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1 Introduction

1.1 Background
The Caribbean Trade Infonnation Network or "Virtual Secretariat" is a distributed and
collaborative management infonnation system that supports the countries of Caricom in
external trade negotiations and exchanges. The network provides true workgroup
collaboration, e-mail, document management, and forums to enable member countries to
collaborate and exchange infonnation on trade-related matters.

PEC installed two workstations in fifteen 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 materials
necessary to maintain the Virtual Secretariat system. The first section contains the
system design specifications, which encompasses the software and hardware
specifications of each workstation and server. The second section contains detailed
configuration infonnation about the components that make up the Virtual Secretariat
system. This configuration infonnation 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.
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2 Specifications

2.1 Server Specifications
The following chart shows the hardware included on each of two servers used in the
Virtual Secretariat 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 Bame. 133MHz

17/40X. SCSI CD-ROM Internal. Black

1.44MB. 3.5" Floppy Drive

RAID5. Hard Drive Configuration

The following chart shows the Sofhnre included on Server 1:

Windows NT Server 4.0

Service Pack 6A

Netseape Communicator 4.75 Setup

iPlanet Web (Enterprise) Server Installation

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 iPianet I Netseape Directory Server
Netscape I iPlanet Messaging Server

iPlanet Calendar Server

Netscape I iPlanet Collabra Server

iPlanet Cer1ificate Management Server Installation
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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 5eries, Pentium III, 733MHz

128MB, SDRAM Memory, 1 DIMM

Microsoft Intellimouse

QUietKey Keyboard

56k PCI DataFax Modem

Soundblaster 64V Integrated Sound

48x Max Variable CD ROM

1r E770 Monnor

1.44MB Floppy Drive

20G Ultra ATA Hard Drive

Inlel 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
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I

2.3 Site Connection to the Servers
The following graphical depiction indicates how the servers and workstations are
connected to the Visual Secretariat 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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2.4 Countries and Corresponding ISPs

The following table indicates which Internet 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

SI. Lucia Cable & Wireless

SI. Kitts and Nevis Cable & Wireless

51. Vincent & the
Grenadines Cable & Wireless

Surinam Telesur

Trinidad and Tobago LAN
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2.5 Equipment Inventory

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

Site Workstation Numbers

~tiaua and Barbuda DWT4501 BXT4501

The Bahamas FZT4501 HYT5401

Barbados 31V4501 12V4501

Belize 53V4501 54V4501

Dominica 76V4501 V5V4501

Grenada 97V4501 G6V4501
i
F'G:=uL:ya:::n;::a=----- --f~:=8_'_V4_'_50=..;1_.;::B:=9-'-V4-"50=..;1-
'Haiti !2BV4501 H9V4501

Jamaica GHV4501 BBV4501

Montserrat FCV4501 8CV4501

51. Kitts & Nevis 9DV4501 3DV4501

SI. Lucia 8FV4501 1FV4501

51. Vincent & the Grenadines 1HV4501 FFV4501

Surinam 4JV4501 1CV4501

Trinidad & Tobago 8JV4501 FJV4501
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3 Configuration

3.0.1 Install Windows NT Server 4.0
Overview

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

Prerequisites:
• For successful installation of other than a Primary Domain Controller, a good

network connection must exist between the POC and the new server being
installed.

• Ensure that the new computer and the POC are connected to the Cisco Catalyst
1900 switch.

NOTE: Server 1 is PDC. and server 1 ;s BDC.

I. At boot up. press 'F2' to enter CMOS Setup. Enable Floppy First as a boot device
and exit.

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

3. Press F6 when "Setup is inspecting you computer's hardware configuration".

4. Press S to select additional Hardware.

5. Select Otber.

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

7. Press Enter to select the PERC 2 controller.

8. Press Enter to not install any other mass storage devices and load the drivers.

9. When prompted press ENTER to setup Windows NT 4.0.

10. The following devices wi II be detected:

Adaptec AHA-294X!AHA-394X!AIC-78xx SCSI Controller
Dell PERC 2, 2/Si. 3/Si. 3/Di RAID Controllers

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

12. Press C to continue when the "Setup has detennined that your computers hard disk is
new or ....." message appears.

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

14. Setup displays a list of hardware and software components that have been
automatically detected. The list should look as follows:

Computer:
Display:
Keyboard:
Keyboard
Layout:
Pointing
Device:

MPS Uniprocessor PC
Auto Detect
XT, AT, or Enhanced Keyboard (83-104 keys)
US

Logitech Mouse Pon / Microsoft Mouse Pon
(ballpoint)

Press ENTER to accept the configuration.

15. Setup displays a list of existing panitions and space available. The panition list box
should contain the following 2 lines; note the option that applies to the hard dri\-es:

347JJ MB Disk 0 al JD 0 on Blls 0 on PERC]
Unpanitioned Space 8025 MB

16. Ensure "Unpanitioned space" is highlighted. Press C to create panition In the
"Unpanitioned space". Input a size of4000 and press ENTER to continue.

