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1 Introduction

1.1 Background

The Canbbean Trade Information Network or “Virtual Secretaniat™ is a distributed and
coliaborative management information system that supports the countries of Carnicom in
external trade negotiations and exchanges. The network provides true workgroup
collaboration, e-mail, document management, and forums to enable member countries 1o
collaborate and exchange information on trade-related matters.

PEC installed two workstations in fifieen countries that will connect to the USAID
Virtual Secretariat system. The servers are located in Sunbeach, Barbados, and the
connection to the system is made using each site’s ISP.

1.2 Scope

This document is comprised of three sections that together compose the matenals
necessary to maintain the Virtual Secretanat system. The first secion contains the
system design specifications, which encompasses the software and hardware
specifications of each workstation and server. The second section contains detailed
configuration information about the components that make up the Virtual Secretanat
system. This configuration information includes step-by-step processes for installing
both servers and workstations. The final section contains Operations and Maintenance
Tasks, which are useful in the continuous maintenance of the system.



2 Specifications

2.1 Server Specifications

The following chart shows the hardware included on each of two servers used in the
Virtual Secretanat system.

Hardware:

Dell PowerEdge 2400 Base, P3K 733MHz
512MB SDRAM, 133MHz, 2 X 256MB DIMMs
Logitec System Mouse

Redundant Power Supply

Rack Rails

QuietKey Keyboard

1 X 6 Hard Drive Backplane

Processor Terminator Card with Air Baffle, 133MHz
17/40X, SCSI CD-ROM Intemnal, Black
1.44MB, 3.5" Floppy Drive

RAIDS5, Hard Drive Configuration

The following chart shows the Software included on Server 1:
Windows NT Server 4.0

Service Pack 6A

Netscape Communicator 4.75 Setup

iPlanet Web (Enterprise) Server Instaliation

Mission Control Desktop

The following chart shows the Software included on Server 2:
Windows NT Server 4.0

Service Pack 6A

Netscape Communicator 4.75 Setup

Installing iPlanet / Netscape Directory Server
Netscape / iPlanet Messaging Server

iPlanet Calendar Server
Netscape / iPlanet Coltabra Server
iPlanet Certificate Management Server Installation



2.2 Workstation Specifications

The following chart shows the hardware and software included on each workstation used
in the Virtual Secretariat system.

Hardware:

Dimension L Series, Pentium |Il, 733MHz
128MB, SDRAM Memory, 1 DIMM
Microsoft Intellimouse

QuietKey Keyboard

56k PCI DataFax Modem

Soundblaster 64V Integrated Sound

48x Max Variable CD ROM

177 E770 Monitor

1.44MB Floppy Drive

20G Ultra ATA Hard Drive

Intel 10/100 Integrated PCI Ethernet Controller
intel 3D AGP Graphics

Software:

Microsoft Internet Explorer 5.0
Norton Antivirus 2000, ver 5.0
Microsoft Windows NT 4.0, SP5
Microsoft Office 2000



2.3 Site Connection to the Servers

The following graphical depiction indicates how the servers and workstations are
connected to the Visual Secretaniat system. The servers are located in Sun Beach,
Barbados. The diagram gives an example of two sites and the way each one connects to
the Internet. The graph in section 2.4 lists the specific sites and their ISPs.
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phone ines. cornecng o 12 ternat uswg Evemet
the iraarnet through an ISP



2.4 Countries and Corresponding ISPs

The foliowing table indicates which Intemnet Service Provider each country uses:

Site ISP

Antigua and Barbuda Cable & Wireless
The Bahamas Bahamas On-Line
Barbados LAN

Belize Cable & Wireless
Dominica LAN

Grenada LAN

Guyana LAN

Haiti TBD

Jamaica Cable & Wireless
Montserrat Cable & Wireless
St. Lucia Cable & Wireless
St. Kitts and Nevis Cable & Wireless
St. Vincent & the

Grenadines Cable & Wireless
Surinam Telesur

Trinidad and Tobago LAN




2.5 Equipment Inventory

The following is a list of sites and the corresponding workstations that were instalied in
that location:

Site ‘VVorkstation Numbers
lAntigua and Barbuda DWT4501 BXT4501
The Bahamas FZT4501 HYT5401
Barbados 31v4501  [12v4501
Belize 53v4a501 BH4V4501
Dominica 76V4501 V5V4501
l(irenada 97v4501 1G6V4501
Guyana J8V4501 BIV4501
Haiti 2BvV4501 H9V4501
Jamaica GHV4501 BBV4501
Montserrat FCv4501 8CVv4501
St. Kitts & Nevis 9DV4501  3DV4501
St. Lucia 8FV4501 1FVv4501
St. Vincent & the Grenadines 1HV4501  FFV4501
Surinam 4JV4501 1CV4501
Trinidad & Tobago 8Jv4501 FIV4501




3 Configuration

3.0.1 Install Windows NT Server 4.0

QOverview

This section describes the steps necessary to install Windows NT Server 4.0 on the
Cancom server from CD-ROM. The server may be the Pnmary Domain Controller or a
Backup Domain Controller. The roie that the server will play determines which steps
should be followed.

Prerequisites:

e For successful installation of other than a Pnmary Domain Controller, a good
network connection must exist between the PDC and the new server being
installed.

e Ensure that the new computer and the PDC are connected to the Cisco Catalyst
1900 switch.

NOTE: Server 1 is PDC, and server 2 is BDC.

I0.

At boot up, press ‘F2’ to enter CMOS Setup. Enable Floppy First as a boot device
and exit.

Reboot the server with the Windows NT 4.0 CD in the CD-ROM drive.

Press F6 when “Setup is inspecting you computer’s hardware configuration™.
Press S to select additional Hardware.

Select Other.

Insert the Dell PERC2 Raid NT Device Driver floppy and hit Enter.

Press Enter to select the PERC 2 controller.

Press Enter to not install any other mass storage devices and load the dnvers.
When prompted press ENTER to setup Windows NT 4.0.

The following devices will be detected:

Adaptec AHA-294X/AHA-394X/AIC-78xx SCSI Controller
Dell PERC 2, 2/S1, 3/S1, 3/Dh RAID Controllers

press ENTER to continue.



1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Setup displays a warning that drives with more than 1024 cylinders exist. Press
ENTER to acknowledge the waming.

Press C to continue when the *“*Setup has determined that your computers hard disk 1s
new or ....." message appears.

Page down to read through the license information, press F8 to Agree.

Setup displays a list of hardware and software components that have been
automatically detected. The list should look as follows:
Computer: MPS Uniprocessor PC
Display: Auto Detect
Keyboard: XT, AT, or Enhanced Keyboard (83-104 kevs)
Keyboard US
Layout:
Pointing Logitech Mouse Port / Microsoft Mouse Port
Device: (ballpoint)

Press ENTER to accept the configuration.

Setup displays a list of existing partitions and space available. The partition list box
should contain the following 2 lines; note the option that applies to the hard drives:

34711 MB Disk 0 at ID 0 on Bus 0 on PERC 2
Unpartitioned Space 8025 MB

Ensure “Unpartitioned space™ is highlighted. Press C to create partition in the
“Unpartitioned space”. Input a size of 4000 and press ENTER 1o continue.

The screen now should contain the foliowing block of three lines:
34711 MB Disk 0 at ID 0 on Bus 0 on PERC 2
C: New (Unformatted) 4032Mb
Unpartitioned space 3977 MB

Make sure the line “C: New (Unformatted) X000Mb™ line i1s highlighted. Press
ENTER to install Windows NT Server.

Highlight “Format the partition using the NTFS file system™ and press ENTER. To
format, press F.

Accept the default Windows NT Server installation path, ““WINNT", and press
ENTER to continue.
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21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31

32.

33.

34.

35.

36.

Setup displays a surface test scan screen; press ENTER to perform this test. Setup
then copies files to your hard disk.

When prompted to restart the computer, remove any floppy diskette. leave the CD in
the CD-ROM drive and press ENTER to reboot.

As the system boots, press F2 to enter setup. Under startup, set it to Hard Disk Only
as Startup. Exit Setup.

After the system has completed booting, it will set the drive for NTFS, and restart
again. Then it will again copy files after it finishes booting.

The Windows NT Setup window will be displayed with “Gathering Information..™
bolded. Chck NEXT.

When prompted for Name and Organization, enter RNM for both and select Next to
proceed.

Enter CD Key, for example, 01397-0em-0017992-14517. in the Product ID field and
select Next.

Setup displays the Licensing Modes dialog box. Choose the Per Seat licensing mode
radio button and select Next to proceed.

Setup then displays the Computer Name dialog.
From the Server Type dialogue select the appropriate server role:
Primary Domain Controller

Backup Domaia Coatroller

When prompted to create an Emergency Repair disk click the radio bution next to Ne,
do not create an Emergency Repair disk (not needed at this time). Click Next.

Select Next to set up Windows NT Networking.
Check “Wired to network™ and select Next.

When prompted to install Internet Information Server, Remove the check in the
check box next to Install Intemet Information Server. Click Next.

To Search for a Network Adapter, choose Find Next and select the Intel 82557-Based
10/100 Ethernet PCI Adapter.

In the network protocols setup select TCP/IP Protocol and select NWLink IPX/SPX
Compatible Transport. Select Next to continue.

11



37.

38.

39.

40.

41.

42.

43.

45.

46.

47.

48.

49.

Select Next twice to install the network components.

At the Intel PROset screen, click OK.

Select No for a DHCP address.

Enter in the IP information

Select Next to accept the default network bindings. Select Next 1o start the network.

Select Domain. Enter the Domain Name in the appropnate field. Select Create a
Computer Account in the Domain, Click Next.

Create a Computer Account Screen will appear. Enter the Administrator account
and assoctated password. Click Next. Click Finish to complete setup.

NOTE: For a Backup Domain controller in a Domain configuration. select the NT
Domain you wish to join, and prepare to enter an administrative user_id and
password for the domain vou wish to join

. Select the appropriate Time Zone and day light savings setting, then Close.

The Dispiay properties should appear, change the desktop to 800 x 600. click test.
click OK, verify you saw the correct bitmap and click OK. Afler Setup finishes
copying files, click restart, and remove any CDs.

Note: You will have the chance to install the proper video drive after the system
restarts.

After the system reboots, logon as “Administrator’” and enter the specified password,
which was entered during setup.

Rename “My Computer” to “Caricom Server”. Delete the “My Briefcase,”
“Internet Explorer,” “Inbox,” and “Install Internet Iaformation Server™ icons
from the desktop. (You may have to right click and select delete for some.)

Empty the Recycle Bin.

Right mouse click on the desktop and select Properties. Click the Settings Tab, and
Display Type.... Click to Change Adapter and select Have Disk. Point to the
DellVideo directory on the Source server and select next.

50. Change the video to 800 by 600 pixels and 65536 colors.

51.

Right Mouse click on Network Neighborhood and select properties. Under
Protocols, TCP/IP, DNS enter in the domain name in the Domain field.

12



52. Chick start/programs/Administrative tools’Common/Disk Administrator.

53. Select the Unused Space, create a partition, commit changes, format the partition,
select the d drive for the drive letter, (you may have 1o change the CD dnve letterto F
or G temporanly to set the hard dnive to D, also check and disconnect any network

drives that might be either D or E,) and then set the CD Rom 10 E:

3.0.2 Service Pack 6A

Note: Step 3.2 is to be performed on both servers | and 2.

1. Map a drive to the source directory on other server and double click on the
NTSrvPacké6a.exe.

2. Read and Accept the license agreement
3. Click Next to install the service pack

4. If prompted to overwrite a vendor specific file, overwrite the file.

3.0.3 Netscape Communicator 4.75 Setup

Note: Step 3.3 is to be performed on both servers 1 and 2.
1. Run NetCom475en.exe from the source directory.
2. Click Next at the welcome screen.

3. Read the license agreement and click Yes to continue.

4. Select a typical setup install in the default directory (c:*Program

Netscape\Communicator) and click Next.
5. Click Yes to create the directory.
6. Click Next to accept the Netscape Desktop Preferences.
7. Select Next to create the Netscape Communicator Program Folder.
8. Look over the Current Settings and click Install to continue.

9. Click No, to view the ReadMe file later.

13
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10. Chck OK to acknowledge that Setup is complete.

1.

Select Yes and OK to restart the computer now.

12. After the machine reboots, log in and delete the AOL Instant Messenger and Free

13.

AOL & Unlimited Internet icons.

Empty the Recycle Bin.

3.0.4 Installing iPlanet / Netscape Directory Server

Note: Step 3.4 is to be performed on server 2 only.

I

10.

I

12.

13.

14.

Insert the Directory Server CD in the computer
d:ANTX86\Directry\D41diu.exe

Select Next to continue with the Install.

Read the License agreement and click Yes.

Select Netscape Servers and click Next.

Select a Typical install and select Next.

Click Next to accept c:\netscape\server4 as the default directory.

Select all four products and click Next.

Click Next to acknowledge that this is the Configuration Directory Server.

Click Next to store data in this directory server.

and run

Enter the Server name of the server identifier, 389 for the Port, and o=caribrmm.net.

Enter Admin for the Config Directory Admin and enter the password twice, then click

Next.

Enter the NT Domain name in the Administration Domain and click Next.

Enter cn=DirectoryManager (no spaces) and a password twice for the DN before

clicking Next.

Write down the Admin Port: 1007 (hup://server name.domain name:admin_port)

Click Next.

14



15. Review Summary, and is all is well, click Next.

16. Under Directory Synchronization Service, enter the NT Domain name, record the

port (ex 5003) and set up the log file as c:\netscape\serverd\synchlog.txt. Uncheck
SSL for Synchronization.

17. When Prompted to restart, select Restart my computer now and click Finish.

3.0.5 Netscape / iPlanet Messaging Server

Note: Step 3.5 is to be performed on server 2 only.

2.

10.

1.

12.

13.

14.

Insert the Messaging CD and Run d:\export\ntx86\ams_4 _15\M415¢iu_opt.exe.
Click Next at the welcome screen to begin setup.

Read and select Yes to acknowledge the license agreement.

Click the Netscape Servers button and click Next to continue.

Select the Typical install and click Next.

Click Next to accept the default path (c:\netscape'serverd).

Check Messaging Suite and click Change. Click all sub-components and click
Continue. Click Next.

Enter Admin and the admin password and click Next.

Enter o=caribrnm.net for the distinguished user and enter their password. Chick
Next.

Before entering information at the Server Authentication page, start the Netscape
Counsel. Enter the Console, select to create a New User, select Directory
Administrators and click OK. Fill out the necessary information for a MailAdmin
user and click create. Exit out of the Console.

Enter MailAdmin and the password and click Next.

Enter (and record) a password twice for the webmail user and click Next.

Click Next to allow the NT System to allow the services to run as a system.

Enter admin‘@carnbmm.net for the mail user and click Next.

15



15. Accept the defauit ports (Pop:110, IMAP4:143,SMTP:25,Webmail:80) by clicking
Next.

16. Select the msg-server_name 1o start and click Next.
17. Click Next to accept the server name as the Multiplexor instance name.

18. After checking the LDAP Configuration is correct for the Directory server (Base DN
should be o=canbrnm.net} click Next.

19. Click Next to Bind as Anonymous.
20. Review the Configuration and click Next.

21. Click Finish to restart the computer now.

3.0.6 Netscape /iPlanet Collabra Server

Note: Step 3.6 is to be performed on server 2 only.

1. Insert the Collabra CD and Run d:\ntx86\c35eiul.exe.

2. Select Yes to mstall the Coltabra server.

3. At the welcome screen, click Next to continue.

4. Read and Accept the License agreement.

5. Click Next to accept the default install path of c:\netscape\Suitespot.
6. Click Next to at the server installation screen.

7. Check the box to use LDAP-based Authentication. Enter the port name and the Base
Distinguished Name. (389 and o=caribrnm.net).

8. Before entering information at the Server Authentication page. start the Netscape
Console. Enter the Console, select to create a New User, select Directory
Administrators and click OK. Fill out the necessary information for a CollabraAdmin
user and click create. Exit out of the Console.

9. The Server Authentication page, enter CollabraAdmin as the username and a
password twice. Click Next.

10. Record the Admin Server Port: 1107 and click Next.

16



11. On the Server config page, enter the server name and default Collabra port (119)

before clicking Next.

12. Enter ****** for the SMTP and Admin email and click Next.

13. Enter the CollabraAdmin and the password and Next.

14. Click Next to update the Directory Server.

15. After the servers synchronize, click Next to continue.

16. Mark the box to start the service at bootup. Click Next.

17. Click OK 1o restart the server.

3.0.7 Mission Control Desktop

Note: Step 3.7 is to be performed on server | only.

1.

8.

9.

Insert CD and Run Setup.exe.

(Note, you may have to install Communicator 4.5 instead of 4.7 to get mission control
to install.)

Click Install Mission Control Desktop.

Click Instail Mission Control Desktop 4.5

Click Next to continue with Setup.

Read the License and select Yes to acknowledge.

Click Next to accept the typical install to c:\mcontrol.

Click Next to accept the program folder name.

Click Next to accept the configuration.

Click No to skip reading the ReadMe file.

10. Select Exit from the CD Window

17



3.0.8 iPlanet Calendar Server

Note: Step 3.8 is to be performed on server 2 only.

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

Insert CD and run d:\ntx86\calender\setup.

Click Next to begin the install.

Read and click Yes to accept the License Agreement.

Select Typical and click Next.

Click Next to install both components.

Click Next to accept the default c:\program files\iplanet directory.
Click Create Directory.

Click Next to Acknowledge to listen on the server ports (Web:81 (80 default. but
used by messenger) and Admin:1207).

Click Next to aliow the System account to run the Calendar server.

Before entering information at the Server Authentication page, start the Netscape
Console. Enter the Console, select to create a New User, select Directory
Administrators and click OK.  Fill out the necessary information for a
CalendarAdmin user and click create. Exit out of the Console.

Enter CalendarAdmin and the password twice and hit Next to continue.

Enter the email address as CalendarAdmincaribmm.net and the SMTP name before
hitting Next to continue. (Leave enable email alarms checked).

Click Next to accept the default directory c:program
filesuplanet\CalendarServer\varicsdb

Confirm that the LDAP information is correct and enter the Admin password. Click
Next to continue.

Click Next to accept both Server Startup options.
Click Install Now to continue.

Click Done at the Installation Summary Screen.

18



3.0.9 iPlanet Web Server Installation

Note: Step 3.9 is to be performed on server | only.

1.

2

10.

Il

12.

Insert the Web Server CD and click d:\ntx86\enterprise\setup

Click Next to begin the install.

Read and click Yes to accept the License Agreement.

Select Typical and click Next.

Click Next to accept the default path of c:\netscape\serverd.

Click Next to accept the checked Netscape Enterprise Server.

Enter the Admin password and press Next.

Enter the Admin Port Number 1007 and click Next.

Under the HTTP Config, leave the default (Port: 80 and d:\WebDocs).

On the Using LDAP for administration screen, check the Use LDAP for Group
Administration. In the LDAP URL Field, enter Idap://caribrnm-s-n-
02:389/0=caribrnm.net. In the Bind DN field enter cn=directory manager and

enter the password. Click Next.

Click Next to use the default Java Runtime Environment included with the Enterpnse
Server.

Click No to skip the readme file.

19



3.0.10 iPlanet Certificate Management Server Installation

Note: Step 3.10 is 1o be performed on server 2 oniy.

