | = P4
[ Fonts

:ﬁ:’rﬁi " he quick brown fox jumps aver the lazy dag.
bt (123456789

Andalus
Angsana New
AngsanaUPC

Aparajita

Arabic Typesetting .
Arial Preview
Arial Black

Avrial Narrow

Avrial Rounded MT Bold
Avrial Unicode MS
Arimo

Baskerville Old Face
Batang

BatangChe

Bauhaus 93

Bell MT [
Berlin Sans FB

Berlin Sans FB Demi

Bernard MT Condensed
Blackadder ITC

Bodoni MT

Bodoni MT Black

Bodoni MT Condensed

Bodoni MT Poster Compressed

Book Antiqua
Bookman Old Style Y \

http://www.nattyware.com Font size i pixelsz] 16 |

m

Using Fontster

* Type in the text that you want to preview using different fonts

* You can change the font size to give you an idea of how the text will look at
different sizes

* Then click one of the fonts and you'll see the sample text

This may be a very simple tool but it can be very useful to others.
If you wish to learn more about using Fontster, please go to this website:

http://www.nattyware.com/fontster.php

Screen Hunter
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Screen Hunter

Click here to download

Screen Hunter is software that enables you to take screenshots in several
methods. It's a very easy to set up and use, and you can upload the saved web
images right into your gallery without having to resize them in an editing
program.

There's a free version and a Pro version of Screen Hunter. Unfortunately, the free
version doesn't give you access to many features but you can purchase the pro
version to unlock them.

Getting Started with Screen Hunter

* Go to http://www.wisdom-soft.com/products/screenhunter free.htm

* Click on the blue "Download" button

* You'll be taken to a page where you can join their mailing list. If you don't
want to join click the "Just Download" button on the right-hand side.

* Under Free Programs, Find and click on the "SetupScreenHunterFree.exe"
link

* Download and Run the saved setup package

* Open the program wherever you installed it

To get started, pick a Hotkey (the key you can press on your keyboard to capture

anything on your screen). Set your Hotkey or manage your profile by clicking on

the button at the right hand corner of the Screen Hunter window. Choose any
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combination that you would like to set as your Hotkey or simply click the Capture
Now button to capture.

.

Capture Use current settings | F6 l

Now

* Select Rectangular Area and check on the Mouse pointer

——

Capture What Include

171%9 Rectangular area Immediate capture ' Mouse pointer

Fized area 100,100 - 500,500 - Multiple monitars

* On the To tab, check clipboard to copy the capture to the Windows
clipboard

* Check Editor if you want to edit right after (for Pro users only)

* In the Save to File group box, select the type of file you want the image to
save as

* C(Click the folder button at the bottom and select the location for your
captures

Capture:

* C(Click Capture Now or press your hotkey on your keyboard to capture a
rectangular area on the screen
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Press the left mouse button down and drag it anywhere on the screen, then
release the mouse button after capturing the area

If the Adjustable Rectangle is checked on the Rectangular capture settings,
after you release your mouse, the selected area is shown highlighted

Open your capture on your Desktop or on the location you’ve set up to save
your captures (the capture is also copied to the clipboard)

When you have started capturing and you want to cancel, just press the Esc
key to cancel

If you select Full screen on the Capture What group, after clicking on the
Capture Now button, it will automatically captured the whole screen

There are only limited features that you can access if you're using the free
version. You can upgrade by going to the Tasks tab and choose Upgrade. Below
are some of the features that you can unlock if you upgrade to a Pro version:

Enable Auto-capture on the Timer's group then set the time you want to
capture your screen

Capture Video screen

Capture only specific window

Enable shapes

Add effects such as caption, watermark, border, auto-scale, colors

Send capture to Editor, Printer and Email

And so on...

If you wish to learn more about Screen Hunter, please go to this website:

http://www.wisdom-soft.com/products/screenhunter_free.htm

Freecorder
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Click here to download

Freecorder 6 is a free collection of tools for capturing all kinds of web video,
music and audio right from inside your browser. It runs inside Chrome, Firefox or
Internet Explorer on any PC with Windows 7, Vista or XP. Freecorder is a 100%
free program where you can:

* Download videos from YouTube

* Record Audio into an MP3 file

* Record Video directly from your screen

* covert video and audio files into other popular formats
* Opens the default video player for your recorded files

Getting Started with Freecorder

* Goto freecorder.com and click on the Download Free button

* After downloading, Run and Install the program

* Once installed, all the Freecorder tools appear as a button inside your
browser.

L X [ https://www.google.com

; You . »
9} Treecorder Tube E h « 32 @

L )

Saving YouTube Videos:

* Play any video from YouTube.com
* Select the YouTube downloader icon from your freecorder toolbar
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* The YouTube video downloader window will appear

L X [ www.youtube.com/watch?v=MFS6tYvbpSc&feature

B Fecscriee | "0 |H 3¢ B 7 @

* Select the format you want to use to save your video. The download will

start after choosing the format.

The following videos are available for download. Please select a link below to download your video.

'ﬂ_v Medium Quality 'MN High Quality i!lebM Medium Quality
640x360 480x360 640x360
:T Low Quality T High Quality
400x226 320x240
Medium Quality
176x144

* The Freecorder Video window will appear. Once finished, play your video.

If you want to convert your video, use the drop down arrow next to your
downloaded video to display more options. Click convert if you want to bring the
file into the converter application or make an mp3 audio by selecting Save to
MP3.

You can pause your recording by clicking on the On switch so that it goes to the
Off position. Select Off to restart the recording session.