17. The screen now should contain the following block of three lines:

347JJ MB Disk 0 al JD 0 on BIIS 0 on PERC]
C: New (Unfonnaned) 4032Mb
Unpanitioned space 3977 MB

18. Make sure the line "C: New (Unfonnaned) XOOOMb" line is highlighted. Press
ENTER to install Windows NT Server.

19. Highlight "Fonnat the panition using the NTFS file system" and press EI'HER. To
fonnat, press F.

20. Accept the default Windows NT Server installation path, ..\WiJ';"NT', and press
ENTER to continue.
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21. Setup displays a surface test scan screen; press ENTER to perfonn this test. Setup
then copies files to your hard disk.

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

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

24. 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.

25. The Windows NT Setup window will be displayed with "Gatbering Inrormation••~
balded. Click NEXT.

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

27. Enter CD Key, for example, 01397-oem-OOI7992-14517. in the Product 10 field and
select Next.

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

29. Setup then displays the Computer Name dialog.

30. From the Server Type dialogue select the appropriate server role:
Primary Domain Controller
Backup Domain Controller

31. When prompted to create an Emergency Repair disk click the radio button next to No.
do not create an Emergency Repair disk (not needed at this time). Click Next.

32. Select Next to set up Windows NT Networking.

33. Check "Wired to network" and select Next.

34. When prompted to install Internet Infonnation Server, Remon the check in the
check box next to Install Internet Infonnation Server. Click Next.

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

36. In the network protocols setup select TCPIIP Protocol and select NWLink IPXlSPX
Compatible Transport. Select Next to continue.
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37. Select Next twice to install the network components.

38. At the Intel PROset screen, click OK.

39. Select No for a DHCP address.

40. Enter in the IP information

41. Select Next to accept the default network bindings. Select Next to start the network.

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

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

NOTE: For a Backup Domain controller in a Domain configllration. select the .'iT
Domain .1'011 wish to join. and prepare 10 enter an administratiw IIser_id and
passwordfor the domain .1'011 wish 10 join

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

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

Note: YOII will ha~'e the chance to install the proper ~'ideo dri~'e after the system
restarts.

46. After the system reboots, logon as "Administrator" and enter the specified password,
which was entered during setup.

47. Rename "My Computer" to "Caricom Sener". Delete the ~M~' Briefcase."
"Internet Explorer," "Inbox," and "Install Internet InformatioD ~n'er" icons
from the desktop. (You may have to right click and select delete for some.)

48. Empty the Recycle Bin.

49. Right mouse click on the desktop and select Properties. Click the ~ttiDgs Tab, and
Display T}'pe.... Click to Change Adapter and select Han Disk. Point to the
DeIlVideo 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, TCPIIP, DNS enter in the domain name in the Domain field.
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52. Click 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 leiter, (you may have to change the CD dri"e leiter to F
or G temporarily to set the hard drive 10 D, also check and disconnect any network
drives that might be either D or E,) and then set the CD Rom to E:

3.0.2 Service Pack 6A

Note: Step 3.2 is to be performed on both sen'as I and 2.

I. Map a drive to the source directory on other server and double click on the
NTSrvPack6a.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 sen'as I and 2.

I. 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 Files\
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 Seltings and click 105tallto continue.

9. Click No, to view the ReadMe file later.
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10. Click OK to acknowledge that Setup is complete.

11. Select Yes and OK to restart the computer now.

12. After the machine reboots. log in and delete the AOL Instant Messenger and Free
AOL & Unlimited Internet icons.

13. Empty the Recycle Bin.

3.0.4 Installing iPlanet I Netscape Directory Server

Note: Step 3.4 is to be performed on sen-er 2 on~l·.

1. Insert the Directory Server CD In the computer and run
d:\NTX86\Directry\D41 diu.exe

2. Select Next to continue with the Install.

3. Read the License agreement and click Yes.

4. Select Netscape Servers and click Next.

5. Select a T:rpical install and select Next.

6. Click Next to accept c:\netscapelserver4 as the default directory.

7. Select all four products and click Next.

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

9. Click Next to store data in this directory server.

10. Enter the Server name of the server identifier. 389 for the Port. and o=caribrnID.net.

11. Enter Admin for the Config Directory Admin and enter the password l\\;ce. then click
Next.

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

13. Enter cn=DirectoryManager (no spaces) and a password l\\'ice for the DN before
clicking Next.

14. Write down the Admin Port: 1007 (hnp://server name.domain name:admin port)
Click Next.
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15. Review Summary, and is all is well, click Next.

16. Under Directory Synchronization Service. enter the NT Domain name. record the
port (ex 5(03) and set up the log file as c:\netscape\sernr4\s~·ncblog.txt. Uncheck
SSL for Syncbronization.

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

3.0.5 Netscape I iPlanet Messaging Server

Note: Step 3.5 is to be performed Oil sen·er :? 01l1y.