1. Run Software\CertificateMan\setup

2. Chick Next at the Welcome Screen.

3. Read and Click Yes to accept the license agreement.

4. Select Next to install the Servers option.

5. Click Next to do a typical install.

6. Click Next to select the c:\netscape'server4 defauit path.

7. With the Certificate management system checked, click Next.
8. Enter the admin password and click Next.

9. Enter the Server name as the server identifier, and click Next.
10. Acknowledge the current setting and click Next.

11. After it copies files, unmark View the Readme and Run the Console and click
Finish.

12. Reboot the Server.
13. Enter the Console and select CMS 1o finish the configuration.

14. Enter Server_name-db, Port 38900, cn=directory manager, and the password twice.
Click Next.

15. Dos windows will open and close; wait until the Install wizard screen retumns.
16. Enter the password for the Admin and click Next.

17. Select the Certificate manager subsystem and click Next.

18. Mark No and click Next.

19. Dos windows will open and close; wait untif the Install wizard screen retumns.

20



20

21.

22.

23.

24.

25.

26.

27

28.

29.

30.

31

32.

33.

34.

35

. For Network Config, select SSL: 8200.SSL Agent: 8100, SSL End Entity port: 443.
Click Next.

Do not migrate keys. Click Next.
Click Next to accept Self-signed certificates.

Internal Key pair token password is cmstoken. Keytype is RSA, 512 bits. Click
Next.

On the Subject name screen, Enter cn=certificate management. ou=mm. o=cancom,
I=hastings, st =Barbados, c=us. Click Next.

Click Next to accept the default certificate time length.

Click Next for the extensions default.

. Click Next to generate the keys.

Mark Create request for submission and click Next.

Click Next for key pair information.

Mark Enter the values for the subject DN stnng. Click Next.

Enter cn=certificate management, ou=mm, o=cancom. l=hastings, st =Barbados,
c=us. Click Next.

Click Next to generate keys.
Click Copy to clipboard and click Next.
Select No and click Next.

. Chick Done.

3.0.11 Server Troubleshooting

If

you can’t get into the Netscape Console because the Service isn’t running, and it sull

doesn’t run after a reboot, re-install Directory Server from the source directory to reset
the TCP/IP Settings in the socket library.

21



3.0.12 Settings

Canbmm-s-n-01:

Port 389

o Suffix: o=caribmm.net
e Admin Port 1007

e cn=Directory Manager

Caribmm-s-n-02:

Port 389

Suffix: o=canibmm

Admin pass caribmmadmin
cn=Directory Manager
Admin Port 1007

e & & o »
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3.1.1 Windows NT Workstation Installation

10.

11

12.

13.

14.

15.

16.

17.

18.

19.

Insert "NT workstation setup disk” #1 into the floppy drive and boot the machine.
Insert disk #2 when prompted and click Enter.

The "Welcome to setup” screen will appear, click Enter.

The "NT workstation setup’ screen will appear, click Enter.

Insert disk #3 when prompted and click Eater.

The message "...do not have any device support disk...” will appear, click Eater.
The message “more than 1024 cylinders” will appear. click Enter.

Insert “Windows NT Workstation CD” into the CD-ROM dnve when prompted and
click Enter.

Click Page Down to end of license, click F8 key to agree.

The message “Setup has determined...following hardware and software components™
will appear, click Enter.

Highlight the unpartitioned space and click C to create partitions.

Create Partition of size (in MB) field, enter 4000, click Enter and then chck Eater
again 1o install.

Select Format the partition using the NTFS file system option. Press Enter.
Location of files to be installed: \WINNT. Click Enter.

Setup will now examine...for corruption. Click Enter.

Setup 1s copying files.

Remove the floppy disk and CD from the dnves when prompted. Click Enter to
restart.

The system will reboot.

Windows NT setup runs again. Insert the “*Windows NT Workstation CD™ into the
CD-ROM when prompt and then press OK.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31

32

33.

Gathering information about your computer. Click Next.
Select Typical option for installation and then click Next.
Enter the name and organization and then click Next.

Example: Name: RNM

Organization: RNM

Enter the CD-Key and click Next.
Enter the Computer name (example: IPLANET-W-8-01) and click Next.
Enter and confirm the password for the administrator account and click Next.
Select “No, do not create an emergency repair disk™. Click Next.
Select “Install the most common components (recommended)™ option. Click Next.
Installing Windows NT Networking. Click Next.
Click “Do not connect this computer to a network at this time™ and then click Next.
Click Finish.
Select the proper time zone, and then Close.

The properties screen displays, click OK, and click OK again to close the screen.

Press Start computer button to restart the computer.

3.1.2 Windows NT Service Pack 5

Insert the Windows NT Service CD into the CD-ROM dnve. The Web page
automatically opens in your browser.

On the lefi-hand side of the screen, click Install Service Pack 5.
Click Install Server Pack 5 for Intel-based systems.
When prompted to open the file Spsetup.bat or save 1t to disk, click Open.

The Welcome dialog box appears. Check the Accept the License Agreement option.
Clear the Backup files option. Click Install. The files are copied.
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6.

Installation is complete dialog box appears once files have finished copying. Click
Restart. The computer restarts.

3.1.3 Installing Network Drivers

1.

10.

1.

12.

13.

14.

15.

16.

Insert the Dell Dimension Resource CD into the CD-ROM drive. The application
program automatically starts.

Click OK.
When the InstallShield Wizard Complete window appears, remove the Dell
Dimension Resource CD from the CD-ROM Drive, and then click Finish to restart

the computer.

After the system starts, insert the Dell Dimension Resource CD into the CD-ROM
drive.

The Welcome Dell System Owner screen appears, click Next.

In the System Model list, select the Dimension Lxxxr model.

In the Operating System list, select Windows NT.

In the Device Type list, select Networks (NIC).

In the Topic list, seiect Drivers.

On the nght hand side, double click on Intel 82559 Pro 100 NIC.

Click OK to start the WinZip Self-Extract. Dell computer Self-Extracting Driver
Installation will unzip to folder C:\Del\Drivers\2911r and click Unzip.

Click OK at the successful screen.

The browser window appears. Click File-Exit to close the window.

At the top right hand, click X to exit the resource screen.

Click Start—Setting—Control Panel. Double click on the Network icon.

Click Yes to install.
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17. Network Setup Wizard screen, check the “*Wired to the network™ option and click

18.

19.

20.

21.

22

23.

24

25.

26.

27.

28.

29.

30.

31.

32

33

Next.
Click “select form list” button.

Click “Have disk...” Enter the path where you unzip the dnver
(C:\Dell\Drivers\2911r) and then click OK.

Select the “Intel® PRO Adapter” and click OK.
Check the Intel® PRO Adapter” and click Next.
Check “TCP/IP Protocol” option and click Next.
Network Services, click Next.

Click Next to install.

Setup needs to copy some Windows NT files, insert “Window NT Workstation CD”
into the CD-ROM, and enter the path D:\1386.

TCP/IP setup screen, click No.
Enter the IP Address, Subnet Mask, and Default Gateway.

Click on the WINS address tab and enter the Primary and Secondary WINS Server
IP Address.

Chck the Apply and then OK.

Show bindings, click Next and then click Next.

Select whether the computer...participating in a workgroup or domain, Select
Domain, type in the domain name you want you join and check the “Create a
Computer Account in the Domain™. Click Next.

Enter the administrator user name and password. Click OK.

. Click Finish.

. Click Yes to restart the computer.
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3.1.4 Installing the Modem

1.

Insert the PC99 v.90 Data/Fax Modem for Microsoft Windows CD into the CD-
ROM.

Right click My Computer icon and then click Open.

Double click on the E: driver 1o open.

Doubie click on MDP3880-U — Drivers -WireNT and then Setup icon.
The Modem wizard window appears. Click Next.

Display the modem name (MDP3880-W) and then click Next.

Click Finish.

3.1.5 Video Display

. The Welcome Dell System Owner screen appears, click Next.

In the System Model list, select the Dimension Lxxr model.

In the Operating System list, select Windows NT operating systems.
In the Device Type list, select Video.

In the Topic list, select Drivers.

On the right hand side, double click the intel810.

Click OK to start the WinZip Self-Extract. Dell computer Self-Extracting Dniver
Installation will unzip to folder C:\Dell\Drivers\8524R and click Unzip.

Clhick OK at the successful screen.

The browser window appears, scroll down to the bottom of the page. and click Install
Now.

10. Welcome to the Intel810 screen, click Next.

11. Select “Yes, I want to restart my computer now™ option and click Finish.
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3.1.6 Video display Setting

L.

On the Start menu, point to Settings and click Control Panel. Double<lick the
Display icon. The Display Properties box appears.

Click the Settings tab. In the Colors drop-down list box, click 65536 Colors. set the
Desktop area slider control to 800 by 600 pixels, Refresh Frequency to 75 Hertz
and click the Test button.

Testing mode, click OK and then click Yes.

Display Properties, click Apply and then click OK.

NOTE: Reinstall “Windows NT Service Pack 5™.

3.1.7 Dial-Up Network

Right click My Computer icon--Open. Double-click the Dial-Up Networking icon.

Dialup Network window appears. Click Install.

Insert Widows NT Workstation CD into the CD-ROM. The Windows NT
Workstation setup program automatically starts. Click on the X on the top nght hand
comer to close the NT window.

The path should point to E:\I386 and click OK.

Venfy RAS capable Device is COMI-MDP3880W Modem. Chck OK and
Continue.

Click Restart when the successfully install message pop-up.

3.1.8 Phonebook

1.

2.

Right click My Computer icon--Open.

Double-click the Dial-Up Networking icon. Click OK.
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New Phone Box Entry Wizard window appears, type Name (some thing unique to
identify where you going to be connection) in the new phonebook entry field. Click
Next.

Example: AOL
Check the I am calling the Internet and click Next.
Enter the Phone Number (provide by your Internet Service Provider). Click Next.

Click Finish.

3.1.9 Creating and Formatting an NTFS from Free Space

6.

Log on to Windows NT Workstation as an administrator.

Launch Disk Administrator; click Start—Programs—Administrative Tools
(Common)—Disk Administrator.

At the Disk Administrator window, click OK.

Select an area of Free Space, signified by diagonal lines, by clicking on it. From the
menu bar, click Partition—Create.

From the Create Logical Drive window, enter 15092 in size for the new partition,
and click OK.

The new partition is created and automatically assigns a letter E.

To reassign new logical drive letter to D:

7.

8.

9.

Right click on D (CD-ROM) partition and change it to F.
Right click on E partition and change it to D.

Right click on F (CD-ROM) partition, change it 1o E.

10. Click Partition—Commit Changes Now. When prompted to save the changes, click

Yes.

11. A dialog box appears indicating that disk was updated successfully. Chick OK.

29



Format the logical drive to be NTFS:

12. With the new partition selected, go to the Tools menu and click Format.

13. Under File System, select NTFS. Within the Format dialog box, click Start.
14. Click OK to the Waming message.

15. Click OK in the format complete message.

16. Click on Close to exit the Format window.

3.1.10 Microsoft Office2000 Premium

1. Insert the Microsoft Office2000 Premium CD into the CD-ROM dnve. The
Office2000 setup program should start automatically.

2. The Welcome to Microsoft Office 20600 window appears, venfy the both User
Name and Organization say RNM. (If the User Name and Orgamzation are

incorrect, click on the field and type in the correct information). Click Next.

3. At the license Agreement window, click 1 accept the terms in the License
Agreement, and click Next.

4. Click on the Customize icon. Change the install path from c:\program
files\Microsoft Office\ to d:\Microsoft Office\ and then click Next.

5. Click Next at the web browsing support window.
6. Click Install Now. The files are copied.

7. Installation information dialog box appears. Click Yes to restart the before
configuration can continue. The computer restarts.

7. Finishing Microsoft Office2000 dialog box appears to continue the installation.
Once files have finished copying it display the desktop.
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3.1.11 Adobe Acrobat 4.0

8.

9.

. Insert the Acrobat CD into the CD-ROM drive. The Acrobat setup program should

start automatically. Click Next.

Click “Install Adobe Acrobat 4.0 option.
Adobe Acrobat 4.05 setup, click Next.
Select “US and Canada™ and then click Next.
Software License Agreement, click Accept.

Select “Typical”, click Browse, change the path to d:\Acrobat 4.0, click OK and
then click Yes to create the folder. Click Next.

User Information, select the “A Business™ option, enter the User Information and then
click Next.

Verify the Registration information and click Yes.

Click Next to start the install.

10. Adobe Registration —User Information, click Next.

11. Check “U.S./Canada™ option and click Next.

12. Fill in the information on Survey Page 1 and 2. Click Next.

13. Information Agreement, click Next.

14. Click “Print a registration form to send via mail™.

15. Print Setup window, click OK.

16. Save the registration to default folder. Click Finish.

17. Select “Yes, I want to restart my computer now” option and click Finish to restart the

computer.
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3.1.12 Norton AntiVirus

1. Insert the Norton AntiVirus CD into the CD-ROM drive. The Antivirus setup
program should start automatically. Click “Install Norton AntiVirus™.

2. Welcome to the Norton AntiVirus Setup, click Next.
3. Software License Agreement, click Yes to accept.

4. Click Browse, change the path to D:\navnt, click OK, click Yes when prompt to
create the folder and then click Next.

5. Verify that “Enable Auto-protect at startup (recommended)™ and *“Schedule weekly
scans on local hard drives”™ are check and press Next.

6. Start Copying files, click Next.
7. Register screen, click Skip and then Yes.
8. The “Enable Email Protection” is selected and click Next.

9. “Enable automatic LiveUpdate at Startup is selected. click the option “Notufy me
when updates are available™ and then click Next.

0. Setup is creating a shortcut, click Next.

11. Uncheck “Run LiveUpdate after installation™ and “'Scan for viruses afler installation™
options. Click Next.

12. Exit the “Readme” file.
13. Setup Complete screen, click Finish.

14. At the main screen, click Exit.
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3.1.13 COMPAQ Carbon Copy

1.

Insert the Carbon Copy CD-ROM into the CD-ROM dnve. The Carbon Copy setup
program should start automatically. If the setup program does not start automatically,
click Start — Run and enter E:\install.exe, where E: is the CD-ROM dnve location
and click OK.

Select English as the language to install.

Click Install Version 5.5.

Click NO to the pop-up messages regarding the README.TXT document.

Change Install directory to D:\Programs\Carbon Copy Access Edition. Click OK.
Verify the Carbon Copy option is selected. Click OK to install.

When prompted to restart your computer, click Yes.

3.1.13.1 Security

. Click Start — Programs — Carbon Copy Access Edition — Carbon Copy.

From the Options menu, select Security.

Click Logins tab. Check Require Logins and seclect Use Carbon Copy Security
option.

Click Apply and then click OK to exit the window.

3.1.13.2 Create Administrator Account

1.

2

Go to the User Profiles tab, and double click on the Create New User icon.

Create New User window appears. Click Next to begin.
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To create Administrator user account, type in User Name, Password, Confirm.
Click Next.
Example: User Name: ccadmin
Password: Carbcopy
Confirm Password: Carbcopy
Enter the Location Information click Close.
Click Next.

Check all the options under the User Profile and Allow connection. Click Next.

Confirm the User Name. Click Finish. The administrator user account displays in the
box.

Right click on Default user and uncheck the Allow Connections.

3.1.13.3 Configuring the Host Machine

3.1.13.3.1 Enable Wait for Call on the LAN

. From the Options menu, select Communications.

Select the Wait for Call tab.

Check the TCPAP Network on Intel ® PRO PCI Adapter and make sure Local
Network Broadcasts is selected.

Check Wait for Call on Startup and uncheck the Minimize on Wait for Call
options.

Click Apply and then click OK to exit the communication properties.

AND/OR

3.1.13.3.2 Enable Browsing on the LAN

1.

From the Options menu, select Communications.

2. Select the Browsing tab.



Check the TCP/IP Network on Intel ® PRO PCl Adapter and make sure Local
Network Broadcasts is selected.

Check Browse on Startup.

Click Apply and then click OK to exit the communication properties.

3.1.13.3.3 Enable Wait for Call on the Internet

bt
.

5.

From the Options menu, select Communications.
Select the Wait for Call tab.

Check the TCP/IP Network on NdisWan Adapter.

Check Wait for Call on Startup and uncheck the Minimize on Wait for Call
options.

Click Apply and then click OK to exit the communication properties.

NOTE: Wait for Call status is remains pending until the machine is connect to an
Internet through dial-up.

3.1.13.3.4 Load Carbon Copy Before Windows Login Prompt

2.

k)

On the Options menu, select Security.
On the Global tab, select Load before Windows login prompt.

Click Apply and then OK to close the security screen.

3.1.13.3.5 Hide the Carbon Copy User Interface

1.

With carbon copy open, move your cursor to the icon tray in the bottom nghts comers
of your screen and right click on the Carbon Copy icon.
A menu appears containing two items: Hide User Interface and Exit Carbon Copy.

Select Hide User Interface. The Carbon Copy User Interface no longer appears on
the screen.

(To display the user interface again, right click on the Carbon Copy icon in the icon
tray, and select Show User Interface.)
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3.1.13.4 Configuring the Guest Machine

There are two ways to place a call in Carbon Copy: 1) Browsing allows you to view and
connect to all Carbon Copy Hosts waiting for call on your network. This method only
supports TCP/IP and IPX/SPX communication devices 2) Phone Book entries aliow vou
to pre-configure connections by specifying name, phone number and login information.
This method supports all communication devices: network, Internet, and etc.

3.1.13.4.1 Configuring a Network Connection Through Browsing

1. From the Options menu, select Communications.
2. Select the Browse tab.

3. Check the TCP/IP Network device.

4. Make sure Local Network Broadcasts is seiected.

5. Click OK.

3.1.13.4.2 Place a Call With Browsing

1. From the Guest, select the Network tab. (If the Network tab is not visible, click on
Browsing from the Carbon Copy toolbar.)

2. Double click on the computer name to start the connection.

3. You will be prompted to enter the administrator username and password.

3.1.13.4.3 Configuring Dial-Up Networking Connection

1. Click the Phone Book tab.

2. Double click on the Create New Connection. The Create New Connection wizard
begins.

3. Select Connect using Carbon Copy and click Next.

4. Enter the name of the computer you will be connecting to. (Use a name that helps vou
identify the entry, such as the location of the PC or its principal user.)
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5. Select TCP/IP Network on NdisWan Adapter and click Next.
6. Type the IP Address (Dynamic) of the remote computer and then click Next.

NOTE: Remote computer will have a different IP Address cach time it dial-up to an
ISP. Refer to “Modify the Site IP Address™ section.

7. Enter a login name, password and confirm password. Click Next.
8. Check the Remote Control and click Next.

9. Click Finish.

3.1.13.4.4 Modify the Site IP Address

1. Have the user from the Remote Site dial-up 1o the Internet.
2. Start— Run and then type “cmd™ to lunch the MSDOS.
3. At the MSDOS prompt, type “ipconfig”. Windows NT IP Configuration appears.

4. Write down the IP Address for “PPP adapter NdisWan5:" (Give the IP address to
your administration.)

From the administrator machine
5. Raght click on the site you want to connect. Select Properties.

6. Re-enter the [P Address in the Workstation Name or Network Address field.

7. Click Apply and then OK.

3.1.13.4.5 Place a call with a Phone Book Entry

1. Select the Phone Book tab.
2. Double click on the computer name to start the connection.

3. You will be prompted to enter the administrator usemame and password.

37



****CONNECTING THROUGH FIREWARE****

Connecting through firewalls using ILS, the network administrator will have to configure
the firewall to allow network traffic to pass on TCP port 80 and TCP port 1680. This
method takes advantage of Carbon Copy Access Edition’s ability to browse the Internet
for avaifable Carbon Copy Access Edition users.

3.1.13.4.6 Create a User Account

1. Log on to Window NT Workstation with an account that has administrative
permissions.

2. Launch User Manager by Start — Programs — Administrator Tools — User
Manage.

3. From User menu, select New User.

4. Enter the appropriate information in the dialog box.

Username, type the user name

Full Name, type the user’s complete name

Description (Optional), type a description of the user or the user account

In both Password and Confirm Password, type a password of up to 14
characters.