Recording MP3 Audio:

* Select the Audio Recorder button from your freecorder toolbar. The audio

recorder window will appear

@ Fraecorder | Ko O

* Click on the start slider then play the audio you want to record
* Click on the Stop slider to end recording all audio
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* Select properties on the drop down menu to change its file name then click
OK

Converting Video and Audio Files:

* Click the convert button from your Freecorder toolbar

@Mﬂda‘: Ym%’ubeo ‘E ;@ £ 0

* Click on the Add Items button to add files

-
4 Freecorder 6 Converter o B P

File Convert Help

i T eTaRT |
No Conversion Setting |

START

Add Items

* Click on the Conversion Setting and choose the format you want to convert
to

File Convert Help

No Conversion Setting

Media Players » -
e Apple »
- —
Phones >
: ARGHOS N (] »
Tablets >
O sgeavise  Creative »
=2 Game Consoles (| CREATIVE
Manufacturers > c iRiver »
Formats >
SON Sony »
Q‘ Dont Convert
N
.M  Configure
Import into iTunes
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Click the Start slider
Click the Stop slider to cancel conversion

Making Screen Capture Videos:

Click on the Screen recorder button on your freecorder toolbar

To start screen capturing, drag the cross hairs icon on a video playing on
your browser or choose one of the options from the drop down menu

On the drop down menu, you have to select an area either; select video in
browser, select full screen or default selection.

" Freecorder 6 Screen =R X
File Screen Help \
( ™
~\ elect an area ... ¥ | {X=0,Y=0,Width=0,Height=0} START

Select video in browser
Select full screen

Select an area ...
Default selection ’

Then click the Start button to start capturing
Click Stop when done recording

If you wish to learn more about using Freecorder, please go to this website:

http://freecorder.com/fc6/?src=freecorder.com
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7-Zip

ZIP

Click here to download

7-zip is a free and open source file archiver originally designed for Microsoft
Windows. It is free software distributed under GNU (LGPL). 7-Zip also supports
number of other compression and no-compression archive formats including ZIP,
GZip, bzip2, xz, tar and WIM.

Getting Started with 7-Zip

* Go to www.7-zip.org/download.html

* You'll see many download choices for Windows. In this case, we will be
downloading 7-zip for 32-bit Windows

* Sojust click on the Download link

* Once you've downloaded the file, double click on to it to start the
installation process

* Hit Run then Install. Once the installation have completed, click “Finish” to
start using 7-Zip.

How to Compress Files in the 7z Format

* Launch your 7-Zip File Manage
* Select the files you are going to compress. You can do this by going to File
then Open or by opening the Windows Explorer and browse them
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If you want to zip all the files in a location, press Ctrl+A to select all (But if
you want to choose specific files, hold down the left mouse button and
drag the mouse all over the objects you want to select.

Once selected, right click on them and you'll see a series of options
regarding the 7-Zip compression options

Name Size Modified Created Accessed i 3

Bluetooth_C... 2012-08-05 08:47 2012-08-0508:47 2012-08-05 08:47
Chipset_Inte... 2012-08-0508:43 2012-08-0508:43 2012-08-0508:43

1 files 2012.05.20 07:00 20110227 20:02__2012.05.20 07N

16a Add to archive...

]Graj Open En Compress and email...
HDI Open Inside Ctrl+PgDn Add to "Archive.7z"
ibxh Open Outside Shift+Enter Compress to "Archive.7z" and email
1ps Edit F4 Add to "Archive.zip"

Lan

Med Rename B2 Compress to "Archive.zip” and email

Click on the Add to archive... (Add to archive... window will appear) In this
window, select the following parameters to make sure you will get the best
compression ratio:
o Archive: enter the name you want for the file and click the button on

the left to browse and select the location

Archive format:7z

Compression level: Ultra

Compression method: LZMA

The rest of the options can be left in their defaults.

Once you're done, just click OK and a progress dialogue will appear

Well done! Your files are now compressed and placed in the folder you
selected

How to Extract Files with 7-Zip

On your 7z interface, open the zip file you want to extract
Right click on the file and choose 7-Zip then select Extract Here (it is the
easiest and quickest way to extract the files)
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7-Zip > Open archive

’ Open Enter Extract files...
Open Inside Ctrl+PgDn
Open Outside Shift+Enter Extract to "fwdupdateaugust6\"
Edit F4 Test archive
Rerame B2 Add to archive...
CopyiTox Es Compress and email...
Move To... 6 Add to "fwdupdateaugust6.7z"
Delete Del Compress to "fwdupdateaugust6.7z" and email
Add to "fwdupdateaugust6.zip"
Split file...

Compress to "fwdupdateaugust6.zip” and email
Combine files... . 08" o

-08-0517:49 2012-08-0517:49
-08-10 09:24 2012-08-17 09:36
-08-0517:48 2012-08-0517:48
-08-04 23:18  2012-08-04 23:18
-08-0510:06 2012-08-0510:06
-08-16 09:14 2012-08-16 09:14

ne 7711.37 9017 NG I 1107

Properties Alt+Enter
Comment... Ctrl+Z

Calculate checksum

Create Folder F7
Create File Ctrl+N

When you clicked on Extract here, you will see your files extracted to the location
of the zip file.

Extracting Options:
If you choose Open Archive - it opens the archive with 7-Zip
Extract files... - 7-Zip will ask which folder you want the extracted files to be saved

Extract Here - 7-Zip will save the contents of the archive directly to the same
folder as the rar files

Test archive - checks whether the archive has not been damaged.

Add to archive... - Add files to an existing archive.

If you wish to learn more about using 7-Zip, please go to this website:

http://www.youtube.com/watch?v=igASW9Vf4vA
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