I. Insert the Messaging CD and Run d:\export\ntx86\nms_4_IS\M4ISeiu_opt.eu.

2. Click Next at the welcome screen to begin setup.

3. Read and select Yes to acknowledge the license agreement.

4. Click the Netscape Servers button and click Next to continue.

5. Select the Typical install and click Next.

6. Click Next to accept the default path (c:\netscape\server4).

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

8. Enter Admin and the admin password and click Next.

9. Enter o=caribmm.net for the distinguished user and enter their password. Click
Next.

10. 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.

II. Enter MailAdmin and the password and click Next.

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

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

14. Enter admin'ii'caribmm.net for the mail user and click Next.
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15. Accept the default ports (Pop: I 10. IMAP4:143.SMTP:25.Webmail:80) by clicking
Next.

16. Select the msg-server_name to 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 sen'er (Base DN
should be o=caribrnm.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 I iPlanet Collabra Server

Note: Slep 3.6 is 10 be performed on sen'er 2 on(l".

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

2. Select Yes to install the Collabra 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=caribmm.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.
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II. On the Server config page, enter the server name and default Collabra poll (119)
before clicking Next.

12. Enter n**** 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 to restart the server.

3.0.7 Mission Control Desktop

Note: Step 3.7 is to be performed on server I on(\·.

I. Insert CD and Run Setup.en.
(Note, you may have to install Communicator 4.5 instead of 4.7 to gel mission control
to install.)

2. Click Install Mission Control Desktop.

3. Click Inslall Mission Control Desktop 4.5

4. Click Next to continue with Setup.

5. Read the License and select Yes to acknowledge.

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

7. Click Next to accept the program folder name.

8. Click Next to accept the configuration.

9. Click No to skip reading the ReadMe file.

10. Select Exit from the CD Window
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3.0.8 iPlanet Calendar Server

Note: Step 3.8 is to be performed on server 2 on~l".

I. Insert CD and run d:\otx86\calender\setup.

2. Click Next to begin the install.

3. Read and click Yes to accept the License Agreement.

4. Select Typical and click Next.

5. Click Next to install both components.

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

7. Click Create Directory.

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

9. Click Next to allow the System account to run the Calendar server.

10. Before entering information at the Server Authentication page. stan 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.

II. Enter CaiendarAdmin and the password twice and hit Next to continue.

12. Enter the email address as CalendarAdmin'Ucaribmm.net and the SMTP name before
hining Next to continue. (Leave enable email alarms checked).

13. Click Next to accept the
fi les\iplanet\CalendarServer\var\csdb

default directory c:\program

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

15. Click Next to accept both Server Stanup options.

16. Click Install Now to continue.

17. Click Done at the Installation Summary Screen.
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3.0.9 iPlanet Web Server Installation

Note: Step 3.9 is to be performed on sen'er I onll".

1. Insert the Web Server CO and click d:\ntx86\eoterprise\serup

2. Click Next to begin the install.

3. Read and click Yes to accept the License Agreement.

4. Select Typical and click Next.

5. Click Next to accept the default path of c:\netscape\sen·er4.

6. Click Next to accept the checked Netscape Enterprise Server.

7. Enter the Admin password and press Next.

8. Enter the Admin Port Number 1007 and click Next.

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

10. On the Using LOAP for administration screen, check the Use LOAP for Group
Administration. In the LOAP URL Field, enter Idap:/Icaribrnm-s-a­
02:389/o=caribrnm.net. In the Bind ON field enter ca=directo~' manager and
enter the password. Click Next.

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

12. Click No to skip the readme file.
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3.0.10 iPlanet Certificate Management Server Installation

Note: Step 3.10 is to be performed all sen'a 2 01l~1·.

I. Run Software\CertificateManlsetup

2. Click 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:\netscapelserver4 default 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.

II. After it copies files, unmark View tbe Readme and Run tbe Console and click
Finisb.

12. Reboot the Server.

13. Enter the Console and select CMS to finish the configuration.

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

15. Dos windows \\0;11 open and close; wait until the Install wizard screen returns.

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 until the Install wizard screen returns.
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20. For Network Config, select SSL: 8200,SSL Agent: 8100. SSL End Entity port: 443.
'-' Click Next.

21. Do not migrate keys. Click Next.

22. Click Next to accept Self-signed certificates.

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

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

25. Click Next to accept the default certificate time length.

26. Click Next for the extensions default.

27. Click Next to generate the keys.

28. Mark Create request for submission and click Next.

29. Click Next for key pair information.

30. Mark Enter the values for the subject DN string. Click Next.

31. Enter cn=certificate management, ou=mm, o=caricom. I=hastings, st =Barbados,
c=us. Click Next.

32. Click Next to generate keys.

33. Click Copy to clipboard and click Next.

34. Select No and click Next.

35. Click Done.

3.0.11 Server Troubleshooting

If you can't get into the Netscape Console because the Service isn't running, and it still
doesn't run after a reboot, re-install Directory Server from the source directory to reset
the TCPIIP Settings in the socket library.
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3.0.12 Settings

Caribmm-s-n-Ol:

• Port 389
• Suffix: o=caribmm.net
• Admin Port 1007
• cn=Directory Manager

Caribmm-s-n-02:

• Port 389
• Suffix:o=caribmm
• Admin pass caribmmadmin
• cn=Directory Manager
• Admin Port 1007
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3.1.1 Windows NT Workstation Installation