5. Click to check the “User Must Change Password at Next Logon™ option.

6. To administer a Group, Profile, or Dialin associated with the New User box. click the
button, and complete the dialog box that appears. Then click OK.

7. Chick Add.
(To add another user account, repeat steps 2 through 5.)

8. From User — Exit to close the User Manager screen.

3.1.13.4.7 Create a POP3 E-Mail Account

1. Logonto Window NT Workstation with the user account.

2. Double click on the Microsoft QOutlook :icon. The Intermet Connection Wizard
window appears.



. Your name, type user name in the Display name field. Click Next.

. Intemet E-mail Address, type in their e-mail address (First name initial and Last name
follow the @ symbol and server name). Click Next.
Example: jsmith‘@ caribrnm.net

. E-Mail Server Names; enter “mail.caribrnm.net” for both the incoming mail (POP3)
server and Outgoing mail (STMP) server. Click Next.

. Venfy the account name, type in the password and then Check the “Remember
password.” Click Next.

. Select “Connect using my local area network (LAN)" option. Click Next.

. Click Finish.
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4 Operations and Maintenance Tasks

4.1 Suitespot User Add Instructions

1. In Netscape go to http://server2:7906/ or http://server2.canibmm.net: 7906/ and log in
with the admin and ‘password.’

2. Click on the Users and Groups button.
3. On the left hand side toolbar click New Users.

4. Enter their given name, surmame. Once you click tab, or click on full name, it should
auto enter in the full name and user {D.

5. Enter the password and an email address composed of UserlD{@ Canbmm.net.
6. Under the selecion Add New User to: Select People.
7. Click Create and Edit User.

8. On the edit screen click the word Calendar. (If you don't see calendar, vou are on
serverl, and you should be on 2)

9. Enter 10000 for the node type and enter the admin password before clicking Add.
10. Acknowledge that the user has been added to the node and click Mail.
11. Be sure the user’s primary email is listed as UserID@:caribmm.net.

12. Under * Messenging server, enter server2.canibrmm.net and click the box next to
POP/IMAP Delivery.

13. Click Save Changes.

14. To enter the User's site/group information, select Manage Groups and type in the
first few letters (or no letters) of the country name into the find group field.
Click Find.

15. In the list of groups, find the one you want and click on it. (If there is no group
created for that country, select New Group, enter the country name tn the groups
name, and enter "Users in 'Country™ in description. Select Groups for add new

group to: field. Click Mail and enter 'country’(@ canbrnm.net in the country field.)

16. On the general edit screen, click the group members edit button.
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17. Enter the first or last name of the person you want to add and click Find and Add. If
it adds several users, simply click on the check box before the user you don't want,
and they will be removed from the group.

18. Save changes and exit

4.2 Workstation Staging Instructions

4.2.1 CREATING A BOOT DISK

1. Copy the contents of boot disk folder located on the CD-ROM to a formatted
bootable floppy disk.

2. Check bootable floppy with boot disk folder on CD-Rom to make sure all files are
copied properly.

4.2.2 RESTAGING A WORKSTATION
1. Boot workstation with boot disk inserted in the floppy dnve.

2. Insert the CD-ROM when prompted.

3. Select R to Restage workstation.

4. Select A to confirm image selection.

5. To launch ghostwalker, type e:\ghstwalk and select Enter when prompted.
6. Select Enter to confirm license.

7. Select Enter to update.

8. Select Enter to continue.

9. Select Enter to continue.

10. Remove the boot disk and CD-ROM when ghstwalk has completed.
11. Reboot the machine.

12. Right click on Network Neighborhood and select Properties.

13. Select the computer name and click on Change to change the computer name.
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14. Type computer name.

15. Select the Adapters tab and click on Remove.

16. Click on Clese to restart the machine.

17. Right click on Network Neighborhood and select Properties.

18. Select Adapters and click on Add.

19. Click on Have Disk.

20. Type C:\Dell\Drivers\Net and click OK.

21. Click on Bindings.

22. Click on Protocols to select "Obtain an IP address from DHCP server™.

23. Click on Close to restart the machine.
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Caricom RNM Training Guide

Section |. Basic Computer Use
Overview:

The purpose of this section s to tamiliarize the user. who has not had extensive
computer time. on the different parts to a computer and its use. In this section we will
cover:

e The components of the computer
e Basic Navigation
¢ Basic Window NT functions

By the end of this section. any user should be familiar with:
Identifving the parts of the computer

Turing on and ott the computer

Accessing different functions within the computer
Opening and closing windows

How to minimize and maximize windows

How to change their password

The components of the computcr:

When talking about computers two terms used very often are Hardware and Software.
Hardware is anvthing that vou can actually touch on the computer. including the monitor.
disk drives. the kevboard and the CPU etc. etc. Software is something that you cannot
literally touch. as it is the programming that actually runs on the computer.

There are tfour basic hardware components that make up a computer:

¢ Central Processing Unit (CPL)

e Monitor Monitor
¢ Kevboard

o Mousc CPU

If - i

Keyboard

y

“Mouse

PEC Solutions, Inc. bl 012301
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The CPU is the main computer box that contains hardware such as disk drives. memony.
CD-ROM. Sound Card. and ports to connect the computer to the Network. The CPU also
contains software that runs the computer such as the operating svstem (Windows NT).

The Monitor 1s the display for the computer. Much like a TV sereen, it is hooked into the
CPU so you can view what vou arc working on.

The Kevboard is one way of inputting intormation or commands into your computer.

The Mouse is a way of moving the pointer or cursor around the Monitor screen to choose
icons (to be discussed later in this section) or huttons to move around within the
computer.

To turn on the computer you must press the power button on both the CPU and the
Monitor. Once you have pressed the power button for the CPU. give it a minute to start
up. It vou screen remains blank. remember to check the power supply to the CPU and
the Monitor.

Basic Windows NT

Windows NT 1s the operating system of the computer and will allow vou to run programs
and access the Local Area Network (LAN). Windows is a Graphical User Intertace
(GUI: pronounced Gooey) system that allows the user to navigate using pictures or
“icons” to navigate to different functions. Clicking in on an icon. or a picture, will give
the computer the command to perform the function that the icon represents.

Icons
Each picture represents a
folder, file, or a program

Date and Time
and other

Start Button programs
running with
windows such as

,_i Open Windows Virus Scan and

Network

—

Taskbar

PEC Solutions. inc. 12 TR
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Figure I-2 shows a typical Windows screen. The icons on this page can also be called
shortcuts because you can jump from this screen to a program by double clicking on an
icon. For Example. say that vou want to open up Adobe Acrobat Reader.

Double Click on Adobe Acrobat Reader using the left mouse bunion.

Double Click

PAStant| P Mcsaron Orice Brw - U | DE JINDW o

This opens up a new window with the Acrobat Reader now running

! [
| e @ Doomen Vo windw beb .
[ A - N ‘A T 4 4 = o - F Y
| Window Title Bar
f-F
PSumt]| P Moo Orce Bindee U J[E A0 o ooeee ' BE INDWE 1 o
PEC Solutions. Inc. -3 B T 012301
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Multiple windows can be open at the samie time and a user can be working with ditterent
programs and simply “jump’ from program to program. The more programs that are
running at any time. there stands a possibility that the computer will slow down 1t the
memory is being taken up my many difterent programs.

Now open a second window by double clicking on the My Computer icon

(T

G Ed Qocment Y- dedow tep
“ R BT S N TR I 3

—

MStat] P rcroron Orce Bede - U |[E] Acrebat Ruader D5 NP a5

Another window is now open.

I."
Fmﬂnh\ .
-~ — X 3 -
Second Window with Delvae _ Prcgten —
= : “Active” Title Bar is - -
a \ hine = ==
= ——WTEGWE] KT ET  Gooton  Hchagmn:n
My - - : T NS PG| PaelE
Computer Inacuive Title Bar is =) -
| gmy' h ‘wiraos an 51 on Pl
Salect an wem to ¢ o) Feclva <
G0 TN - B
2 o = 3 8
Purtary Cormol P arwl Ongh i Shambing  wimb Foden
Hatomted re) Tawa
A .
E ;
“yCox
WSran| P remar Mice Brdes - U | ) scrotn Fasaer J]:Ju,c—-u--— WO XNUW 1-1:»-—
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To “jump™ between windows vou can ciick. with the left mouse button. on the inactive
window (usually best it vou can click on the title bar) or vou ¢an click. with the lett

mouse button. on the window in the taskbar.

Li
L
I._ e R Yen yo rpen e _
i ' KT I A e TS B S -
Up Ca Cooy Pate Lindio Doty Propeiec
My Comgaper :]
—= ey | R £l Cemcy on Morgpees e
Mv T NS G PeclESL
Comp S R
1wk N3 1ve U Shae on 38 an o Pel
I Click on lna_clnc u'lle S ok o
sesenceas | bar or the window in . .
the taskbar Jexd 3 :g
[ TR Gl ool §ohdery
Noheacr g Taaha
_ _ e e
PMStart| P Moo Fhoe Brae U | |2 4c00a Resder || 2Jdy Compraten BE NN v
¢ Now the Acrobat Reader is the active window.
" -
I
.-
&% M nmew (e g e :
AN T d a4 » = & om M B -
—3
b -
I I,_ —— N . _
ASsm|  Precroion e Berdw U |[[F) Acvobat Resder 2y Compura [| &8 IXNGWi o
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Control Buttons

There are three control buttons on the cach window that allows you to perform certain
functions. The butions are in the upper right hand corner of the window.

-8 X

|

X

”

Ic|iF-4

Minimize

Restore

Close

AN

i Maximize

Minimize will hide a window and only show the box in the lower wolbar
Restore will restore the window to its original size

Maximize will enlarge the window to fit the whole screen
Close will close the window

To perform any of these commands click on the button with the left mouse button.

- x
Fix [dr Doosmwd Yies ‘Wieddow Helb
AN ‘“ > v n : :

I Click on the minimize
button

Vi

=

WStant] P tmomoh Otice Buter - U |[E] Acrubet Rader ¢ é ]  em amewe v
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This will make the window “Minimize™ s0 it can only be seen on the taskbar. Now the
second window that was open will be the only active window.

Fa r “=RlwTT T T
n e ;a View [0 Fgwewie: Hep -l
I e b s B e A | -
o Ua Cut Copy Py Ui Dgirdn  Feccumiigs
agres: [ 2 vy Conpuse =]
o o3 i -
= 1 Foces A ) o Sl So?:a-. Hrm?r:r
e SES D Fee i AL
My L | T
Computer s |
C O Y or Dosgs or Crape an wrpon e D an Pe T
Sewit W Ry e wwe U4 Poo' L PeiL01 FetEfpL | Faltval &
Ae ssnplean .
IR TR TR TR
Fruey Lot Pare R ThL) Ctwdded et Fomm)
Nt g Tase
1
Ll
I yCompam
PMStant| P Mmook Olice Braes - U . | [ acbst Preder [ — T D8 AN 5 g

Now with there is only one window showing. The next button is the Maximize button.
Click once on the Maximize button.

<] a A - =)
1o B4 Yew o freie lisp o S
L S B A e T . -
R C- Uo Cu : -
“ Addeaa | 2 My Conpuaer Chck on the maximize -
[ button -
mERALLT P e RN
My :

| Computer P I 2 I I
ColiFr ¥ on e ar Lruw an

wirgge v Sy e Peel
Sebrct B0 Re 10 vere &Y Pocl'D) PeclSM| PelESS) P Vo [
detongteon

2 W = 3z 8

Fardera Coraol Perwd Cublp Scheching  w'ad Fokden

Meprech ) T
- 3 omgader
MSstont] P rtcononOvce Erder- U | [ acootsr Rescser [[ =1y Comprtar D8 INUW 5 e
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Now the window fills up the computer screen.

T 0w 3]

i £@ Yow Jo Fpoies Heo
- - % N 2 <« > ‘ i
us Cs Cotw Paite Uras [oahe  Propeter) o ——
LR Euf Comgre LJ
— ‘o - . - -
= =y =2 =2
e ™ oo N | o - Somgn an MURageae or DD e o ‘;._-.;-c;.-
Vo lEd L) Ve 58 LR I
My Computar R noEr Fed
o . = = = - 1 27 ¥
Wt p faTitl cEm L . . R R ) . .
Jescrpton pi-‘:;;’\; \ ::’ugc:uiw Geror ey Pooymas ) Lo U ‘.:.4:,'“ ?:::JI-
e € ams
) 2y Coovmpn e
MSrart| @ o DB B U | Ela.wtw Fomie ]l:lJu, [ ——— DG RN@W: o L

Now the user can work with the full window. In many cases on the weborina
document, a user may want to use maximize to sce only the current window they are
working with and to give them a better view of the information on the screen.

To restore the window to its onginal size, use the restore button and click once with the
left mouse button.

fw Ex Yo Go F [ 7 &

=
- - h'4 S} 2 a7 x> g 2 .
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Now the window resizes (o its onginal siz¢.

Fe 9 Ve Go Freme Hew
- .+l

-]

-
—

Agdvecs [ 2] dy Corpums

My
j| Computer

Seact ¢ dem L veer £y
SR pTOn

Soumgm on Mool e
CumlEd | Vel 2L

Prcxr OncoBrae | [l Acba Reader

e NG W 50rC) =m

‘s:m[ w5

Finally, to close a window, we use the close button in the upper nght hand side of the

window.

Seiect s fem 0 vure Ay
Sari Croplaen

Suogs o diehapman o (a0
oS G FeeINMN b 10N ]
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Click on the close button and the window will disappcar.

Nonce the window 1s gone
and the box is gone from the
laskbar.

AStm| DB P o orBrom U | oo Ressn | NG WP 0 it

Note: If the window you are closing has information that hasn't been saved, you will
have a message box pop up and ask you if you want to save the information. There are
generally thee options:

Miciosolt Ofhce Binder [ x|

!5 Do you want to save changes to USAID User Guide?

Yo ! b | cancel |

e Yes: This will save the information in the window and close the it
No: This will not save the information in the window and close it

o (Cancel: This will not save the information, however it will not close the window so
you can still access that window

Scrolling Bars and Resizing Windows

The information within a window is not always accessible or within view from the
current window view, If there is more information off the screen. there will be scroll bars
to move or shifi the window, as we can see in the next figure.

PEC Solutions, nc. 1- ) 01 2301
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‘Jfﬁ_ﬁd Yew Qo Fm Help
A Y NA
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My
j| Computer | 9

Share on

Web Folders P S
System Foicer
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Hére you Can

create shortcuts
to web folders an
YCur COT DAY
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World wile web
To pubhsh
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Too see any information in the lower in the box we use the vertical scrolt bar on the nght
side of the window to scroll down. Use ¢ither the down arrow or click on the bar and
drag 1t downward,

. e @ Yaw Go Fyestes Heb

Click on the scroll bar
with the left mouse button
] 2] and hold the button down
._-:“;l while dragging the bar
g M downward

Computer

on
Web Folders 451
Sevtan Fokdgr

Or click
repeatedly on
the down
arrow with
the left mouse
button

AStrt| B Precraich Ckce ke [ [Facrbat Roien [ =sty Compasten NI QD 2 an

PEC Sotutions. Inc. [-11 01 2>




Carrcom RNM Traming Guide

Now information at the bottom of the window appcars.
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The same actions work with the honzonial scroll bar to see what information is in the
nght side of the window.
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Nothing was added, so now we must scroll back up to see if there was anything to the

right at the top of the window.
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E# Yww Go Faoten Heo
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Now there are several icons to the right that were not in view from the ortginal window
view,

Instead of scrolling up and down then left and rnight to sec everything in a window. there
is a way of resizing windows to have a better view without maximizing the window to
take up the whole screen. Windows can be resized to vertically, hontzontally. or both at
the same time. First lets look at widening (horizontally) a window. Using the mouse
place the cursor on the right or left edge of the window where a double arrow appears.

System Folder

Hevrg vou car
creste shartoutt
0 gl Folderi an
TOu COMOBNT'S
ST -t O TP
Warkd Wale Web
Yo pasbdiph
documants ta @ -
iy

T I | ;I_I;I

A5y Compmter  RNP WP ROTD r00m

WMSiert| @ H P s Do Srte | [FJacetis Areder

Click on the left mouse button and hold it down. Then (in the case of the figure above)
drag the mouse to the nght.
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Now the window is much wider and the scroll bar to the bottom has disappeared. which
means that all the information is within view horizontally. The same works tor resizing
the box vertically (up and down). To make a box larger or smaller (both horizonally and
vertically at the same time) use the diagonal markers tn the lower right corner of the
window.

My Computer

3wy Flsppy (A:) s
¥y Emch Flogpy Crik LSy
P E S

Az DB Bricomhtertnte | Grotatanss  [[Dey ot RNOHDE 2OTD 21

Placing the cursor over this area turns the cursor into a diagonal double arrow. Click on
the left mouse button. hold it down. and drag it to the right at an angle. This will make
the window larger.
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The window is much larger now and almost all the information within the window is
within view.

Moving Icons and Windows

In the figure above, there are two icons that we cannot clearly see all of, and they sit far
lower in the window, away from the other icons. Icons can be moved easily by clicking

on them with the left mouse button and holding it down, then dragging the 1con to its new
location.
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Now the icon is where it was “dropped”. The second icon can be moved the same way
and then you can create a smaller window and still see all of the information.
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To move a window, click on the title bar with

the left mouse button and hold 1t down.

Then drag the window where you want it placed on the screen.
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Now the window is in the lower right hand side of the screen.
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Taskbar

On the windows screen there is the taskbar that contains different intormation.

Start Button Open Windows

N o~

;mil l‘s"fe | Micionoit Ottice Bind_.

Quick Launch Running programs (anti virus, etc. ¢tc.)
and Date and Time

¢ The Stan Button will be discussed separately below

¢ Quick Launch allows you to start any programs by just clicking on that icon

¢ Open windows shows you any current open windows

¢ Running programs shows vou currently running programs and the time (10 see the

date. hold the cursor over the time and a box with today's date will appear

Astat| B E [P Microrolt Oiice Bind. q Toeodon Jctober 17200

The taskbar can be located along any edge of the computer screen. To move the taskbar.
click the left mouse button on any blank space along the bar and hold down the button.
Then move the cursor to any side of the screen. A line will appear along that edge and
when the button is released the taskbar will move.

Wsran| B P McroxA 0mceBeder- U | @ RNF W [osau,
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T24E A
QNG
w-:

Now the taskbar is on the nght hand side of the screen.

If you need more space on the screen, the taskbar can be shrunk cven to a point of'just
being a line. Then you can resize it when you are done. To resize the taskbar, place the
cursor on the edge of the taskbar and a double arrow will appear.
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Click on the left mouse button and. holding it down, drag the cursor as far as vou can to
the nght. Now the taskbar is just a line on the far right side of the screen.

Another way to change the functionality of the taskbar is to chick once with the nght
mouse button and you will receive a pop-up menu.

PEC Solutions. Inc. 1-21 012501
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Pop-Up Menu

Properties will
give us options 1o
choose from

RMsten]| B 5 P st Omce Bendm 01|

Click on the word Properties with the left mouse button.

Asint| G B P rcomn Oncobndn -0 | QNS - e

From the Taskbar Options tab you can choose your options.

Always on top: Will always place the taskbar on top of anything clse on the screen it
the boy 1s checked
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e Auto Hide: This will hide the taskbar unless vou place the cursor down on that
portion of the screen and the taskbar will then pop-up

e Show small icons in the Start menu: Will be discussed in the Start Menu below

e  Show Clock: Will show the clock if the box is checked

After any changes are made. there are three buttons available:
o The apply button: Will apply any changes and leave the box open
¢ The OK button: Will apply any changes and close the box
e The Cancel button: Will not apply anv changes and close the box

Toolbars

Toolbars vary throughout Windows and other various programs. Since Windows is
based on a GUI system, toolbars often utilize both words and graphical buttons (or
pictures) to represent commands. You need to become comfortable using both words and
buttons to woerk within computer systems.