I. Insert "NT workstation setup disk" # I into the noppy drive and boot the machine.

2. Insert disk #2 when prompted and click Enter.

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

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

5. Insert disk #3 when prompted and click Enter.

6. The message"...do not have any device support disk..." will appear, click Enter.

7. The message "more than 1024 cylinders" will appear, click Enter.

8. Insert "Windows NT Workstation CO" into the CD-ROM drive when prompted and
click Enter.

9. Click Page Down to end oflicense, click F8 key to agree.

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

II. Highlight the unpartitioned space and click C to create partitions.

12. Create Partition of size (in MB) field. enter 4000, click Enter and then click Enter
again to install.

13. Select Format tbe partition using tbe NTFS file s~'stem option. Press Enter.

14. Location of files to be installed: \WINNT. Click Enter.

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

16. Setup is copying files.

17. Remove the noppy disk and CD from the drives when prompted. Click Enter to
restart.

18. The system will reboot.

19. 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. Gathering infonnation about your computer. Click Next.

21. Select Typical option for installation and then click Next.

22. Enter the name and organization and then click Next.
Example: Name: RNM

Organization: RNM

23. Enter the CD-Key and click Next.

24. Enter the Computer name (example: IPLANET-W-s-tlI) and click Next.

25. Enter and confinn the password for the administrator account and click ~ext.

26. Select "No, do not create an emergency repair disk". Click Next.

27. Select "Install the most common components (recommended)" option. Click Next.

28. Installing Windows NT Networking. Click Next.

29. Click "Do not connect this computer to a network at this time" and then click Next.

30. Click Finish.

31. Select the proper time zone, and then Close.

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

33. Press Start computer bulton to restart the computer.

3.1.2 Windows NT Service Pack 5

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

2. On the left-hand side of the screen. click Install Service Pack 5.

3. Click Install Server Pack 5 for Intel-based systems.

4. When prompted to open the file Spsetup.bat or save it to disk, click Open.

5. 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

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

2. Click OK.

3. When the InstallSbield Wizard Complete window appears. remove the Dell
Dimension Resource CD from the CD-ROM Drive. and then click Finisb to restart
the computer.

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

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

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

7. In the Operating System list, select Windows NT.

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

9. In the Topic list, select Drivers.

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

II. Click OK to start the WinZip Self-Extract. Dell computer Self-Extracting Dri'·er
Installation will unzip to folder C:\Dell\Drivers\2911 r and click Unzip.

12. Click OK at the successful screen.

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

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

15. Click Start-Setting--Control Panel. Double click on the Ne~·ork icon.

16. Click Yes to install.
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17. Network Setup Wizard screen, check the "Wired to the network" option and click
Next.

18. Click "select form list" bunon.

19. Click "Have disk..." Enter the path where you unzIp the driver
(C:\Dell\Drivers\2911 r) and then click OK.

20. Select the "Intel® PRO Adapter" and click OK.

21. Check the Intel® PRO Adapter" and click Next.

22. Check "TCPIIP Protocol" option and click Next.

23. Network Services, click Next.

24. Click Next to install.

25. Setup needs to copy some Windows NT files, insert "Window NT Workstation CD"
into the CD-ROM, and enter the path 0:\1386.

26. TCPIIP setup screen, click No.

27. Enter the IP Address, Subnet Mask, and Default Gatewa~·.

28. Click on the WINS address tab and enter tbe Prima~' and Seconda~' \\lNS Sen'er
IP Address.

29. Click the Apply and then OK.

30. Show bindings, click Next and then click Next.

31. 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.

32. Enter the administrator user name and password. Click OK.

33. Click Finish.

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

I. Insert the PC99 v.90 Data/Fax Modem for Microsoft Windo,,·s CD into the CD­
ROM.

2. Right click My Computer icon and then click Open.

3. Double click on the E: driver to open.

4. Double click on MDP3880-U - Drivers -WinNT and then Setup icon.

5. The Modem wizard window appears. Click Next.

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

7. Click Finisb.

3.1.5 Video Display

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

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

3. In the Operating System list, select Windows NT operating systems.

4. In the Device Type list, select Video.

5. In the Topic list, select Drivers.

6. On the right hand side, double click the intel810.

7. Click OK to start the WinZip Self-Extract. Dell computer Self-Extracting Dri,·er
Installation will unzip to folder C:\Dell\Drinrs\8S24R and click Unzip.

8. Click OK at the successful screen.

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

10. Welcome to the Intel810 screen, click Next.

II. Select "Yes, I want to restart my computer now" option and click Finisb.
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3.1.6 Video display Setting

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

2. Click the Settings tab. In the Colors drop-dO\\l1 list box, click 65536 Colors. set the
Desktop area slider control to 800 by 600 pixels, Refresb Frequen~' to 75 Hertz
and click the Test button.

3. Testing mode, click OK and then click Yes.

4. Display Properties, click Apply and then click OK.

NOTE: Reinstall "Windows NT Service Pack 5".

3.1.7 Dial-Up Network

I. Right click My Computer icon--Open. Double-click the Dial-Up Ne""orking icon.

2. Dialup Network window appears. Click Install.

3. Insert Widows NT Workstation CD into the CD-ROM. The Windows :-''T
Workstation setup program automatically starts. Click on the X on the top right hand
comer to close the NT window.

4. The path should point to E:\l386 and click OK.

5. Verify RAS capable Device is COMI-MDP3880W Modem. Click OK and
Continue.

6. Click Restart when the successfully install message pop-up.

3.1.8 Phonebook

I. Right click My Computer icon--Open.

2. Double-click the Dial-Up Networking icon. Click OK.

28

3.1.6 Video display Setting

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

2. Click the Settings tab. In the Colors drop-dO\\l1 list box, click 65536 Colors. set the
Desktop area slider control to 800 by 600 pixels, Refresb Frequen~' to 75 Hertz
and click the Test button.

3. Testing mode, click OK and then click Yes.

4. Display Properties, click Apply and then click OK.

NOTE: Reinstall "Windows NT Service Pack 5".

3.1.7 Dial-Up Network

I. Right click My Computer icon--Open. Double-click the Dial-Up Ne""orking icon.

2. Dialup Network window appears. Click Install.

3. Insert Widows NT Workstation CD into the CD-ROM. The Windows :-''T
Workstation setup program automatically starts. Click on the X on the top right hand
comer to close the NT window.

4. The path should point to E:\l386 and click OK.

5. Verify RAS capable Device is COMI-MDP3880W Modem. Click OK and
Continue.

6. Click Restart when the successfully install message pop-up.

3.1.8 Phonebook

I. Right click My Computer icon--Open.

2. Double-click the Dial-Up Networking icon. Click OK.

28



3. 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

4. Check the I am calling the Internet and click Next.

5. Enter the Phone Number (provide by your Internet Service Provider). Click Next.

6. Click Finish.

3.1.9 Creating and Formatting an NTFS from Free Space

1. Log on to Windows NT Workstation as an administrator.

2. Launch Disk Administrator; click Start-Programs-Administratin Tools
(Common)--Disk Administrator.

3. At the Disk Administrator window, click OK.

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

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

6. The new panition is created and automatically assigns a letter E.

To reassign new logical drive leuer to D:

7. Right click on D (CD-ROM) panition and change it to F.

8. Right click on E panition and change it to D.

9. Right click on F (CD-ROM) panition, change it to E.

10. Click Partition-Commit Changes Now. When prompted to save the changes. click
Yes.

II. A dialog box appears indicating that disk was updated successfully. Click OK.
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Format tbe 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 Warning message.

15. Click OK in the format complete message.

16. Click on Close to exit the Format window.

3.1.10 Microsoft Office2000 Premium

I. Insert the Microsoft Office2000 Premium CD into the CD-ROM drive. The
Office2000 setup prograrn should start automatically.

2. The Welcome to Microsoft Office 2000 window appears, verify the both User
Name and Organization say RNM. (If the User Name and Organization are
incorrect, click on the field and type in the correct information). Click Nut.

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

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

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. Finisbing 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

I. Insert the Acrobat CD into the CD-ROM drive. The Acrobat setup program should
start automatically. Click Next.

2. Click "Install Adobe Acrobat 4.0" option.

3. Adobe Acrobat 4.05 setup, click Next.

4. Select "US and Canada" and then click Next.

5. Software License Agreement, click Accept.

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

7. User Information, select the "A Business" option, enter the User Information and then
click Next.

8. Verify the Registration information and click Yes.

9. Click Next to start the install.

10. Adobe Registration ~User Information, click Next.

II. Check "U.S.lCanada" option and click Next.

12. Fill in the information on Survey Page I 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.

I 7. Select "Yes. I want to restart my computer now" option and click Finish to restart the
computer.

31

3.1.11 Adobe Acrobat 4.0

I. Insert the Acrobat CD into the CD-ROM drive. The Acrobat setup program should
start automatically. Click Next.

2. Click "Install Adobe Acrobat 4.0" option.

3. Adobe Acrobat 4.05 setup, click Next.

4. Select "US and Canada" and then click Next.

5. Software License Agreement, click Accept.

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

7. User Information, select the "A Business" option, enter the User Information and then
click Next.

8. Verify the Registration information and click Yes.

9. Click Next to start the install.

10. Adobe Registration ~User Information, click Next.

II. Check "U.S.lCanada" option and click Next.

12. Fill in the information on Survey Page I 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.

I 7. Select "Yes. I want to restart my computer now" option and click Finish to restart the
computer.

31



3.1.12 Norton AntiVirus

I. Insert the Norton AntiVirus CD into the CD-ROM drive. The Anti"irus 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 "Notify me
when updates are available" and then click Next.

10. Setup is creating a shortcut, click Next.

II. Uncheck "Run LiveUpdate after installation" and "Scan for viruses after 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 drive. 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 drive location
and click OK.