For example. here are two common toolbars.

The top toolbar is represented
/ with enlv words
Fle Edt Vew [Jo Fgvomes Hel

= = VAR ) S GRS X g

e T Up  wlu Copy  Paste Unde  Delete Propetes  Views
\ Both pictures and words represent the

lower oolbar. 1n some cases the lower
tootbar will have only pictures.

To utilize the first toolbar, you must click on the word. In this case lets use the word File
as an example. Click once on file and a pop-up window appears with a list of commands.

- File Edt Ywew Go Fm Hein

Evpons e = X 1y ) o > g
L - Up ! Cut Copy Paste Lirado Delate Properties ¥ T

Eqrd Capturs. .

Creste Shortcut

v My C“'“"“':\' Commands that are fainter or “Grayed-out”

!"‘: crk Oifine ‘ cannol be used at the current time

If the 1oolbar icons do not have words to denote the command hold the mouse over the
icon and a box will appear with the command name.

Flie fd VYew Go Favoiles Hep

R R Y@t}w

Note: Often the same commands exist in the upper toolbar as does in the lower toolbar.

PEC Solutions, Inc. |-, 3 1 25304
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Recycle Bin

When deleting files. such as a document or a folder from Windows it is temporanly held
in the Recycle bin. An icon on the desktop represents the Recycele bin.

Represents the recycle bin
when it is empty

W Sten

Once a tile 1s “deleted™ it drops into the recycle bin. resulting in the following 1con.

Represents the recycle bin
when it is full

‘Sun[ - ) - VT A
To view items listed in the recycle bin. double-click on the icon.
PEC Solutions. Inc. 1-24 B 0123 0]
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7] ©f siwig| ] x| tivf= u)

There 15 one file in the
Recycle Bin

s[5y Recycin Bm 41

There are two options for files in the Recycle Bin.
e Files can be restored to their original location
¢ Files can be emptied (permanently deleted)

If vou accidentally deleted a file and you still need to keep it or work with it. the first step
1s to restore it to its original space.

Step one is to open the Recycle Bin as seen in the figure above.
Then highlight the file that needs to be restored.

—

[e= LON YAes e o

H prprrr= 2 @l sl o] X@] Ll -
\ Click once with the left
mouse button on the file to
be restored
1
.’Sld"'uﬂu:;m [ T3 1342

PEC Solutions. Inc. 1-25 0120l



Caricom RNM Training Guide
Then click on the word “File™ in the toolbar below the Title bar. A drop down mienu box
will appear with several options.

7] & xwim] ) xle] ul-f= .l

Conlars commards ka wesheg seih e selacied dees

Astan [ fRecycle 0 -2

Chck on the Restore option listed.

Fogtursg the aelected dum &) i el knylnn

’Sl-t" zf Recycie Bin lOl.S.Hl

Once the restore option is picked. then the file will go back to 1ts original tolder within
Windows. While it is in the Recycle Bin the file 1s not able 1o run or be edited.

PEC Selutions. Inc. -, » 01 23 vl
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The end result after clicking on the Restore option,

2 Hecpcle Bm
Eiw Edt Veew Help

[Vrmear ] @] x|%ai@) o X|g] s)=fE u)

AStet|[ 3/ Aecycia Bin

The second option with the Recycle Bin is to permanently delete the files or "Empty
Recycling Bin™. This function works much the same as the Restore bution. First open
the Recyeling Bin by double clicking on 1t with the left mouse button.

T

‘Sln-l"ﬂﬂm P

PEC Solutions. Inc.
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Then click on the word File in the 1oolbar under the Title bar.

] o] s[wl@] o X [

AAstat|[ s Aecycie Bin "309aM

Click on the “"Empty Recyele Bin™ option.

asa-c"gum Bin 05 AN

Since the file will be permanently deleted. Windows stops and asks if yvou are certain you
want to permanently delete the file.
PEC Solutions. Inc. 1-28
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I o[>
Im o W ]

N e Bn 2 @) slwle] ] X j-fE ul

5 vat! ro

F Arg pou RA9 you vt 1 deleie ‘st | beep?

i

MSant|[ 2/ Recyele B L T

At this time. if vou are uncertain vou want to empty the recyveling bin. then click no and
the files will remain in the folder.

If vou click ves then the files will be deleted.

S @) X|wl@] o X sl=fE =)

usu"ynm ™ 10 85 ahd

Note: [t is important to empty the recyeling bin from time to time so that old files are not
taking up valuable disk space on vour computers disk drive.

PEC Soluuons, Inc. 1-29 Gl _501
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Start Button

The Start Button is located on the Taskbar and allows the user to:

Perform or start different programs
Open up different folders

Access the control panei

Log on or oft the computer as the user
Tum off the computer

Search for files or programs

Srant
Ramton

© 1nowm

Y

Taskbar

To access the Start button functions. click on the start button with the left mouse button.

This is a quick launch area to
start programs like Netscape.

PEC Solutions. Inc. |-
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Shut Down

For any Windows user. the shutdown button is important for many different reasons.
Move the cursor over the Shut Down option with the Start button opened and it will
highlight the Shut Down option.

noOwsNT Lo e

iz

Chick once with the left mouse button.

PEC Solutions. Inc. 1-31 012501
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With Windows NT there are three questions to choose from:
e Shut down the computer?

e Restart the computer?

e Closc all programs and logon as a ditferent user?

It the circle to the lett of the question has a dot in the middle of it and you click on yves,
then windows will perform that command. If the No button is clicked. then Windows NT
will return 1o the desktop screen. The help button will provide the user with any
necessary help.

Shut down the computer will turn the CPU completelv oft. (The user must then tumn ott

the monitor and anv peripheral devices.)

Restart the computer will shut the computer down and restart it automatically. This s
helpful when the user changes any configurations on the machine or if the machine is not
functioning properly.

Close all programs and logon as a different user will not tumn oft the computer. but the
workstation will not be accessible unless someone tvpes in their usermame and password.
(See Security below)

Run

The Run optien allows the user to run a program if the user already knows the file
location and string needed to run the file. Most users do not readity know this
tnformation and it is easier for users to access programs via icons on the desktop or
through the Program options on the Start button listed below,

E’ Q 2

!

o128

lae
L)
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Help

Windows Help is a very extensive option that the user can utilize to figure out problems
or how another part of Windows works. To access the Help option. move the cursor over
the Help option in the Start menu.

The Help window If the user were
has three options: _ looking for secunty,
Find — A search ‘ ’Imhhhrd"dmmh then start typing the

Corterts lrdem |Fea |

(;‘or.nems‘— A 2 Cick the refon ey yos et et chck D word security. ltis

listing of what is in not always necessary
ACCIE Coprrul tmeel . i

the help CO0M wokcsenrs to type the \\.hole_

Index — An rhertance work. watch the list

alphabetical listing R s change as you type

of help topics.

St | © 1050am

PEC Solutions. Inc. .3 01 2501
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(- |
b
-
[ ]
With the word only
= pamall_v tvped. the
listing moves to
secunty and its sub-
c“g’gu“-mcm categories
~ E o} 1
The user can OO s
double click on T 8oy
~ . ogn £ vend Ve
any of the topics vrerireg
.o D33 3we0rchn 3 8 DT mGrdy
listed for help. PormLCrs S G ory i
prhribey
BTENN Al Dol Feln ST
W MO iy
\Leiectag e =]
WM Stant O 1P

Double click on the Security option.

Cotentz lnden |Fnd |

1 Jvps the fut fow oty of the word you'te lookung ke

Now double click
on the topic you
wish 1o read.

A Stan © 12BN
Double click on “Changing vour password™.
PEC Solutions. Inc. 134 - 012501
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Help window A
P e (TR ToDE BT arer = chca

Change P as reord

msmt“g]w-m- WT Help © e
Find

The Find option will allow the user to scarch for files. programs. or other computers on
the windows svstem. The user also can specify which drives or folders to be searched.
To open the Find option. first open the start menu, and then click on the Find option. A
menu will appear to the right,

Stang O 2544
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A pop up menu appears with two options for Find:
e Files or Folders
o (Computers

Files or Folders will allow the user 10 search for specitic files or programs within any
particular drive of the computer. To access this option. click once on the Files or Folders
option with the left mouse button.

g —
Y, -

XN Ana ™= 1
. Eis Ed Yew Dosww Hep 2

Tyvpe in the name
of the file the user

1s searching for.

The user can change the

drive in which the search
is being conducted. } }
s Search results will appear in a
small box at the bottom of the
Find Window

WMStan][2) Fenet AR Fdee ©Q vagau
Searching for computers will allow the user to find another user’s computer on the
network. This option is not always used very often and would require some setup to
allow users access to other computers. (Consult your local Administrator for more
information if necessary). To access the Find Computers option. click on Find and trom
the menu click on Compulers.

Type in the name of the

other users computer and
click Find Now

W Sient | [ 3 Furnd: Computer © 2c3am
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Settings

The Settings option will allow the user to access the computers settings. The Settings are
split into three separate groups:

e Control Panel

e Printers

e Taskbar

Most users will not have to access this area very often, but it 1s important to know how to
access this information. Users must be careful when changing information from the
Settings files. If the user changes something. they may have difficulty changing it back
without assistance. To access the Settings option. click en the start button. Then place
the cursor over the Settings option on the menu.

~
fiar

Ny biitaand

ﬁ ®© 3591

The Control Panel option will open a window with many different options for the user to
access information such as. Mouse options. Add/Remove Programs. Display options,
Date and Time settings. and Regional Settings.

Click on Control Panel in the pop up menu.

PEC Selutions. Inc. 1-37 01 2501
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B Cuntiol Fanel

Eie ER Yiw hob

= == A The Control Panel
A iy AdUemove > _ s window appears
with many ditferent
options,

bory Pr oy arre

e
o fvrwy t

asm"_\gcmpuu Q@ 35;aa

The Printer options are just below the Control Panel from the Settings menu. Click on
the Start button. then place the cursor over the Settings option and a pop up menu
appears. Printers is the second option.

st © ssa
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The user will have a default printer set up at the ime of the computer’s installation, but it
there is more than one printer available for the user. then this is where another printer

could be added or another computer set up as detault.

Click on the Printer option.

Any printers would be
set up in this window.
Printers may also be
added from this window.

!Sun“_.jl’:in-u @ 357am

The last option on the Settings option is the Taskbar. It this option is chosen. then the
user will see a box to manipulate the Taskbar. The taskbar is discussed above on page 1-
19.

g
™ Ao haiw

™ Show paall core in Siet menu
+ Sk Clock.

WM 5ran 0 1otaaM
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Documents

The Documents option lists the last documents the user had accessed for quick retrieval.
Click on the Start button. and then place the cursor on the Documents option.

The list of files allows
the user to quickly jump
to that document by
double clicking the left
mouse butten on the

appropnate document.

F © S1Tam

Programs

The program option will open up a pop up menu with a listing of the programs that the
user will be able to access. This list usually consists of such programs as:

Office programs

Internet programs

Instant Messaging

Other programs specifically loaded on the user’s computer

Click on the Start button and then place the cursor over the Programs option and a pop up
menu will appear.

PEC Solutions, Inc. 130 T 01 2> 0l
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Now there are several
programs that can be
accessed from this pop up
menu:

e (alculator

e Imaging

If there is an arrow
next on the line with
the program that means
there is another pop up
menu. if not then that s

the program.

To access any of
those programs.
just click on the
word or icon for

that program.

PEC Solutions. Inc.
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Top of the Start Menu

At the top of the start menu, the user has some icons listed for quick access 1o those
programs. In the example below there is an icon for Netscape and an icon for a Netscape
update. To access these quick launch icons. click on the Start button.

Click once 10 access the Program.

EEG Q juam

Security

The Windows NT operating system {OS) was chosen because it 1s a proven OS and itis a
secure OS. Each user will have a unique username and password to gain access to the
system. There are several difterent options with the security. and we will look at:

¢ Logging On

s Logging Off

e Locking the workstation

o (Changing passwords

When the user starts the computer (using the power button) A window will appear stating
the last user who was on the system in the user box and a blank password box.

¢ Change the username to the correct username (if it is not already done)

o Hit the tab key or click once in the password box with the left mouse button.

e Tvpe in the correct password

o Hit the Enter kev

The user will be logged onto the syvstem and access their email, calendar. and tiles.

PEC Solutions, Inc. 142 01 2301
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If the user is stepping away from the computer, then there are two options instead of
shutting down the computer and having to reboot the computer iater in the day. The user
can log off the computer.

To Log Off the computer:

e Press and hold down the Control (Ctrl) and Alternate (Alt) keys and then press down
the Delete key.

e A window appears with several options

e Using the mouse, click on the Log Off button

The screen wili then change to a blank screen with 2 window that states “Press Ctrl + Alt
+ Delete to log on™.

The user may lock the workstation so that no other users would be able to use the
workstation. This works much the same as logging off the computer.

To Lock the workstation:

e Press and hold down the Control (Ctrl) and Alternate (Alt) keys and then press down
the Delete key

e A window appears with several options

o Using the mouse, click on the Lock Workstation button

Another way to make certain that the system is secure is to revolve passwords on a
regular basis. However, sometime a user may feel that someone has seen their password
as they were typing it on the keyboard. There is a simple way to change a Windows NT
password.

To Change a Windows NT password

¢ Press and hold down the Control (Ctrl) and Alternate (Alt) keys and then press down
the Delete key

A window appears with several options

Using the mouse, click on the Change Password button

Type in the original password

Then type in the new password

Type in the new password a second time

Then press the enter button

Password Rules

» Never write down your password (Especially at your desk)

e Never share your password with another user

e Never use a simple password like your name or your Date of Birth

PEC Solutions, Inc. 1-43 012501
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Section II: Basie Internet
Overview

The Intemnet is a tool used to search web sites iyoughout the workd for information and
research. The Internet connects the user to people, places, and things arsund the world.
The Intesnct aflows the wser o have reab-time discussions with coli CHLLBLES, DAY
information via email, and access documents or other mformation via a website  Bome
sites are accessibie by anyone in the world with 3 connection while sihers are secure and
need 3 username and password 1o gain enwy.

{n this section we will cover:
How tiy siccess the intermnet
Toolbar Functions

Address Line

Basic Navigation

Links {10 other sites)
Bookmarks {or favome sites)

® 2 & % * »

Oibjectives for this section:

Open Newscape Communicator 4 the Canicom RNM
How (o use the wolbar

How o type i 3 website address

How to navigate around the intermet

How o connect to different sites via 2 bink

How 1o bookmark a favorite siie

~
[l

=
l"q
r

» * * & & @&

Qpening Netscape Communicator

Tir open Netscape Communicator, the user can either click on the won vy the Deskoop or
use the Stan button as descrtbed in Section § page 1234,

PEC Solutions, Inc. 2.3 01
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The first pop-up window that appears when opening an Infemet boveser is caited 2 Home
page. In the case of the Caricom RNM systems, when g user {irst opens up Netseape
Communicator. the Caricom RMM weh page appears. A Home page can also be usad to
describe the first page or main page of an orzanization or company’s web site.

B P P - N 1T e el T N - mriex

2 Tow Go hOARLEL »m ____________________

b Globad Fradi dnsses { WD

_miﬁmu.;»ka" e
ARGt ’E’me ¥rade tnbay .

Omce the user 3s on this page. they have accessed the Imemnet. Befive the user stans
moviag anound the h-.e:ml._. theee are d {ow things the ¢sr needs (o haow,

Taolthars

There are two standard tootbars with Netscape Commumeaior. The uppr of top tsibar
consists of words with drop down menus. The bower tocibar conuists of wons or wiwds
and icons. As in other taolbars troughout windows. many of the items o the Jower
toolkar can be found in the upper tootbar as well.

To open an item on the upper or top tovtbar, chick the feft mouse taton on one of the
words {t.e. click on Fiicl.

i
v
i
-~
et
.
#
e
vl

PEC Solutions. {nc,



Carcom Regional Negotiasing Mactunen Trsining Cunds

Note: when an arrow 1S
present. place the cursor
over this option and a sub-
{ist will appear.

Exit Ol

To access any of the commandsburons on the loweer wolthar. click once. with the ioft
mouse butten, on any of the ons.

Chick onee 1w decess
VK
Home

§i the jcon is “grayed-out” or fsded. then
that jcon 18 nof arive on this streen.

Aiddress Line:

Just under the twi tooibars there 15 2 box that is {aheled Metstte. This box shows the user
the currond Imeimet site.

Addresses will change astomatically when moving from one web page or site 0 anather
However, the user can jump 0 a web page quickly if they knew the name of the page
they wish to jump to.

For example: the uyer stants out i their home page. {n s case 3t is the Caricom RNM

ste.

[
v
L)

HERRAR 4]
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Yonsar  Uaoes, o

iy, < 2 inesy |

AsAAAS AR

- Seows Winformation

- Bocumiat Bxclinagd

: : &_&ﬂi{b@aﬂ L23:30 0 i&)ﬁtt LomeiV)
BNt ’ ;
g Gilobal Yrade Fasaes {IWEBY —t

% Codemcr

Addiicnad Links
e it s Tt R ST RN L > B

,Stmigﬁm.tu - Traube drdo .. -

Chick once. using the left mouse button. in the Address box.

G i

Now the address s I
hghlighted. Once the address

15 hisghhahted the user can jvpe
a aew address over thwe old one

e oyt et

A Stows {2 Caciees - Yroohe tokox .

19
=
st
[
“h
(3%
~
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B im0 - Sradii WA ARAacs, Sher et Breten ron
Tre Db lew Go Duvechedovor e

Sy o
T @ o egaead
Onee the address s dped. ba ]
o e the bnter key on the Keyheard
: g_;_a}“:...s.a.u:-»;.di.’y ‘
Lo T Mi&mﬁ}vwmﬁﬁg 'lido’:‘)sm » Fradhe S&ﬁ.wmﬁxa Nyterork
Fragh Kooz
Wcstﬂn Hﬂmwhcm ﬂ’TM:.
: ;;,gw,,-;;m {§enr fvae 1373
B Clubal Trade vnis (I ‘ -
;
b i
e e e w2 5B N2
531 T Covicrom Tcoctn Srdan... & e

Once the Enter key is struck, the Netscape ioon in the uppor nght corner will begin
shifting to show that i is working.

Jedeomatonn Naodesd, - Notig A

Nate the shifting colors and
background. This denotes
Nc:s:..ape 5 ‘w%\mg

Be patient, sometimes Nezs;ape ts
done but the website you have
reached ts still working and needs
anather minute.

w‘:__ ‘ .. St . : U N 5:5& :'M__%__Eg____\ﬂvw;_::.
4 EEﬁmarmm,, & rmew

The web paze with shiil to the new page.
1 & e
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Navigation

&
E

gation through web pages can be accompiished 1 sovem! diiforent wayvs, The thres
51 CLUIMMON are:

§

s Navigation buttons on toolthar

s Links

s Bookmarks

Firss we are going o discuss the Navigation buttons on the wolhar, The figum: below
shows the common buttons that will be covesed in this pude.

»  ack

o Fopward
e Reload
« Home

s  Scarch

L

o

Stop

PEC Soiutions, Inc. & 0l 2568



Caricom Regwna Negotiating Machinery Traiing (uide

The Back button will allow the user w go back 1o the previous web pape. I the user s on
the tirst web page, then the back button will function,

Examaple: [ the user was on the Neiscape home page, but had stanted on the Usnicom
RNM home page, then to retum o the Cartcom RNM home page the uses wouid chick oo
the Back button,

LA

s e S

-

NGRS SAASOe TROSOOG e,

o Piace L ike Homs 1ol S Snen s s aas Lk
The WdtE frow M QPEOSANY By Bre L3 e an b 2o by S0 TN
Wt AL S O A€y A e u by Ml Wb Copma ez

AVl T Oreanrad weleen M anart pavegs M Drasd ot

2 tmlneng hapnd e vap Leakie. s Fiandy LI L Y e e,

DG M AR :
S Le RS e A rm B e T

PO RS SR ) Ve eao b e
PR Lok )
WA S
susirrdioans

businef,s e ! BN P & conn o

WARAET LEUFES 3 N B NG S T 0 B e 0 .