2. Select Englisb as the language to install.

3. Click Install Version 5.5.

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

5. Change Install directory to D:\Programs\Carbon Cop~' Access Edition. Click OK.

6. Verify the Carbon Copy option is selected. Click OK to install.

7. When prompted to restart your computer, click Yes.

3.1.13.1 Security

1. Click Start - Programs - Carbon Copy Access Edition - Carbon Cop~·.

2. From the Options menu, select Securi~·.

3. Click Logins tab. Check Require Logins and select Use Carbon Cop~' Security
option.

4. Click Apply and then click OK to exit the \\-;ndow.

3.1.13.2 Create Administrator Account

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

2. Create New User window appears. Click Nut to begin.
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3. To create Administrator user account. type in User Name. Pass,,·ord. Confirm.
Click Next.

Example: User Name: ccadmin
Password: Carbcopy

Confinn Password: Carbcopy

4. Enter the Location Information click Close.

5. Click Next.

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

7. Confinn the User Name. Click Finisb. The administrator user account displays in the
box.

8. 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

I. From the Options menu. select Communications.

2. Select the Wait for Can tab.

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

4. Check Wait for Can on Startup and uncheck the Minimize on Wait for Can
options.

5. 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.
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3. Check the TCPIIP Network on Intel ® PRO PCI Adapter and make sure Local
Network Broadcasts is selected.

4. Check Browse on Startup.

5. Click Apply and then click OK to exit the communication propenies.

3.1.13.3.3 Enable Wait for Call on the Internet

I. From the Options menu, select Communications.
2. Select the Wait for Can tab.

3. Check the TCPIIP Network on NdisWan Adapter.

4. Check Wait for can on Startup and uncheck the Minimize on Wait for Can
options.

5. Click Apply and then click OK to exit the communication propenies.

NOTE: Wait for Call status is remains pending until the machine is connect to QII

Internet through dial-up.

3.1.13.3.4 load Carbon Copy Before Windows Login Prompt

I. On the Options menu, select Security.

2. On the Global tab, select Load before Windows login prompt.

3. Click Apply and then OK to close the security screen.

3.1.13.3.5 Hide the Carbon Copy User Interface

I. With carbon copy open, move your cursor to the icon tray in the bonom rights 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.

2. 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 Sbow 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: I) Browsing allows you to view and
connect to all Carbon Copy Hosts waiting for call on your network. This method only
supports TCPIIP and IPXlSPX communication devices 2) Phone Book entries allow you
to pre-configure connections by specifying name, phone number and login informalion.
This method supports all communication devices: network, Internet. and etc.

3.1.13.4.1 Configuring a Network Connection Through Browsing

I. From the Options menu, select Communications.

2. Select the Browse tab.

3. Check the TCPIIP Network device.

4. Make sure Local Network Broadcasts is selected.

5. ClickOK

3.1.13.4.2 Place a Call With Browsing

I. 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 DialoUp Networking Connection

I. Click the Pbone 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 you
identify the entry, such as the location of the PC or its principal user.)
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5. Select TCPIIP 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 each 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 tbe Remote Control and click Next.

9. Click Finisb.

3.1.13.4.4 Modify the Site IP Address

I. Have the user from the Remote Site dial-up to 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 tbe administrator macbine
5. Right click on the site you want to connect. Select Properties.

6. Re-enter the IP 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

I. Select the Pbone Book tab.

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

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

37



****CONNECTING THROUGH F1REWARE****
Connecting through firewalls using ILS, the network administrator will have to configure
the firewall to allow network traffic to pass on TCP pon 80 and Tep pon 1680. This
method takes advantage of Carbon Copy Access Edition's ability to browse the Internet
for available Carbon Copy Access Edition users.

3.1.13.4.6 Create a User Account

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

2. Launch User Manager by Start - Programs - Administntor 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. Click 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

I. Log on to Window NT Workstation with the user account.

2. Double click on the Microsoft Outlook icon. The Internet Connection Wizard
window appears.
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3. Your name, type user name in the Display name field. Click Next.

4. Internet 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

5. E-Mail ServerNames;enter ..mail.caribrnm.net.. for both the incoming mail (POP3)
server and Outgoing mail (STMP) server. Click Next.

6. Verify the account name, type in the password and then Check the "Remember
password." Click Next.

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

8. Click Finish.
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4 Operations and Maintenance Tasks

4.1 Suitespot User Add Instructions

I. In Netscape go to hnp://server2:7906/ or http://server2.caribrnm.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, surname. 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 addresscomposedofUser\D@Caribmm.net.

6. Under the selection 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. you 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.

II. Be sure the user's primary email islistedasUserID@caribrnm.net.

12. Under· Messenging server, enter server2.caribmm.net and click the box next to
POPIIMAP 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 ofgroups, 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 in the groups
name, and enter "Users in 'Country''' in description. Select Groups for add new
group to: field. Click Mail and enter 'country'@caribrnm.net in the country field.)

16. On the general edit screen, click the group members edit bunon.
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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

I. Copy the contents of boot disk folder located on the CD-ROM to a formaned
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 drive.

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 Close 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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Section I. Basic Computer Use

The purpose of this section is to l~lIlliljarizc thc user. who has not had e:\tensi\c
computer time. on the different parts to a computer and ilS usc, In this x.'Cti()n \\c \\ ill
co\'er:
• The components of the computer
• Basic l\a\igation
• Basic Window ~T functions

By the end of this section. any user should oc familiar with:
• Identifying lhe parts of Ihe compuler
• Turning on and otT the compUler
• Accessing different functions within thc compuler
• Opening and closing windows
• How to minimize and maximize \\indows
• How 10 change their password

The components of the computer:

When talking about compulers IwO temlS used very often are Hardware and SO/Nan:,
Hardware is an~1hing that you can actually touch on the computer. including the monitor.
disk driws. the keyboard and the CPU etc. etc. Software is somcthing that you cannot
literally touch. as it is the programming that actually runs on the computer.

There are four basic hardware components that make up a computer:
• Central Processing Unit (CPU)
• Monitor
• Keyboard
• Mouse

Keyboard k.
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The CPU is the main computer box that contains hard\\are such as disk drin~s. menwry.
CD-RO~'1. Sound Card. and ports to connect thl: computl:r to the ~et\\ork. The CPL' also
contains soft\\arl: that runs the computer such as the operating systl:m (Windows ~T).

The \-lonitor is the display for the computer. \luch like a TV screen. it is hO~.1ked into the
CPU so you can view what you are working on.

The Keyboard is one way of inpuning information or commands into your computer.

The \-louse is a way of moving the pointer or cursor around the \10nitor screen to chlx1se
icons (to be discussed later in this section) or huttons to move around within the
computer.

To tum on the computer you must press the power bunon on both thl: C Pl.: and thc
Monitor. Once you have prl:ssed the power butlon for the CPll. giw it a minule 10 start
up. If you screen remains blank. rl:member to check the power supply 10 Ihe CPl" and
the \-lonitor.

Basic Windo\\'s :'JT

Windows i\T is Ihe operating system of the computer and will allow you to run programs
and access the Local Area Network (LAN). Windows is a Graphicall'ser Interface
(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 picruJI:. will gi\c
the computer the command to perform the function that the icon represents.

Date and Time
and other
programs
running with
windows such as
Virus Scan and
N~ork

'0:11 ...

----------_/
~

I Taskbar I
PEC SolUlions. Inc. I·::! OI~5 01
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Figure 1-2 shows a lypical Windows screen. The icons on this page can also oc calk"'d
shortculs because you can jump frolll this screen to a progrdm hy douhk clicking on an
icon. For Example. say that you want 10 open up Adobe Acrobat Reader.

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

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

J-3 01 ~:' 01
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Multiple windows can be open allhe same time and a user can be working \\lth ditTcrenl
programs and simply "jump" from program to program. The more programs thJ.t arc
running at any time. there stands a possibilily lhat the wmputcr \\ill slow do\\n if the
memory is being laken up my many dillcrenl programs.

Now open a second window by double clicking on the l\ly Computer icon

Anolher window is now open.

PEe Solulions. Inc. 1-'; 01 ~~ 01
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To "jump" between windows you can click. \\ith the Id1 mouse bulton. on [he inaeti\ e
window (usually best ifyoll can click on the titk bar) or you can ~Iick. "ith the left
mouse button. on the window in the taskbar.

~ .::3 ~ ~ ~
:,>,r~"'1 :(1 ~, I l~t;I\ "'~7"

~'I<.V.~(,! ~"',£~,

~ ~ ~
Click on inactive title S~.:r. ",,"''f'\.'IC!OdCl'l 5·",,;r,~:

.....{.1;'S1 P.<:"'" ':1

bar or the \\indow in
'J!J JJJ ~the taskbar
c...,,-,~ ..~ '_.c f~iIn

~-'''Il I.,...

• Now the Acrobat Reader is the active window.

PEe Solutions. Inc 1·5
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Control Buttons

There are three control buttons on th~ ~ach window that allows you 10 JXrfoml ~~nain

funclions. The bUllons are in Ihe up~r righl hand corner of lhe window.

Close \1a.'\imiz~

• tvtinimize will hide a window and only show the box in th~ lower loolror
• Reslore will restore the window 10 its original siz~

• Maximize \\ill enlarge the window to fil the whok s~re~n

• Close will close lhe window

To perfonn any of lhese commands click on the button with the left mou...'C butlon.

PEe SOIUliolls. Inc. 1-6 01 ~5 01
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This will make the windO'" "Minimize" so it can only be seen on thc taskbar. :'\ow the
second window that was open "ill be the only acti\c window,

~
:?1 ~

'o'~
~ ~d

j, FIx-c, ~ I :, :. 1 ;~~a-. "",-y

My '.,.•"..i J " 1 ~'t(. ..~.J.1'-L

Computer ~ ~ ;f} ~ ~
C. .(0):.. 1VI ~";""1 ., ~.-..... ;r. ... ,.....;MI:Il ~.,,~ .....~:

Po.; , :. 1 Po<:i1:)! ,.. ..~.'l1r:, I "''''''-:'1011I c;

~ .JiJ lzJ jJj ~
P-n..., (.;no .......... : .. l:.;. :~ ~~r,;,Olll

~""~"l1 '.2.1

Now \\ith there is only one window showing. The next button is the \1a.ximize button
Click once on the Maximize button.