Glnm St tre et s s AT s oA, SSOERELA RS, [y D . ;
L o momcmes L edofeivamed o Madaddaess o TTTTEEE TTREE ST REEET O T L Rkl ke sk g
I TEracumens. Sices BRSPS < < AR

P Ste] T Rerrenpe £ e

Newscape would then take several moments and the Cancom RINM {or previous page:
would appear. The user can click on back multipde times 10 go back pt przor pagss.

Forwand button. The Forward
button will jump the gser kaek
the page afior the Back button was
chicked. The Forwand bution can
only be used when the Back bution
has beea used.

EXY

W
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The screen has moved forward SRR
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e P ptoy to the Netscaps screen again.
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The Reload buiton 15 also often referred 1o as the Refresh hutton, This will refresh the
page from the settings on the web page. Fovinstance, of the coloring pops up weang o
the page is no viewing correctly, then click on the Reboad button.

The coluomng of tus page is wiong.
and the firs thing that the user showdd
fry iy the seload bution,
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After clicking on the Relead hutton, wait and momentanty the screen will refyesh.
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The Scarch button will take the user direcily to the Nutscape search suge.

DB eenads & theise Big oo reams \mww-ma-mws presr = EF st Hthod

-
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-

2 Type in what you want to
search tor and Hitthe
Enter key oo “GoTo 17
button.

ﬁ : iz | 2% Click on any of these to gi 1o other search
o Skt - Tasy engines.
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The Home button will return the user 10 the user’s Home ;‘ g, In the case of the
Caricom. the user will return to the Cancom RMM web site

4 ¥ 3

Back Foreewsd Fefoad

& O B

Gy Shap e

?f the user accidentally clicks on the wrong Link {discussed belowy or types s the wiong

te address, there is 2 way of stopping before the new stte fully develops on scereen. The
‘stop Button will cease the activity and then the user can hit the Back buton to metim o
the original page.

T T P T -

-

Bmk  Fowxd FHeload Hor Sesch  kedstape Sevusty  Shoe

-

Links

A hnk s a picture. tcon. word, or phrase that 1S set up by the websie 10 jnn up with

another page. This way, instead of typing out 2 now address w po 1o another page of the
website. the user can jump there quickly. The Caricom RWM hoswe page has several
Links op the page

Bon | Fuwed ol foes  Swach Sl o Sewdy  Wew oo
,§ PR t hw?m Fovoies corret o,

. N .. ' .. ‘ -
“4 Each of the Listings above i 2 fink.

t:.

g R 2 M
Pstaa §§%4‘m $rade dotor. . - e
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Click on the E-Mai! fink using the ieft mouse hutton. Note: ssually when the cugsar
noved over a fink it will change from the normal pointer to 2 hand. Deponding on how
the USers compuier ts set up s may vary.
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By looking at the Netscape home page. we can se many diftferent types of hnks.
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Bookwarks

Bookmarks are another type of navigational 100} the user can wtilize 10 jump 1o any
particular web page. The user may find a useld web page, It forget aif the jomps and
links that it took to find that page, 50 Netscape will allow the user 1o save boekmarks in
the system o jump back 1o that p age ab anviisme, The ondy time g user will s be able o
jump to a bookmark is if there is security page prior 10 the saved page. Then the user wal
have to log 1n before the saved page will appear. Bookmarks in Metscape wre generally
found 10 the left of the

Fie £l Vew Go Dommuricalr Heb

To save a page first you need to be on a page that vou want to save, Dogpile s 2 u:an.h
engine that searches other search engines and 18 2 very handy site. § asn skoppmg abesd «

www. doepile.com.
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This will open up a pop up menw with several different chotoes, Az this igne we »am to
save the Doppile page mto our bookmarks.
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Socre U k

To add the current web

..... R o IR the hookmarks
------------------------------- 1 {which will mean the
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see the saved page.

Now click on the Bookmark button agun to
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To jump to a "Bookmarked ™ page. the same bution and drop down mens is usad. %f: i
the user wants to jurip to the Bogpile site, from the Cancorn RNM site. then they woald
suat by clicking on the Bookmark button.
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When a user 1s done with a2 Beokmark, or decides thar they v Innger need a particutar

one, then they should delete the Bookmark irom the Hst, To delete s &:-.f.»hzm.r‘:\. CHIN 05
the Bookmark bution and open up the pop up menu.
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The other items shown on the Bookmarks pop up menu are bookmarks already selected
by Netscape for the user. These are items that Netscape wants users 1o use.
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Section Hl: iPlanet Functions and Microsoft Office

Overview:

The purpose of this section is to familianze the user with the Microsoft Office
products and i1Planet functions. In this section we will cover:
Microsoft Office Overview
Email (Outlook)
Calendar (OQutlook)
Instant Messenger (AIM)
Email Express (iPlanet)
Calendar Express (iPlanet)
Collabra

The objectives of this section:

Send and receive email from the workstation

Send and receive email from the intemet

Set appointments and view calendar from the workstation

Set appointments and view calendar from the internet

Post and read messages following or starting a threaded discussion
Chat with a buddy online using the Instant Messenger

Chat with a group of people using the Instant Messenger

Microsoft (MS) Office overview

Microsoft Office integrates word processing, spreadsheet, database, email. calendar. and
presentation functionality to the desktop office environment. There are 5 major
applications that make up MS Office:

e  QOutlook

e Word

e Excel

¢ PowerPoint
e Access

Outlook is an office desktop application. Outlook incorporates email, calendar, contacts,
and task list (to do list). In this section we will go into outlook to discuss email and

calendar functions.

Word is a word processor application. This is a very versatile word processing
application widely used throughout the business comsunity.

Excel is a spreadsheet application. This spreadsheet has many functions allowing the
user to perform simple and complex spreadsheet functions.
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PowerPoint 1s a preseatation application. This walf aflow the wser to create a vaety of
prosentations, incomorating praphics. graphs. chans niciwes. and animation,

Acvess is a database apphication.  Thes will alfow the user 1 create and maintain
databases, producing reparts and queries on the iniormation contained thesein.

Email (Outiook)

Email stapds for Electronic Mail, Email sllows s user 0 sead messages via 2 focal Arca
Network {EANT 0 co-workers of over the internet 1o people anund the worbd, In most
cases. users oan not anty send messages, but they can send attschmenis, such as
documents. images. spreadsheets. and other fies.

First lets take a iook at how b apen Catiook. Outleok can be opened from: the soon en
the desktop or frim Programs under the siart bufton.

RO (lick on cither option. £

This will open the Microsoft Outlook window.

PEC Solutions. ne. 32 i
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Orustiook Shortvuts
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Reply, Reply te AlL, Forward

The once the user has read the email, they can choose from several options. Thew can
close the message, delete the message, they can reply to the sender, reply to aill

recipienvs and the sender, or ferward o anothes email address.

T Ve Amen Dames JAn SRS BAR
| Sr Ay e L e S TG ™

i o~ L1

R RS G D v 5 et

Replv, Repiv o Al and
Forward battons,

Drelete 1his
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rephy. The corsor s i the main
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SIRSSARE.
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Reply to alf works the same way, however it wifl reply 1o all thase attached w the onginal
cmar message.

BEC Solutions, ing
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Forward actually takes the email and sends i on to another recipiont st you choose. For
msiance, say below that the email wath the anachment needs 10 go o another person.

Anphrar naks e TRe" ALY TAAL SREASNE ALED L Ak A S AR AR

Mo

Say vou need o send this
docimeat 03 anrher user.

e {nxpanan

T anindeg ©rgiroes
FrA Solutons

PP RIPAEST

L P S R

N
Y
\
\
RSP, i

kS
5

w g MRS -
Fram, ML S aviraontS U (0 g omivtennginrardusan aas

L ot aaV Solcees U TEO0 D W P

*&e—ej ¥.7 R iwSame - Mo O A, VT T T ———

Click on the Forward button.

Newds 30 omatl adidsess gnd
message trpad  Nugite she
F: i the sehieal Gse snd
o PG 80 fitde bar, Tuis deuetes thas
) B WAL ARy, TNEEAS L0 2000 L3R N shc-. thgﬁ 15 bding.

forwanisd

To! PEC BN &

Soubfors: G¥ ant

esssasnsnananannang

?
Ararnar e K (Ta) WX N T At i r w0l 3 B0k
arde,

SRaest it

il

FEL Fohasions

FO0 2 iGaltis

Sl R A KNAS LS
< Forwarded messages retain any attechussoms.

T3 o tAn R

< T

3

PR} Tt Krrard Tttt 53107 ey e 910002 LR, ne  Rvvanga § - = st

382
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Tr YT LAY,

o) SwDRNT. AE W

Mock,

WArA L ramnrnte
Fradrinng L impmmars
FEY, Salppinmrs
1N $75 5807

Fraant TR0 § ety I
PNl AOAESSY Or W00 1h, TR M4

.

EaS AL 1] L A S R e A

PR S

Once the emas) name s @ the
hox, chekwg ow ihe Send
htion can sond the messsge
¥ ots nught wani o nvpe N

TSI

Wiy the wesssge is s, the

Shori

Mgk 1. oasrmoes
Fraianng £ apdinnns
FEL Sadydins
[T

R Sy PR £ Py

sl NS e - -
Frmm:  FEL Sl

MR N T CETAST TN T8 LANEATT SO0 Rl £ B

ceigingl message i stk availshie
e ponw there s Hsse stating Ux
fast action takern. Mode the fasy
action aken will be hsted. Fyvou
forwasd 2 messspe and thess reply
i i, onty e weply message will
shany.

e e .E ey

BT
Saoor Weadngodey Cleroda: 2y NTE Vi X R

AR e

5}.\!&!: Sood Mo {
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Send a New Message

To open a new message, click on the New Mail Messape button,
{ad

Scmntm el
Tt DTN o8

(o E Y STR TR -
) TRl Tl RNy I M A O, DY T W RIP
] 7 Rt et R
W s P rar [ LE S

This will open 3 blank email messave. !

y, R . .. . J
P P Sy Ha D K &>
L Sdngmcts M . o2z

B R L Ry D LY L1 2

Biank message ready for regipients. subyect,
and message.

Type in an emai! address. subiect, and message. Use 13b 10 move the cursor fvom feid 1o
ficld.

)

L)

PLEC Solutions, Inc
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1 Note: Email address s usualle emailsame doomponnsire oo

q - I T T

St FiCr ra s 25 KIS0 Ry FANAR

e . T RATEON

S A DT ACAm LOolTNEG OO EC LN . onD S0 FasAM RenSL e T

et oo -

To attach a document 1o the email message, click on the Paperclip button.

ik on the Pagesciin keiton. §

¥ Maleas ﬁw-m'-.wnva-.(mvw

.
Frrrrrrre e st n s n e,
AN Y ; “E

FE OAOATR FOAC LCSLO1NG POTFr L6l Cltasme FEAT LIS LW mA ERTE
*

i econt to A woto anctamearn .

Search your documents folder or Personal folder for the document you wish 1 send
Double click on the document.

Rt i3]
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Lok for folders aocording to whese you
save youwr Sncuments. Most defauis will
save s in the Personad folder which s
she dofsnh thar apers with the siach
DR,

|

Hightight the document o file vour wishs o sfiach gred click
<oy the Insert buiton. «r douhde chek o the file.

Paemmwwwwsl

8 Note: the user cowld also send other files such as:
Picture files {jpg or .bmp}

Execuntable files {exed

Documents {.doc or .pdh

Excel {xisy

PowerPomnt { ppth

Access Databases { mdby

There are many others. Almost any type of Rle can be snached and sent.

PH‘ Sahutions, inc 31t
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the fie double clicked. then the document will be

Onge the Insent buton is chicked o
attache

==

Vabeyet:  Fts v ) e s n s Sar

jx;, [
%
FEA FOM LEAIDILG CNTECLALF, DiFRke e L has

Saner,

Note that the doeunent i now sttached smd
regsh to he sent

New the document may be sent by clicking
oa the Send button.

Formatting the Qutiook Page

Cutfook will keep track of all ematls that the user sends in a folder cafied Sent Bems

There are other {olders as well that the user may find necessary 10 view 33 well, There is
a simple way 1o format the Qutlook page to sce all the folders. The best way to dioe thisas
click on the View option in the upper toolbar,

.................................... Pprir T
T FASPRIIE .
L AR O AT TR Thes A TARS W
AL iy A e S &
e : - - ot A

Then click on the Foldor List,

PEC Selutions, Inc. 3-12
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v YR s BAYIN
L R N e F N N o
& APy Py
ALty WL Y.

Aoy these i 2 Hst of folders thar vhe user

cass sen, including nhox, Dedoted Brems
Sent hems and Outhex Noz that the
highligided one is the urens fbider wing
shown (o the right. The bold writing 203
the bBlee (27 donole bow masy winead
IORERNER OF NI MESKIZNS B¢ i WAL

¥ bl - ket Ol . . ' : 7 o »
if the Folder hist takes up too much space the user can drag the wall of the foldes hst o
make it smailer. Just place the cursor over the sight side wall usiil there is 2 doubls
STTOW,

and drag 1o cither side i nuhe
the box smaller or larger

TTTPT TP PRPeows

: Fm;opdn-m
{TE Sptariooy
T Y

PEC Solutions, i, 313 HIAN 1 3
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e st N3 W

Now with the Folder Hst
Her. the same

<oncept works fus the

oreview hox as well

o LU
e, el
Wi SR
o Pl

The same hypes of moverwnts are avaitshies
b $he har shove the messaiges.

Avsuanuannaal

g Aontne oed 1135 T

ﬂsm}f-z‘xjmwww : : S nasae
Now lets look at 3 differens foider the Sent Hems foldes.

PEC Splunions, ne. 313
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By clicking once on the Sont ltems Iine,

T Gacs s nnw i the sont toms o This
P oshuws by the bighlighr and the 1ile nivhe
Lo,

S T

asmi i (e - Manaant .
Sent Iterns box is 3 great way of uncking what messsges vou sent 1o diffesent people and
when, However, tis will take up 8 significant amount of space o the users companer s

sooner of later, messages stored here should be deleted if so bonger needed.
Deleting Messages and the Deleted tems folder

If vou start a new message or & reply or forward message that vou now loager nesd. then
vou only have w click the contrel box with the X in the upper ripht hand cornies. Hvou

have typed anyihing o the message, an email address, 2 subject. or text. then there wall
be 3 wamniag message displayed.

H wou answer ves 10 this
questien, (hen 8 copy will
te stored i vour Drafis
fouder. i vou answer no, &
wiif delete this message.

Cancel will close the
warging hox awd allow she
user o continue with the

i messae.

PEC Solintons, ne. 3.5 HEAIL LS
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H a message is deleted in this manor, then it is gone for 200d, and the wser is unable @
rewteve 1. Messages sent by other users or ems from vous sent box can be &
couple of ways.

Cas
4
i
i
%
%

The Vw the tonibar witl alse
gelere the fighhighiod message.

o e s
Teat Ao SLLD Su 2210
. N o Aeroah Cuoh G :
o
WX ey

Right mouse chick DR any MREsa0e oF Sl
semt and 2 mene pops up. Chot oo Delete
Xy ond i will send this message o the

e 1 s 1 8 et L Cxeteved Yomns fodider,

P eess) D3 Boreoerddur...

To crapty the Deleted Rems ikder, sgin
click pe the eleied Bews folder ov click on
e Touls optios in the wpper woibasr Inths
case, click an Tools in the upper tooltay.

TR0y

PEC Sohawons, Inc 316 § s
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The Empty “hicleted froms” folder oplion s avaiiable fram sither
way. This will empty the {otder, making moere space avaeilable an
the svstem.

Oles o Dhngmtonnd
Vemarlog K o
FENT Kadors
. ITO3 STWAAAST
IO YT SO

Creating Folders to Store Messages

The Inbox tends to stan filling vp quickly with messages, 5 tbe user can create folders b
¢ Ihax seroen of Crtiood,

¢s. Yo cveate a fokier, sart on the bus

hold messag

AL, .. valah
M AR L TR AN e, N

& Eeveae ML oo
Lot — L

Sy the wsor wants W make & folder called
benpostant Mai as s sud folder of the Inbox.

Right mouse siick on the fnbox fodder.

PEE RTTER IR YT, ]

Canicom Regional Neaotiztmg Machinery Traming Osside
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W g Tosd Neae AL

Tune 330 BATAS GO i,

e ey o 0 WIRUED L o 2Oy P i e
R Wopman WE e i
e X o

The pop Up mwne Las masy optinns, Chidk
o New Foldes

There 1s ROw 3 REW WIRGOW
G oreme & new iobdee. Type

g e HEY
3 Todenitr
A Uatarn

 the name of the new

$nider

FEC Solutions. Inc.
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TPy raEar A

E’h"?m

Fbar Aty 10 paty iy Satat

D e o e
& Lovde

 Crress
o

2 e

-

[~ .~
8 in ok

£ S

o, Dutees

R e T
b P

Chsce the maune o typed i
chok un CORT,

Ll AL

PEC Solutions, Inc.

Vs poap up window ks
the sser 5 the folder should
be sidend 1w she Critbonik
shirtcawl Sav o the By ieft
of the wivdow. Lnuslly
$huis 55w done 25 the user
LR aveesy 0 frows the

fikder fisa
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Dl LT SR A
Yo 10 0O B AN
T TR L AW

The now folder 1s now avaiiable.
*Messages can be moved by chicbung with
them using the left mouse buting,

hotding she buton down and drogaing
them ot the new folder and teming go
of the wause nton This s oalled drag
and drop.

SR i Se Cpan

el agaw

Creating Contacts {Fersonal Address Book}

Muost emaif systems altow for the user o create a personal adidress book. Using Outlook
20082 the personal address book is catled Contacts. Anvone who is used to sider versions
of Cutlook knows that there used 10 be 3 separate contais seclion and separate Personal
Address Book.

There are pwn wiays (o Creale contacis:

s From the Email
» From the Contacts page

First we will start with the email. Open up an smasl message.

The example below, there is aiready an emaii opon up 10 be rvad displayed. The use
needs o right mouse click on the From sections aame.

PEC Schatians, g, 320 HRAANEE 5]
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n#r r.-r( "M

. e N0 o O

Chick on Add 16 Contadts

CEDTIT DIT R A N WIS

XY ETHLIEY
A e

- WY -
Fiown: PG Sobudony SOTP A8 OB aRARSEEs it e o)
Sewt:  Avawider Qotodde 00 1L IR S8

fEE316N B

AU that b2s heen putied 0 the izl il
COfsacs page i e wame listed on
the erail and the omead address.
Update this page 25 approprise.

?

+

!M-' ey

1

B
"
T

LR oot acond IN8S TE ST e - Covta o

Wtant] ke - shondt Lok §
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' ‘& w W w {“ m‘ b r e
Beogoon B R TR A
Rerew Tiowen | oactase [ Confesm | oatiec §
s L)
-l T

T

e

ot

f Al

Once the coptact’s informatnn {5
spdated. Sen Save and Close

Moter AL hat v necessary $or this
vontact page o work {or email is the
three fedds onpmally Aled our on
e soreen ahove,

e

ek o the ontacts
Chpdson to open this page.

Ta creste 3 new contart. chick
@ the New ulten. - Mader 3T yom Bave massy Somiacts
wr searchs through the aiphebnt
ciick on the buttons fo de vght.
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LT *
cymmemmeemsssesseeeed B Gt thie Foll Maime, Bileoss, and Email

P—

Yasave, click on Save and Close.

o

‘ad
.
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PRIERE e

-y hn "u\ww'.‘: PN
Shake, .
¥ el AL IS
5
5,

N

A}
AY

New contact now shows up o the
Hist

To send a message to a contact, click back on the inbox.

A2 Y Mes | WD T 3 232000 Ly
e P G a7 DR A Ve, R 2

& Manran B &
APt Aok e

Pt T e - none Gl M Comnnres

Clck on New message.

PEC Solutions, Inc, 3-24 §s
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Chics on the To. .. button.

o R

%

e
*u

e T T e R T T PR PP T Pe)

v
2

Contact 115t opens up, chich vn
onmant 1o send 0 ang ey appear
i the T boax on the right,

¥
-
H

23

Cheko o OK

s e s v A

tr w} fe ]
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I AP - Mg S

This pulls the contac it the
f Ta box on the email

Send Recetve vs. LAN Access

Some of the offices throughout the Caricom Regional Negotiation Machinery are

comected o a Loeal Area Network (LAN} while athers have access 1o dizd-up capabiisty

This all depends on what is avariabie 1o the loval sie

A LAN is 3 nevwosk hooked up withsn an office {or sevesal offices) amd 3t has vonstan
conpectivity 1o the Internet. This will allow users to send and recoive msil withow
thanking it they are coanected of not. When they hit the Sead hanon on an ewmadh. 3t will
automatically e sent.

All those arcas that are connected through dial-up secess neud 1o ke a3 extra step o
check for new email and to send curmest enall, Thesw is 2 Send Receive button that will
aeed 10 be used to both send and receive mail.

When 3 user sits down for the fust time of the day. they should type up any cwals they
want to send at that tirme (and by pressing the Send button on the message, they will he
placed tn the outhox). Then they need to click the SendReceive buiton.

PEC Soiugtons, Inc. 3-26 SRR
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»

T 5 M, I YA G,
S e Nt Ko £ Sy

B wrsoaon Sotook

Owtlook witl mun threugh o seres of imessages on s

sorzen sianng that it is seading, thesn receiving gny emssd.

L - O

Send'Receve fireshed and the Ouboc i
ampgy. New mad would be shown shove
in the inbox.

34

-
8

—
b
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Calendar {Quticok)

Another function of Gutlook is the calendar portion. This wifl ablow the vser 10 w1 and
view their appointments and send and receive imviiations 1o other autlook wsers for
meetings. When opening Outlook the screen that is shown will be the sereen that the user

mealn | Rarane n3 ST Deride 200
& MOabrar RS oet
e v 7 S -]

From Email, there are two ways the user can access the Calendar:

o (uticok Shortont bar
» Folder List

Each of the two opiions bas a calendar icon with the word Usdendar. Click on either
option marked in the page above w access the Calendar,

PEC Solutians, {ng. 3.2%




To set an appointment for waday, double
chick on the time that vow want.

PhBeen? sl Hunood Toton - 1otous - Aparbeart 2 awman

PEC Solutions, {ne. 329 YRR
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Now if he time 15 nog camrest. click on

the arrow ¢ the right of the time,

b

'ﬁrumm”m ST I L
AR i

.......: p T ﬁ; _\:E

S
=i

s

‘\'\

i b meeting 15 ap 2l 3av evenr, chenk
s hox

Chontr the Time vow was ot
scradt 1o find the coyvers Time.

PEC Sottiens. Ine. 330
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T aring s

F T anea nolve e nge

Misve the eursar aver 1he new
e arad then clich onne wih
the i mouse bution,

........

Don’t fosget 1o change the
end e 2s well i resd be.

MR Tne} Ry - Koo Do B -5 waves TN St

PEC Solutions, Ing.
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{Chiek onr e arvow i the
12is e the drop dows hox

Place vour cursor over she
new time and chick once wath
the it rpousy butiods.

Eeamsssssssssssmsassssddddsana

£ this box is checked then the compiter will remind
vou when you are on the system abowt this meeting.
The defeuit setting s 15 sinates prios 30 the westing.

rrrrassssamanany
R L LT T

PEC Selutions. Inc, 332 PR
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Vo change rhe time, Chok on the down
arrow o the nght of the time. A mop
dowiy wingdow gives sou oplions e
reminder nmes

Pince the cussor
LYOD 3 new e and
Clck wids the
mouse.

b scmassssamsnsnanad

Now the fime is set for 30 minuges. The hay o the vight of the
Reminsder is to ot the e, The defaud vme is busy, Ve see e
other times, open the Srop down DX

PEC Solutions. Ine.
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£ ik

5T e,

Time can be set a3

Free -- available

Temative -- Uncertain
Busy - Not zvaiinble

Cut of Dffice - Not avamishis
and pot even an prosmses,
This option wifl ouly work
with those on o LAN. If
users are at differant work
sites then they will not be
ahie 10 see each othel's

H

f
-

Chick on Ot of Office and dow
iy v e window.

.i’-E(T Sotutions. Inc.
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=
4 X a-e-

2 XL o A R MO, o A ke ;

Z . T T

Tl ;j!’"ﬁ:mvw&

g5ve g

2 @ eeesn DS Sy 2t 2
. )
i R TYTLEGE WA L3RR Shy nOes A0 wna (0l e anenee ron SOTe e reiey e -

h

The message ares sllows e user W Ape it any eXUD insmuctions
or infonuation about the mestivg, Same people Bpe i a
agendis at (s pobs.

R R R,

o

S L P LTSN PRI

Once vou are finished, chick on tie Sgve mnd Clese button &t 3
the wap. ;

3

b E- N

A o T R N

L RO RGMNS R W N W
AN BEHIIDN

w -

Naw the meeting shows up m the 138w 230
siot of the schedule. . JEENRS

eI avine - Yoot sl 2o
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There are many other opiions we can choose 1o modify the meeting in Oudook. Double-
click on the meeting and the window opens again.

Attachments can be added e a
NG 3% i I8 SN 1 DIReY
users  Altachmerns such as
waord or PowerPoint shides as ey
needed.

b~ v W AN LRIy

poct

b A a1

..... s w3 Chobmg oo the Becurrence
e : ¢ hustnn adlows e user i
. Tl Teeke $his suentng R

s - 5 il weekdy, Zathy, mowhly, or
yearly meRting

Denctes the type
of reeurrence.

Uiy weeekly options,

Sets how long owt
yous want the
recusTence o 20.

T ot - Wooa Lok T3 Toocom BI04 . % 3

Fsraal
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Peaily recumrence
O,

f;u TSSO TRy

e ~} F o dbe
t J—

7 paer {5
FaE PO creer

Lo 3

-

SRR §

EEE AR LRSI N e,

Xefosshly recusTende
RO

E 20 o 4 TR0 Y

e

Ler
'

Tt

3
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Yeuty renussenes
DPLHNAS,
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R PR R

e mrnnry -
iy V; o rmes §L

We will defing that we wans the meeting
ewvery third Thursdaw of every month.

————

p s fad

Now the messape staes Thal ® is g
TECWTING MEstng,

bAake cerizin that you save aud
close this window or you wit! npt
have saved the chanpes
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whing Gunde )

2% L etz i Ve
B TIPS - S E Y S EX)

. '\_ ,,,,,,,,, o
T Mew symbol appesss {or secwsting
mechings.

" xmon

Now lets sead the meeting to some other users {note any other users must have (astiook
for this 10 work). Open the recurring meeting by double chicking on it.

The user & ssked 55 shey o
g want 0 open the sefies SRR ' : ' V3

OF the GROE OUCUSTERCE, - TR S TS o S e
Usially whole sesies are ' : " FEEE AEaRAk
opened sp. CHek on the - b
corcle to de ket of

“pen Series”. % ¥ : R

pec g
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TETEE 3 DIRIIE Mg (€ M

With e moling OpOiL oW WE La%
yerwd this mesiivg to other users a5 4
invisation. Click on invite Attendees.

PEC Solations, Inc
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ng Guide

focE Tt D
R Socorouag: Socars Ot O T oy of woe il o T Y00 AR T AT R

X S T e _:;_;agg D e . o ‘-1;‘.:'41

yeraeargrre §

A messape appears i pale yeliow o invite
auvendees. Chod on the “ o 7 button 1o open

the cosstacts st of e in el address”

P e

Highlighd the contacts vour wish 10 wnvite and then click ob
he appmoprite button, Reguired, Ontions), or Resourees,

g3 2

'5!3 F74T sty - icanat bt I o, 6300 Whon 00
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tgemeworommctonar o New Mark Chapman i 3
T i 5 S required Astendee.
R =

Noce sas 1 Bt g

s S 1% .
o et T 2P
§Zra Mt 000 Mo

Wow there are users 1o b2 invited, bowever the
message in pale yelinw now waies et Alesdes’s
have not been sent yet.

SERYT LY PO T T

PEC Sobations, Ine. 3.43
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The Anender Avaizbiliny rab shows you other users
availabiliny, onby if vou are on the same LAN,
otherwise the user will show as the striped bar shown

Click the Send bunion. I 2 o ting A . & RO I, LU ot v M 2 DT,

i

----- I T T e oe
I AL RN T ] E R R
: ¢ 3 [y
.............................. : : el

3
f

]

€«

&
o
%m\
-5 e
2 wrar
1% et
’.f&. L=
o

i bescsssiggor
Remember hat Send/Reveive must ;
pushed # you are of 3 dial-up nepwork,

invitation is i3 the Owibox,

Sscmoct Grbed |

yeTes
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M fo0r Aee ML

ke WA S PRIV S DO
K o vagem xroew

Aoy L et

Send Rencive noeds 1o b
iticked

Arpres nen 1100

Message soud $o attendees sad e
Opox is ompty.
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3
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What does the Attendee see” Well the mvitation comwes aoross 33 an omat

f&} tnfices - Aficeasoft Qutiaok : 3 G S ~ 3 X

D Fe BB Veews F»:rvgﬁes Iocde Acomns el

; € Ceonans
e 7 Deleted 1
§ B orafts
S L= Gy Inbox {1}
w1 CEY Hrocet,
” Y rempon
: $Ey rfeated
. T
: 12y s
a & o
i v 3 3 Sank Pents
thy Rxotccks o %} Syshae (o 5
. 2 Tasks m‘{:_; : :
’ : Sk

Thiz v an mvitstion 1o 3 mecting, The fon i efferam
tsan the ysuz! emmadl icon.

£2
Wit
A7

P s ES

Sesd:  the 1L IGIONRE 2R I

A the perlisent ssforspation &
nred. Time, location and whn.

The user way sespond by clicking o the Avcept buttan, de
Yentative bution, o vhe Declive button, Tho teafative buttos
with st plase #t n e Calondor, howeyer, #owill stili wesd 1o
b check sscepted o Seclined.

jrasssssnsssnnsnans

ERS B A

L
Lo
o
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if Accept is chosen the message wilf then give vou another window.

’ This mearing hes besn aeraprest aoss vl
S be nerved ko yeox Uakevaia. Do wixs ward e s WA AR T T e s
by akade HTEGESES vl YINE YespsER? . [T .

*
LA

£

v

& E3 theteaes tefae sandrg.  F T AR
Sk Ve (11T A EPM

¥ Sens the response o | - -y
] The rusporee o the steeplsnce yos can edit 1|
" Donk send 3 respase. the menting, sond the accepiace. or sencet 1§
- the respanse 07 aow, P
: N Lane E b ik
L H
: i
Yhern: Thuasiiy, Jeowsroloze 18, 2000 Q00 PR R 0, j
¥ :
Chick “OK” T

i

The response will automatically be placed in vour Calendar and then the Sender will
receive an emasl stating that youw acvepied. The meeting will shoow acceplances, entativy
and dectined numbers wn the pale veliow message box.

&mzwm*smzmmm

i _‘f‘;SWﬁM orcepted, & teedatvedy s-.csa:s-«&ﬁas:ﬁmu

%ﬂmm-:mxsnmm ‘K o

------------------------------ \" In the cose of this meettsg, 83 threr
Attenders accepiad she meeting

Fditing the main Calendar page

The main Calendar page for outlook has several different “views™ the user may op 1©
choose depending or their needs for the calendar, The defuult option is 5 T-day viewe

BEC Sehtions, Inc 347 1A NEY
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This is the standard {-
Say view,
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There is a 7-day view.

Everv user will find a different view that suits thewr needs
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There 13 one final note on the Calendar Rnction. I you cansot find a mweeting. there is 2
find option in the toothar that mighs help. Click onve on the Find button and 5 wisdow

will appeas.

st Ty b, bock-alt]
= 'ﬂ%&-ix&yﬂéﬂvh
Type i a kovwerd v search oy and
ek on Find Now

AQOL Instant Messenger (AIM)

Instant Messenger {IM) 15 3 very stong oo} to commmuncnte with other IM users around
the world in real-time, typed conversations. This can save on COmMmUnication CoSS.
depending on the LAN or diab-up costs for your system.

Another strong point of the AIM program is the fact that the user van have a o -on-onE
conversation using the wstant message funciion or ey Tan IS many users o 2
“Buddy Chat” session. Being able pull seversd people into a buddy chat would allow the
users to bave 3 “mecting” via the AN and rot fong distance bills, {Agein, thes depessds
on the cost of dinl-up access as weil.}

AIM 15 already joaded into the computer and comes as pan of the Netseape suiwe of toods,
To aveess A, click on the Stant button, andd then place the eursor over the Frogoams
option. Place the cursor over the Netscape Cammunicator option and another fist will
appear.  This 15 where AQL Instant Messenger appears.

EC Sodutions, ng. 3.5 §EINE
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DR

Rote: while (rying i 521 op
wreeR naoes, hsve sevesal
chotoes avatiable 25 your
fires aned second chomes
may very well be taben.

R Wow Lises Us the Seveim
Fawme box, chck on Sign O
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Click on Register new screen name.

Road and step theough
the New Profthke sops.

Wiewa! Bt iy & Wrem Protdn 03405 asiee
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mow change the Now Ustr v
Sy ssowy Bovenit e

£mge the Soreen MNawe vl

Password are fypes in, the

Sign Lk Dutts IS pow AV
- Cheloon the Sips Do dnattes.
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LaricomTest i3 now
signed an 10 AWM
Thiz AN bSox 5w she

fight.

‘The news ticker scrolls with information
2nd news starjes. Chick the X contrel
box to close this window.

To edit buddies and groups.
chick on e List Setup 3h.

EEM Lieh Whachion

Seant

‘e
H

b

[~
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eht mouse clicking on one of the groups will
brosg up asmens of options. Alheugh Co-
workess group coudd he used, say thy wsoy
wants o create 2 Castonm KNM group,

Chck on Add Groug.

name of the new group and bt the
Enter key.

£EC Solutions, nc
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Mow there is a ntew
group created.

Ta create 2 buddy for shat group,
right mouse chick on Caricom KN

The same Meny RPPLILS BERHI.
Neow chick on Add Buddy.

FEC Salutions, nc, 380

n



Caricom Regional MNegotiating Machinery Traning Guide

Now 3 box appears € vpe i
a boddies Al Sereen Name,

Mate: yory e krow your buddies exscr seroen names o this will
ot work, With 2 whole group of new ssers stssitsg this opting,
you witi need o emaid back spd fanth 2 Ry of soreen sawes.

Onee the New Buddy's Screen Mame
is typed 13, then hit the Emter key.

e

£C Solutions, Inc. 361 HRR ARt 3
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Tee you have setup vous
buddizs using List Serep b,
then click an the Cnlose ah.

When @ user signs o, thery is 2 sousd
(i you have that option set uph The
defauk sound iz 30 opring door. A
too appears next to Gie bold Screen
wame of the new wes.

PEC Sclutions, uc. 362
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LB AW D b

Afies the
boaideby Buss
Bt o Do
2 few
secoruds the
PaatTE i N
onrgty
ok andd
the sLds 15

To send and Instant
Message {IR) double click
o the buddy.

A wandow appears ot

il Lo,
message w6 that baddy, "

Type in the message you wish 1o send w tr
uzer. Then click on the send butson or hit the
Eeater kev.

:’HM-E SR rirly it e

P3E 200G

aa
1y

b

ad
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Mow the messeae has been sent and
the Send button is Bactive.

Carwc o mse 3002 wncenng Wi
Dt .
R 1 Xioporanf T Gord roomeng, T wn

When the message is retuned, pote He
different colars of the Screen Names, This
way i is easy o pick you're comments out
fram your biddy's comments.

Fsaad Beasstivedon

35 g e L - fant.
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558 A

¢ { Mchapman: Hele

Edst options fov type snd sdiling Hinks
and piciures.

»

1
1

i
-8

P Bold. dusthes, Undestise

Font and background colors

}
}

Drecrease font signdard foml iscrgase font

heemmmamnsd

o S et Gy X amoneg 2
g
SichapaosafED o ooy Bxe o

joN

When 2 baddy logs off there is another default sound snd 2
closing dony won snd die varee fades wry.

ERN PI3HEN
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gl T invite 1 buddy into a buddy ehat. click otice on the
= pusddy (50 haghlizhi} and then click on tie buddy chat
won.

Buddy Chat

- N ey ¥ W s et e e

AT

LChick send to vite,

Bsot] Bovos covirdon, I o0t Thom vt

Everyone's
comments ane
shawn in this
window,

ALY o2 vone

St Baachiies
sevited o Clog

PEC Solutions. Inc, 155
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Naw bisgkdy hrs enteredd the
{hat Room.

- 8 Wl TN g sotern 4 e seote

Feanpedihgs:
-;g&uf«m
forees

ﬂimg ,ﬁh\’s{-vv?dm

Ctr 0 000 200002 o000 ™ Loy TPt
gt
R chapeaad B0 s conyyd S 1o

CarrremTass ovd wrnmang Me Chacoua
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s R St vd mene

AP
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00

To invite another user intae e Chat Boomy, olick on that
uses’s Sereon Name and then click on Beddy hat icon,

£ VR B IR ad roen gt T
. sl
2 MebapaameFEL Lt ssoared b cooes
B TsicamTva Goudsnonseg Wi Clognee
I MU PEC Fowr ses wou wber?
P AL R FEC her wS B rooee

A message box opens up te ask i you want & new Chid Boom e
the same Chat Room. Click on the Cwsyent Ronm et

BPEC Solutions. Inc. 3-68 PRRIEN
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ey U Buddy Chat
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Again yorr must send the Snvitssinn 16 the
otheer wser.

Boint’ rons covicion, 3 3gtieten evones B bl B T o T 0y

Mrmaaﬁ'! T nd0ed T Fet 2
TaieamTerr Gorr woentg M Thuaneid

1 klckopoanf¥ (T B oom rou trndng?
SlchapmanPE L baa 2R G rovw

M BIPIONERTY futs toeoret T ¥ -,

s anechapanaadftl - ek Tane e

Now the different faddy s i the O
Room.
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Framing Cisde

. Buddy Chat !Maﬁon

A Sl ey :v’mmm S N .m:-:w.sw

When g uddy sends vou a

messipe it will appedr oo e

piH LA

Torephy type in the space

providesd.

(08 1 WA SN, O SR wm)? M‘i E

gt witen
e o s il v

When being invited 10 a buddy chat, 3 window
appears asking i vou would Hke 16 join.

[ LIWL. SRR

’

§i merhaatit foovi 3L cantopenentel o
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[ s § ey}

Pur G T ge DGO 2 M0
Aot b AT

b
-y
H

el N -
ot

{f the buddy chat is accepied, thon the
Chat Room window appears.

;’§ B s {12 rabacneniT a-c-cup(_:i cm Yy . E 2 s SR

There sre several | S R
optiovs dsat help ; - o
define how husddy
fist 15 set up.
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Right Mouse elick or any
buddy 10 see eptions.

;
M dreana e
LR T o Sk |

A drop down windoew
shows the options
avistably, Send clug
v iation or iIM

Place g crarses
oues the My
Options”™ aption

w H#‘wvm - STl
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Chick on “Edit Prefmmnces”

The new window has multipie szbs 1o sef preferences. The defauh b
sets what sope of font and shading the 2uddy’s on the 5t appear
with..

m"{ : Smratr - § pal T U AT O
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ewihodn | Setir 1 owe | RwodeR 1

“Sowods | Gward § Leescna b tieesr b Soonr 1 Sirbanee

= Sowide Sowed - - :

L7 B meliee il v
{Mﬁ\""ﬂ

Susgnds for tisddies sigming
o, o and off.

Te disable the

sounds, click

SR "

|

L MNNAN -

o any of the S PP Bt 8 S nA AP S L
check boxes. :

Browse will aliow the user to search for other sounds snd Freview will
fet the user wsi thew before Hnabizing the choices &y chaling on Apphy
oy Ok

At Prans o ortaos E:d Lonaande

i § i § Fmxtin § Sood § o *Tuv-nh-

y DL aitansar 3 BeAdemnan b Aws 0 Sl U Sdher
Check denctes the ol

¥ (ype of rows the

. This W - e pRer W Cham
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thid Sispiavs when it signing
ot Al
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BE Canne Consine
WA LRIt
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The waer nypes in teit
ouspent password st
when the new passward
vaage 1o coniirm.

Wit} Fcis st veses s Paornrk
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Uinier File, there is an option
cadled "Away Message”. H vou
st siep away from the
CHMPART yoR can leave 2
messase At you cannof nswer
IM's right then

Chek on New Away Message,  § ? e o S
Then fype in & messazge o the : : '
wingdow provided.

T 200 woaiy L 200 3O SN
¢ s poor §

s dowe, chick on e Pm
Adeny D,

mmggggm Uik Wrnow
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Now i amother 1M wser
sends an 1M o diss yser,
they will see dus response.

23 i o L ey A I S,
B 2% singe e s ity Sre v
£ Tmade mnsvdnin

Whess & ey Iris 1 sies ofF o7
FwHCh SOT2ER RAmes {urader the
Fite OGprive) o b clicking =
the ~ X7 Comred Box. s
window will apgeir.

¥ e user is ready ta sign ofF, they can dick on

ves. i the user has mizvdoondy ted wo close vhe

window, they can %8 the Na basfion and senrrn in
he Buddy List

Erpr
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~
1.3
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wom Kegional Negotiating

B! 11 another user WS W creste s sereen nawme for the same 418 onthe
gt Bt some worksiation. then hey click on "New U™ in thi streen name
box ang iog on. This woeld be te soreen they see 2o that hey ca
register 2 different screen name.

Netscape  Rotscape AGL instant Mas:

Sefect 3 Screen Name
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Metscape home page.
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et - . . e . : . . L, L
There 15 a jot of help avasiable through the ATM program sself. By chicking on the Help
opiion in the toolbar. This opens & window with several differens options. A good ool is

the first option. the New User Wizard to help get you stated,

P tn il 3
My Al feode | el

Heas Lisor Bizacd. ..

Homme T Ul Fioks ..

el Topscs. ..

Hegalat & fhag

Fraauertdy Ak OUesixons. .,

Lbvout ST Instacd Messanger TSML L,

Ty T

.
+
H

& 7 ECML oo

Messenger Express

Messenger Express is available through the Caricom web site and 2rees the user access ©
ernail {rom any Intesnes computer. With the richness of Outlook mail and the ease of
using 1t from the deskiop, most users will opt 1o check mat! ip Cutlook. Howeverof
away from the desk on travel, the Intornet ermail will give them the opporiwmty 10 check
andd send their emarl.
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Exo Lok
AN LG, Qg 4
ko " K:‘g«mﬂf .?bm«mnxg ﬂmﬁw ~ Fecpde Infuesntiion Nereork
The email Link s on !he Caricom ENM home
3 News & fatirrmal page. CHek o the email Link 1 jump o
' Meassiger Expross.
B B Baetrpreanss Vindee { Post Lo 1V)
p Skedend Trade dsones (WTO} -
................................................................................... ) ‘:.:
e Y ER A
o s
o ﬁhm:um #mﬁ :%r-w. ishwdr ﬁwm 5 tiiread 8§ Lnare 4 2
COWHRTUAL SECRETATUAT MESSARS
Fos cecunty seasons, e uses would
e bave to bog I with By
wsessae wd pusywornd.
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messages, with Subject. Sen

This i3 o typical Messenger £

Rl Across the op there arg

Expross boreen, Nege the

her, Dhte, and the Size i the
J

deftorens wons o opticas.

To wpen 2 message, vhick oo
the underiined Subject Bie.

Voegorarsd Com

Fry
b

eyt Mward et el Sogiewn

s irreal aplions for WIS mEssage.

I L] SRR S

Tag nformatioe: for this et

Space for x message. 8 diove

bedow s tag.

Wit @ sTensage, v wieebd b tvped

heeemnn s wnnsad
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St

s ,}.}é 2
- - . ®

By SR I WA L

To clvse the message, there arg feo
optiens. First i3 o giick on e Back
buttan in the browser wolbar. Secord
i3 0 chick on the won for the Msg
Coner.

e e )

e

B Na e KRN e e

a
er 3 f:.-.o.-.n.-{"\'.'

The user & vetwsnnd 1o the main Messeugar page.
When the wser hus sead 2 Ble, the colte of the wxg
will change. lx this case, # hus cluoged foms
Bhse 1o purple {atthough i blsck and wiite texi
dons aut show), The leon s front of dee seassage
alsi shows an apened ietter with & sbees of paper.
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Sending a message

: v N
- &" . A Din D Leawinsn Bew
s ‘x g

R s St

4
L AHRE A HALIY

P

,
I Salece A3 wezrrapes

Tonat  Terent %

To wend 5 new massage, tick on New
Message.

I

et e

<3

This is & bank emad. Fill o the To bog the o
box, the Bog box, the Sublert box, and the emaid
teat wselll

:ﬂﬁmf,ﬁ - Bbecoo
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Coopprecaidres oby wnll Yoot Po heAT uw
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s x

This message 3 ready o be went

Note: vou do sot have 1 R B o ad
Do oones filed aut 0 send 3 messaye.
The puly requarenient 1 sendmy 2
essing o5 the To hox.

BE! 30 cppraciote tir wnty that .'-9'

/]

Once Send i pressad. 2 uresssge appeass tud you ae
abaut 1o subwit wesecwrad nfremation wesr i baierne.
To send the wessage you st ha the Continue bugton. 1
you are sending Secure mtvormaton s is pot e vonue.

e o .

WL QOENC LD

T

Yo stop From reeeiving these
messages in the funure, un-
check the box.

cssensesssnnsnal

et

Trnowary Gron
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Delete g Message

Sun! T

Search

Bt 5 Mok

- Sobued e Seker Pt -%rr ]
j 'P.r.dl.'-ﬂsu. é mﬂ . TR SN e b deietided
- o D §§ Povecot B Lo A venen

A e SR W R LA

W ae e meveges 1 R od D

E Rurie- A SOE TCRCEY
TR IR T AR

T Bt A s s

Toti Y Teread T

To delote a message, first cheek she box 0 the bt of i snessasne
o be deleted. (Noter Multiple messages soisld e dedoted by
checking muitiple bowes.) Once the bovges) s cheeked, tem click

o the delete iwon ot the op of the window,

tasn 5 tvna B e tane B Danar B8 Cunenn 3 Clanenr

R s e Y

Larr

T s et RE ]
Fal Qe BN, B0 20N MB g e Taw 004
- 3 A TS GG ¥ s Lean 14 20
T Sempid Af mssnnas

To search for o message. ek on e
search con.

Do D
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§t first wants o Know what fodder
to search in. We will Croste s

foldders boelaw.

1 Second crineria have 1o be set i
SIRFt 4 seorch.

Clicking o the Duown Arrow gives a list of
options for the e box Is the search going
to be i the Bubyect box, the Serder. the
Rovigient, or i the Body of the text?
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- Brevanvecoy B viacke B Ooe 5§ tvon B b Fager B Grenes B Lete 5 Gann

Spuih o dped o LRSS

fogert

After chousing rhe place $o search, then pick the
operator. Does the search condain of pot conmizin, Moss
offen, users will be searching ior something asd wsing
the Confatns opion

Saier v B e o LSRN S E et

Fragert =7 looetons Ter v

N,

W

Tyne in the worss for the sezreh. i s wrse
0w, the user §s searching o he word “wsl in
she subjecs bax. Onge the user 15 reedy, Cick on
the Bearch buron
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The search found two messages that comtaines “tesi™ n the
subijact e,

G e e Fal o R s T, P e e RN

b et

Inhox apd Foiders
Fids can be ereat

g %

eid 10 store email so that the users’” Inbox dows not il up wid

i

3 et
W T35

o
. '_:: ‘_-V St T el MALLags LAt

18
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O the saain Messenger page. click on the |
Down Arrew i the box on the Jeft, which b 607 3

.

depotes what fodder you are currenthy
VIEWIng.

S MDY
T S T

S Shed Lty Chek o Bt Foldes, T 1T

T et dar Afanspns

Tk 7 Ueeead

i
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From this soreen, the user can L reate new felders, Buname
fodders or Dedete foiders. First fape i the nome of 2 aew fider
and click on the Create bunen

i T )
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W hfm - eark, Mamaume  Pax o Haae

BveverMasaz ,3 IIRY y-m. B et B erage, B oorens W itenna
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Taaes,  Tasauem T

{ Wﬂq?—'\' e R e s -\.w.u;-..

Cavdla

Dl aber oty e

f! Qerarns

Fasrans naow

Once a folder has twen created, it shows un i
the Folder List for rengmming or deleting.

Toam iy e wpbeber ;"""“ T

P Td i o of

T s}
hY
hY

Ta rename the fohder, tvpe » new wame aod
chick the Rename bulion.
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X e oY TR

’f \—'1" WA s Mcoawag Surece Uaneas ae
et weawy Soiote TR vuln (S5 ¥y

BT LA 555
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To mave an emait into the aew falder, fivss chack the box o
the fefi of the emall’s subjent. Then click onshe box that ihe
emaid is o be siored . Fimally click on the mave tation,

Taaaes Do R RS
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Reply, Reply to All, Forward

S v

=5

~ 4 ’
R 3 : b E I &4
et el Ve Gewt WwAN o Leomn dee o ] -

t B T T acmin 2 R RS e e 5, T AT N ot

butsiutututuiuiutuiupubatng
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tola it I W A L Et
AITAL WA Pewt oo Ae et b YR T

B LT RE RPN K-

s

4
L B R It
rea hO
R L DS Rl 1
VT s AS My v

T 5 Vrread ¥

The standard functions of emal work a5 well: Reply, Reply
wa AlL and Forwand, First cpen the emai! message b
clicking an the Subyect Lne,

Mrine, male s tas ALY §-"-:E\-:~'- _"E Mrea

Hadgesrs: wotes wouday Lret
Trave: Tum, V9 Phow 2 1IET 14 100
Frwoe TFE Sokouns Mo b sk AR A
T Ay Sdrai e we \\\

Frow withis the Franework of the
weskage, Lhek on the soion in which
wisse wonhd fike 16 take

TR Do
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The man difference s that reph witi place s
nasne in the Too box, while Reply fo Al will

- . nlace sverveng wha was send the onginal

LR T memgopr L2 N HIAY = T . o

cose vcans messags W the Do bo. Porward will teave the
SRy A fUAn, Aol vl alis af Lb - : . = e

5 E: box empiy 8o that the suser wili have o
identily whenm the message will e sent to

Thuasr 1w Lewt e maomy sl

momewrs & MegoPwre D03 MUID5aIELIG
usrant -Tooam, cant ol

LTS L RS LR

o
ARE g L I 'Jl
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Calendar Express

Of the web options for iPlanct. this will probadly be used the least of sl Outlosk
Calendar 13 3 much stronger calendar function and most users will find U casier & use.
The Calendar Express s not finkad vath Outionk ot the current B (his may be Baked
i the future if the capability exists when the new system 5 instadied). The representation
below is divectly {from the Netscape web page and may vary from the aoiusd prodaact
when instatled through the Cancom server. Dunng the caleadsy portion ve wil] cover

s View Month, Week. Day
»  Sefting appoantments

s Jump to specific dates

The first view that appears ts the monthly view,
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Section IV: Document Management
Overview:

The purpose of dus scetion 15 1o famitisrize the wser with the ability to post
documents to a common hsting so that they can be viewsd, edited. dovndoaded. and
savad 1 one commoen place. In this seciion we will veven

s llpload a flocument

s  Daownload a Document
s  Creating Folders

e Moving Docosonts

o Lock and Unlocek Files
s Preferences

*  Access Conuol

The objectives of this section:

Upload s document

frownload a docusent

Create folders and move documents

Seiiing Preferences

{"hanging Access control w bmit users abhiy o change Jocument

. & & &

Finding Document Management

The Document Management area can de fnund foom the Howme page of the {ancom

Wl s mvecnn Dok
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To stant the Docum nf Management

portion, chiek on the Start Web
Publisher bution.
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more important
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‘The first time yvou sign on. the sysiom 1s poing o ask of some security 1 ;:,m'- tmmi
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Then click on the File opuion in the wolhar, Hlfowed
by Download from Server option.
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Edit Documents and Upload Again

e thie o
e B e

The file now resides op the user's

computer.

¥

To edit the file and Upload again,
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double click on the document.
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New Folder is now in the Document Management
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Lock/Unlock a File

Locking a file will secure the file so other users will not be able © vaverwriic the file.
however, users will still be able o download the file sndd sead the e,
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Highhght the hh, o bf fovked and click on the Fdit optian in the
toothar. Click on the Lock opuon.
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To Unlock a file, click on the Edit option in the tooibar and then

| click on the Unlock optiom.
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Preferences
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Preferences will allow the user 1o change several settings. Username s the
name of the person working on the syswem. This enly changes the ssornssme
while i this session. Confirm Operstions vl ailow the user 1o change ahiliy
to drag and drop, fock and unlock, and delete files. Hrectories »ill aliow the
user to set preferved directories. Font witl allow the user to change the font they
are viewing.
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b ol e B e

- Operations to Confirm: Dioes the user wart 10 be sbie 10 drag and
drop documents info foblers, Jock and unleck files, and defeie fites.
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For uploading and downloading files, the user may st the
folder preferences auomatically. I the user »ili edways be
uploading to & specific file. they can place that ile s the wop

hax.
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View options are: Properties will show the mropeitses of this window. Sert
By will alow the user wo sort the window by file or fodder name, size, jas

modified, or by owner. Redraw Window will allow the user toe change the
window being viewsd. Reload Window will refresh the window., Show
Toothar or Hide Toothar vall either allow the user o show oy hide the

toulbar,
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Under services thore are several options:

Check Links wiil cheek for document links 1o other documents

Find Broken Links will secarch for tinks that have heen hroken

Access Comtral will allow users (o set contreis {shown below)

Create Agent allows the user wo set ap agent 10 also eonwol & document
Agent Services will control what the sges can do for that document

Start Version Control will begin version contol of documents {updating fw
each new version uploaded mto the decwnent exchanpe)

Stop Version Control will discontinue the comtrol of docurnents

Search will search documents in document exchange {shown beiow)
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Access Control witl allow the user to sot
the access avatisbility for the documen
R that is haghlighied.
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Access Contrel Window appears. Note the namwe
of the document ia the header.

Totum on Access Controd, click in the baox
“Access control s on”

T A ;mmwmx S

With Access Control om, several options appeay :
biue and underfined so that vou can choose PBORS.  fuwed

wre

To start, chick on Deny
under the heading Action.
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A new o anpears for allowang or denving access. {Thoose an
opuon by clickiag on the approprize cirvle, Chek on the cicie
next w the Atfow opuon.

Taroe s Foom Boani Bt Cavdost
bogee oo sHyie

S ariage 2ontnes o

Now to update the upper box, click on the
{pdate button,
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Note sow the
uppes box states
Allow.

T arym (P e T e .
O dtrae e wit oo When anyonge ts clicked
:" & A hn'l“l*a.'.u,'g-'-’-' daavars vader the !_"-LI".G!T{}H;‘S

ety M T ey o
p [T ontion, & new window
VI o appears. Trus wail sel it
B Tl plteart g ple 0 i}edi dj"‘,)}‘}( X s 'ff-_{}
et St Sttt can be denled socess of

FoeTaab T Bwed T 2o O e .
atlowed z2ecess.
Sartrgn i plo s el drass

S oetade T oA Currentdy leave anyoue

- AR as he optian.

M. > & 3 ¥
SO s A -
y{vanv ,mzww" ‘.."hﬂ

Anvone stavs as thw
aptaon at this fevel,
Clhicking on gnyplacs
under From Host will
bring up 2 pew window.

CF st
4 ot To use this option the
riost ases : user would have
e know the host name 0T
an 1P address. This
witl probably not be
353 OPLGT RS UsETS
wttiize.
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© 1 eader Righis o
Fwsasseoew e T e cws et vk 1 oopen ihe wandow

§
oo ot nep helaw. g .

7 40 Lovans g

: ) . Chicking on the civele next

- =3

PSR RS VS T, . .
IR w the “Uindy the following
e righss” will silow the user
Ty tes change the rn}ti LSETS
pe bave, {Hek on the cucle
pave } ven o 31 forOmivihe folowing

rights’

Bvon] Thvenamractoncse ¥ | Btemocoo e tieoror s I teicare

x ot s St 4

T sk donsns Ragher

TR Loy W fedtnestey (e
3
e

C!ick on the chevk muarks to make
them disappear and set anly acvess
as Read. Click on the Update
bm*on accept the chang__es
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T the user wanted fo oreais
another Access Controt line
o make i so another gser
had righis to edit and delete
the file, they would click on

Now the line is set up so that Anvons s
Allowed Reading rights only. This means
that po one couid update. delete. or apload
vour file sgain. Adobe would st sllow the

user 1o downdoad the file. howeover, that user i
) - the New |
would not be abie 1o upload that same fie.

i "ui&‘:‘i’s 33?-
create o seciamd ACCess
Contsol line.

P73 10 acoept this new Access Control the
user MUST click on the Submit button.

e

RO b VO S i B
_-,-vax y&um

The default secunity message appears. To make it so

the user does not see this message again, vBick op the
b check in the box “Show This Aden Nexs Time™ The
 user must chick on the Continue hatton 10 continue.
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When changing Access Conwol, the system fowks for the
user's passwond to confirm thawr abifity o change the
systern. Type in the password and chek o the (K butios.
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Section V: Adobe Acrobat

Overview

Adobe Acrobat is essentially a program that allows a user to read a document that has
been saved to a particular format (.pdf file). This format is in a read-only format so those
users may not edit the content within the document. However. users will be able to pnnt
the document. This has become a widely used and effective tool to read documentation
stored on the Internet.

In this section we will cover:
» Reading a document in Adobe Acrobat format

e Creating a document in Adobe Acrobat format

By the end of this section. any user should be familiar with:
¢ Opening an document in Adobe Acrobat format

¢ Navigating through a document

e Print a document

e Resize the document for easier reading ability

¢ How to zoom in on text or graphics within a document
e Find a word or phrase within a document

e Create a document in Adobe Acrobat format

Adobe Acrobat Reader

Any document that is in Adobe format will be followed by the tag pdf. The icon shown
below is the Adobe icon. Any file with this icon should be read in Adobe Acrobat
Reader.

Ju

Open Adobe by double clicking on the icon on the desktop screen or through the Start
menu. For easier use, maximize the window. Once the reader is opened and maximized.
the computer screen should look like the image below.

PEC Solutions, Inc. 5-1 012301
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The main poriton of the sereen s bland {or gray} beeause thore s carrentdy no document
o be viewed. {'o open a document. either click on the File opuon or on the oper oo,

B Aciatedt Readss

Chekon fife |
Chok on Open

ICA. Bsaepd
2 CiomsndomS TEMPPEL of

Chick o the

Upen icon

Either Option will give you the same pop-up window to scarch for 4 {ie,

.
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I o iR
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MStont | P Mmon Do Rees 11 B Ak Toneder T WE e

v Adobe Acrobst o

o

For ihe purpose of ihis exercise we will choose the “read me” fie
took at,

To open the “read me™ file histed, aither doubls chiek on the e uself or highhght by

chicking on it once and then clicking on the open butios in the lower nght coeney of the
window.
A R
Either Donble R S ===
Click with the Joft e o i% onoe W highlight sad
] e AL R .
mouse bunon Yovaere chick cn the open tution
PWsroe] P ricnt Dt Rote . HTE HAavita Feader PN

L
1
tad
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Hote the fitlename e :

the title bar 3
-
Adote Aaroibhat Reader 4 O for Windiows Resdiis Fge g nrs
’-.l!“n‘ Fet O{«Qx‘q& B S l‘rﬁﬁ)n:h\'b:,xf Wi W ATt Al wats AR A AT W e Wt
LER AN (R R L LY R VIR T A VR
WA sme o e AOnhe St o

Tran Faddthe Soedss OOt gt d e N OGR! Rnaaed A D e Cleesea Wy TSI Oy
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irenEieny Accatal Rozdar 4 G fos Windowes

Saioce ReQuermmadiets 1 Aeednd Rt b VWiandot
B e e b R
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B NG 8 CANE AN AL b S S B N
T4 N AN, e WT 3w el
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Foaninkr 57 WG 8 CRe Dl YR R sl FOA il

g Wi UM AAANYYS AL, SO L BAAr § A L Wheeiad,
T W AR SRR L L DR TR AR A,

S el Tir sl Do L N O IO e al W e W

b N . IR MR AR TIL S et~ . N £l .
R AT s n G MNafie R B%R SAWS

'
- Y o e e VBenas t e amas en s es 4 DY DRS aDTERIES :
n"°’i TIRNhedaf ot T 3“':_}:;:51:{\-_\: 2 i,‘-‘ fiiaeaiy e L Doy has i r e é

PRt} B rharsot e Bouder - . JTE Thcannd Bnades - P . e a oy SRR TR

The status bar provides information aboat the current document being viewed. Helow 3
an enlargement of the above status har.

aad

Shows
Thumbnaails
aleng le® margin

Current page

hmp 2 Bets vinglc puge

fass pags |
4

Jump o
{irst page

P for sasier
serelivg

2
E SHOWing U COntinus

Changes s the : . P Papes stee l
document fifls the Gaw Getwonext | L
KTEER Previous page

page bssssmmmemennnned?

Viewing a Document

Decuments in Adobe Acrobat Reader are set to standards prescnibed ’w the author who
placed them into Adobe. Thus cach time vou pull up i« iocumc,m, thene &5 2 posssbniiy
that each could be formatied in 3 different way. i is casy 1o chan .h:: CICW 10 ser farger
print or smaller print or o zoom in 10 see chats or wraphs. The visw can also be
manipulated 0 see muliiple pages at one time.
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Changing the Size of the view can he conductad in four ways
s fcons in the wolbar

e Llades
*  Using the Sustus bar
«  Using the Zoom Button on the wolhar

a" Arpd B aden - (D e i

T D focarm hee ‘:ﬁsm«'sf&r : e

'Gas-':ﬁ B "tﬁliii&»ﬁﬁﬁ
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i The "View optiog |
{inthe wp toofbar
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insiatiing Actcbat Resder 4.7 for Wmddnees

b»m L e R T e e R
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Svan, Wt D BT b L et e Ptk Do oy
L T 'r‘:':mv} WS AR et
A RFEE L 2L SR
L AN AT
B A N A A R L A R R S R ELY EER VIR T
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The Status bar K v vess e

PR e P RS ELP TR UL LR s LR LES S - OgE FRFRUE Lol AT S e
Mhpe i L AN AN @R D N o poialln e s

RS LIS Teates A D

g ..,.,‘ AN EVEACCLRY R RN v o) 8 Lonaar b o wams pritidona o mimep Tira e GV e mat mmee
S T s MWL PR X S

WS} - Ktﬁt P it Grocn Redier 1. JTTY Acrobor Qooctn - #Re. IR e

First click on the View option in the tooihar.
Several aptions appess w a drop down men,

» Full Screen: will make one page 3t the computer screen blocking o the rest of the
screen with a black border.

« Zoom fn: vl make the document farper s increments

s Losnn Out: will make the document smaller in ipcrements

«  Fitin Window: wilf make the whole page it the window avasiable space within
Adohe (note: sometimes sradler tvpe will aot be vistble g represenied Oy 3 sroali
tine).

s Actual Size: il resize the document to 6%

o Fit Width: will make the document ke up the available window horizontally

s [t Visible: will make the document it the whole sereen exeopt for the tooibars, the

Status bar, and the taskbar,
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Click on the Fit Visible option.
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Adobe Acrpbat Reader 4 .0 for Windows Readhis Bioon s som

ey
x
e
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instating Acrobat Reader 4.0 for Windows
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The zoom button on the toolbar wall automatcally increase the voom fovel incremenisib
The top zoom level is 1600% the nommal stze of the document. This will allow the user
o read even the finest pring

E Rl e Eo s B R 3”

[
Click repeatediy o 2oem

Adobe Acoropat Reader 4.0 for Windoowe Readhie Riness o T

Tean Teeedhin ook FOSTTR A RN SRS AT w00 £ D FATTENAS DDA T N ATy
B

nstaifing Acrobal Reader 4.0 for Windoes

Fvalere Rolportemeron or Al st facdaer &5 Wirrdiers

TG I ORLS SO DT A Sl LT

SRR FEIIONE BS WS s T 0 wwem et B 3 (0w e Sl Do ey
- BT I TIARE 20 Wt 5 0 koo O 4 R sy i

TN o YA o W ST (D O srssmrENSAO T

BIDNSD o repgpatrier Dy e A0As
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o sl Aorobe oarker 4 MR XN LA

LNITOEIE AITObG Sied B2 s S i oSt el et S S0 ey,
E3 - R TR A N R A FE B SRR
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d , e hre_t L T e e ok L LT AL SR S R R aal
e fnf FETYY 3% -4

m* Qﬁ P ricrnc Dibics anawy - §£§wm ... RNEHL o

Navigating an Acrobat Document

Nawigation though the pages of an Acrobat docwment s simple. Like changing views.
there are four ways 1o navigate through 2 document

Under the Document option on the top toothar
Using icons on the sevond loolbar

Using icons on the status bar

Using the thumbnati/bookmarks porion

* * @ @

First click on the Document option in the top tootbar,
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Severat options are availabic,

First Page
Previcus Page
Next Page
Last Page

Go To Page

' * % % O

Nate that the status bar states that this documens is on page § of  pages. H noxt page
were clicked on. then the status bar swould rend page 2 of 4. I {ast pape were clicked on.
then the status bar would read page 4 of 4.

There are two options that aye unavatiable at this point and they are fuded oo grayed-om.
Those two options are First Page and Previous Page. Rince the docament 15 aleeady o
the Brst page, # cannes go back any funther.

if the Go To Page option was chosen. then a popg-up window wondd appesy for the user o
choose a page number to skip to.
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f“ The user could tvme i 3 page |
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e

button and skip 1o the page |

they reguesied

Lising the wons in the second tootbar and the status bar are sdemical and achivve the same
and pradect
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The left arrow with 3 Hine, seen shove, gives the comsnansd for the Fiost Page of the
document.
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The right arrow with a hine n above. gives the comunand By the st Page of the
document.

»

——

The right amrow,

seen above, gives the command for the Mext Page of the document.

H either any of these are faded or grayed-out. then thar means these 1s not @ page in thay

¥

direction, the same as seen in the drop dovwn box oi' the Document option zhove

Nose: on the righ
down pages.

The Thambnatl/Bookmarks section of the Acsobat Resdir can b viewed ?-3
o3 the

the first burton 1n the status bay or Show/Hide Navigation Pane button

ht side of the document there 5 a standard windows scrod! bar

tootbar. Clhick on either bution as seen below.
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New the document has juraped o
the section you have told i1 w.
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To the right side of the Navigation Panc there is a surell bar. [ there are many pagesto

the docuwment the scroll har can be used to skip dows many pages befire you double ciick
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Bookmarks have i be set by the author at the tine of saving the file 1o the Adoke
Acrobat format, {{ the author cheousies 10 select bookmarks, then the user wousid be sbic w
jump trom one section to another in the document. To see if there are bookmarks. chick

on the bookmarks iab in the Navigaton Pane.

Exampie: i the avthor bas a long document and makes each section hoading 2
bookmark when be/she saves the document, then the user chicking on the bookmark tab
would see cach heading fisted in the Navigaion Pane. Then the user oould chick vn that
heading and skip to that portion of the document.
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the teakmark.

To jump 1o the section on “Setting Full Screen Pro
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or string of characters. There are twa wavs of accessing this optios aad zach one works
the same way. Either chick on the Edit aption and then on the wop twdbar or vw the Fiand
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The end result is a pop up window with a place w type an
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With the word “Bookmuark™ typed in the F Find What box. the tser can choose from

three Optnm.‘:.

Match Whole Word Onlv: this wiil look for the whole word throvghout the

Maich Case: this wall search for the ward, but with the exact vase ssed in h-:: a, pc

{ihis means the example Bookmark would only seareh fov Booksmark with 2 capmital

B)

F*nd Backwards: the search opuon searches from the pownt in the document 1o the
nd, if the work or phrase the user is loaking for is somewhere i the past wxt. chek

on this to search toward the beginamyg of the document,

Ouce the user i ready. click on the Find button
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i the user clicks on the Find option 2 second time the box appears again, asking if the
user wants 1o find the seme word or phrase again,
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{{ the user started the search in the puddie of a document, when the Pind option has
searched ail the way to the ead of the document, a window will appoar to aske

Aciabat Reader X ¥

th&vesﬁmhadmw&eefﬁd&wmm chmmmmﬂmm
it e begreing of he decuneet?

1f the user clicks okay, the beginning of the document wilf be scarched. ${cancel is
clicked 1t wili end the search.

The vser should pay attention o pape numbers while using the Find option. There i3
nothing to state that the whole document has been sewched. The scareh may continue
wiap avound the doecument and start over foom page one. I i teaches an ond, i some
documents a message will be displayed.

Aciobat Reador E3

Creging PLF
weese found e docuran.
If vou have any other questions about Adobe Acrobat Reader, thes search for the Ble

naned Reader pdf located unider the Help option on the wop tanibar. This will give the
user other detals to the use of Adobe Acrobat Rewder.

Creating a .PDF file

To create 2 pdf file, the Adobe Acrobst Writer nmust be Instalied along with the Reades
portion of the program. This will sHow users 10 save other fles as pdi files and et ather
paf fles. Not all users recerve the Writer portion, however, arvwone neading te creste
paf files shouid ask that it be msstalied.

There are two ways to create a pdf file:
s  Using MS Office
s Pnnting oz pdf file

PEC Sulurions, {no. .18 AR
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Using MS Office

When Adobe Acrobat Writer is installed an icon will appear on a toolbar in the MS
(Office products: Word, Excel. and PowerPoint. This will automatically take existing
documentation and msert it inte Adobe format.

Below is an existing Word document.

m:? L3~ o -

.fﬂww T : BT S

There are two ways
create the .pdf file. Click
Densview on File.

Section V: Adobe Acro

Agahe RoTHDI 3 ISRl 3 OSSR that Al 3 ueer W el & Ao nanert et s

- e savnd 10 3 pavanlar Tormra § pdf e Thw fremna oow & reed only forwes o sy
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A new window appears with options for creating the new file.

, There are two optinns.
Overview & yowthetoF B iy | F1rSE i5 the Acrobat

T z’wz‘”‘m o Writer for simple text
. frdobe A 1 documents. Then the
: N Acrobat Distiller for

. - Bastoos Dnfasts ~ ol :
: e ettt | large files or files with
N Fused on T

graphics.

N I et 4% m&sm =~
: o Beadic rg‘ St Dt 42 wobnd
: Mabe  moseswndtin
- ¢ Posizy
. By e goe § gt b otess 1 e ] !
s CEL : o o :
treme f fi mgateemsc < wITOE A4
Page T Em W R e e

o] 58 B L Pt Uicetnde- i i Micessult Wosd - Sac..

In this instance we will use Distiller, since the document being converted has many
graphics.

There are several file
options. i{the box to the
feft is checked witha v
then the option i3 chosen.

Srant | ¥ GF P somooh Oie Bevke - T Miearolt Word - Suc .. PG W v
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Canicom Regional Negotiating Machinery

All the file options in the figure above are checked, which will open up the document ©
be viewed in Adobe when finished, any errors will be reported, and 2 will automancally
delete any .ps or .log files. The onc option that 15 not checked 15 the prompt for name.
This will automatically create a filename for the .pdf file. There is a Restore Defaults
button that will allow the user to reses the options. The other tabs across the top of the
window aliow for other options o he set.

Gutput gives the user options on
the end product produced by the
Acrobat, including saving page
numbering, text boxes and
comgnents, cross-document hinks,
footaote and endnote hinks as weth

p= I&Mm«whmhﬁxoéz
UGB P o e, % A5

. Bective | # Coment Dumeans i
) PETUREE .
- WM#M*;«&?M@& peecis frka
Overview U FE Seosanrggoscoment ek
T LB ooty f Srdocte ks
- sdube ke 1 B waewsea
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: WEEY L0BY EEUO OSSOSOV e _—
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~ stred ot
In as 5o
: >  Fewdg
- = OPASEN L e
N By i e
- TN e

Anyof the:
4 boxeswitha
i check in the

box will allow To make an
the user to set active bookmark,
bookmarks. the aser must
ks & place an X o the
: % hox by clicking
: % on the box with
“ % the left mouse
. button,
: gsygx;_’ff m‘“‘“} oo} e} J e}
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The Display Options tab allows the user to set the defaull display the document wilt open
up with in Adobe. The types of settings are:

Link Type {to change click i the circle}

Line Style {to change chek on the circle)

Docunent Open Options (the way the page looks in adobe and what page displavsy
Highlight options

Color options {iext)

Text Nates shows who worked on the document.

e & @ » 8 e

Once all the options are set in the document, click on Create.

The document will go
through a series of
window openings and
closings and the
window displayed to
the night will change.
When the transfer is
complete, an Adobe
Reader page should
open up on the
document unless 1t
was marked not to in
the options,

T 3
vt B G st oe Brees - T Micumsait Wend
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E ssv (m;'m T Fovmt Yook 1’# ety
g

Now the document
15 in Adobe format.

Senxineg Y1 Yduboe Msondet

Crnwarew

Printing to a .pdf file

Not all programs have an icon to produce an Adobe Acrobat document, however. f
writer is installed with reader. then two print drivers are installed to create .pdf files.

TOCAN TUCAN  Spasom

Pamod

There arc two options.  First is the
Acrobat Writer for simple texy
documents. Then the Acrobat Distiller
for large files or files with graphics,

First there has to be a program that you want files turned into Adobe Acrobat formar For
this example, there is a document in MS Project that you need in Adobe Acrobat format.
Start with the document.
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Then click on the File Option.

Mﬁ? S 48 .
TR R

WMol G P P vt s i -8 HfrMiceott Prosect - Pr.

Then click on Print.
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B8 & yrw fues Fyatr Toss Suss Wekw He

&? B v
%iY3 Foni s oF I

b 2o 4

Options for the printer,
Also. any other printers
will be Bisted as well
Click on the down arrow
: . in the printer box.

(e ey QG

DX e Feven: guzmzm f
: Y fFeoumemt S E

rmmmoa}mxm

e O, U 3SR

BRI &zai i

Note the different
printer options one for
Adobe writer and one
for Adobe Distiller.
Click on Adobe
Distiller.
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Adube Ihstiler is now the prnter.
Chek on OK
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& 28
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Adobe automatically created the file and then epened
the Adobe Acrobat window and displaved the file.

: wacly
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Section VI: Printing
Overview

There are two basic ways 1o print from most windows-based programs that users nead to
become familiar with. There is usually a Print icon in the toolbar, and usually under the
File option on the top toolbar there is a Print option. Generally the Print tcon will print
the current open file 1o the default printer. The Print option under the File option will
allow the user more detatled printing or printing part of the file and 1t will allow the user
te change the printer.

In this section we will cover:
s How to print from the Print icon
+ How 1o print from the File option

{Objectives for this section:

* learn how to quickly print a document or weh page

s Leam how to print to a different printer

* Leamn how to change the number of copies being printed.

Printing from the Print {con

There are many different Print icons throughout many different programs although they
are all similar. Below there are many different styles of Print icons.

‘%E&WYW%WM

Adobe Acrobat Reader Pring foon

Metscape Print foon

ME Office Print kcon

PEC Solutions, ing. 6t GLS G
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In the Netscape example above, the icon is faded. which means that the print function is
disabled on that screen for some reason. However 1o print from cither of the other two
examples the user could click once with the left mouse button on the print icon. It
always important © know vour default printer so that vou know where vour document i3
being printed. If you do not know where your default printer is, ask vour system
administrator.

Printing from the File Option

To open the more detailed Print option start at the File option in the top wooibar and then
click on the Print option histed.

This is the Adohe
Acrobat Reader Primt b
10A \saeapd aption, chick on Print
2TA Famier with the fefl mouse
TN Nawbat pe¥ bution.

4 MMy FlesDMMLSERW VTR R

Egit Lo
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The first part of the window deals with the printer fiself. Sparrow is the name of the
default printer for this particudar user {(sometimes computer printers are named and
sometimes it may just give a room number or some other designation). The user can
change the printer bye clicking on the downward arrow nest o the word Sparrow and see
if there are any other printers avatlable. In most cases the user will have only one printer
avaifable o them.

Dontendt priresr; Fowdy
Ty HP L aenlet SRE01 MY PG

//////

Port [Even andDekiPages 7} o ] pews |

The print range will allow the user to print the whole document or web page. or only pant
of the document in this case. The user can set to print only the current page or pages in a
particular range.

Piirt [Even ond 0od Pages  v) oK Carced |

PEC Solutions, ing. &3 12341




Caricom Regional Negotiating Machinery

The Copies section allows the user to set the number of copies pninted. Reminder, if you
print off several copies, make certain that the printer has paper and the

Once the correct printer is set, the correct pages are set, and the correct amount of copies
is set, click on the Okay button. This will send the command to the printer.

Note: the print window will change wording accordingly with the type of printing or the
document type that the user 1s printing from.
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Welcome
To The
Caricom Regional Negotiating
Machinery
Virtual Secretariat
End User Training
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Training Agenda

Day One Day Two
° Basic Computer Use . iPlanet FunCtionS
— If Needed (cont.)
» Basic Internet — Calendar
_ As Needed — AOL Instant
Messenger

e 1Planet functions/MS

. — Messenger Express
Office Overview

| — Calendar Express
~ Email — Collabra



Training Agenda (cont.)

Day Three
* Document Posting
* Adobe Acrobat

— Reader
— Writer

* Printing

* Day4

* Super User Training

* Training Users

e Training
Documentation



Questions

 If you have any
questions, please ask!

* This class is for you.

* Feel free to stop me at
any time and ask a
question.




The Training Guide

* Is yours to keep.

* Also a User Guide
back at your desk.

~* (lass will flow with
the book and often

refer to pages in the
book.

* Please open the book
to section 1 page 1.