)<

.~-.,,.......--~-----(<Crick on lhe Ina.l(imi~

bUl10n
'--::r----..-.i:::!:l-:::---=i='...-----'~

OJ

PEe Solutions. Inc.

C.mw.:I... r-.o. <r ~ ,...

"-: I' .'0 I "-eN " III I "-:1'l4,.. J

t-7

~ ~
",,",-,... s." .. "-:Z
Po<:..... ~I

.1U ~
~ 'J~~I.,
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~ow the window fills up the computcr scrcen .

....QMP

~
My Computer

.t"'Il~.·'1

:.r) )< ~ m
'-'-

l __
"'-' If.....,

"Q':~
~ :5=!~

:. .lPo.L';.r- .. : ............... =' : ,XI:'---..1.;7'o ~~:lO..c:" ';I"

't'""" ;·l~f .:, I 'L-'_~."'.~ :0._ Ii'fOo;'':1 t 'J:-::.'"i: ~

~." ...'l!""·""""",~.r ... ~.
J-el~-~ "~Ij""

~ ,. "~I"'" ~"':'':'f"'C"'':_. ~, :,"""':l~'"", ~_'''''; ~.~,,-~__ ~

"" :-.£ ,1 ~ I Of'(:-''''.~ ....--.....V

.:::J'U,c.~."

~. 6 ~He9·i .', "A'~

!\o\\' the user can work with the full window. In many cases on the wcb or in a
document, a user may wam to use maximize to see only the current window they are
working with and to gi \'e them a belter view of the infonnation on the screen.

To restore the window 10 its original size. usc the restore bUlIon and click once with the
left mouse button.

~ .. ~"""""":ii":(IiiII):;."-,,,-).:."'l ~7
'J'o~.-"'41.j, I ............... ~'" '"'-, IJ) '""'-t.:.I. 'J ';'

;r} )< ~ III
~ ~ - .......,

~ ±:t:! ~ ~~

-~
My Computer

Uti·.&& A.
!.. (... V:- ti-> ,_ l!"" ...

... .. ..l.J ~
00 Col

~,.....ao .............,..0'lI:h-..", PK~ ~ (c....oS"....... c..,..up .~

~"""l.~ I~ I 'P..:.='..... I::' I ~-""8 .....

II~... ("-
.:J ....c~
~. It ~He9--i .".• ;. ....
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Now the window resizes [0 its original size.

.!I ~ ---:J
Q'.,

~ ~.i::d'
.... rq..,. ,.,. I 'I

My
Computer ~ ~ ~ ~ AJ

S>....... ....~1:;CJ'\ >~ ~~ ~",: -, ::~c::~

s.... .:. to"\ _..rr· ~.:. ... ...-- '" ~...:~-I-1 'So I ".-:: ...... :.:11

"'.,C"r.~

~
"'ter:-,..:

Finally. to close a window, we use the close button in the upper right hand side of the
window.
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Click on the close bullon and the window will disappear.

Note: Ifthe tl'indotl, you are closing has information tl'aJ hasn't been sa,·ed. you tl'jJ/

ha"e a message box pop up and ask J'01l ifyou want to sa"e ti,e information. There are
genera//y thee options:

t.4ICIOSO/l Olflce Binder ~

Uncal I

• 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
• 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 \Vindows

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 shift the windo...... as we can see in the next figure.
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E"',I, .. "·,, ,,£ijO

lC- 1:10 Fr:otet tl~.. iJ Y. ..!.J .... "f)-....l
UP W ~ P4".Je Urd>

~
~ .=:J .~ ~.e..-

:r'!r~""1 Ie: ;~ I

My
Computer ~ ~ ~

~t' on Pf'l(~ Pr..-,
LeI

Scroll Bars

Too see any infonnation in the lower in the box we use the \"ertical scroll bar on the right
side of the window to scroll down. Use either the down arrow or click on the bar and
drag it downward.
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Now infonnalion at the bottom of the window appears.

r.......
~.'

-iJ ~ J..J .... ~)-.;.3

L'p (;" c~ p- ...-

J!&
My
Computer

~'. ,ex. ..:.V'
~7·"~. '''N'C\~~

to -et) I ':-~'l 01"'
,~,O""'p"",,'t

""''''o~i)I''''''~
"'Of"'-j .. :!. -fib
T~ ,.ut>'-'J1'I,
!)oo.~ tel.

The same actions work with the horizonlal scroll bar to see what infonnalion is in the
right side of the window.
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Nothing was added. so now we must scroll back up 10 see if there was an~lhing to the
right at the top of the ""indo\\,.
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Now there are several icons to the right thai wcrc nol in vicw from the original \\ indo\\
view.

Instead of scrolling up and down Ihen lell and righl to scc cvcf)1hing in a window. there
is a way of resizing windows to have a bclter view without ma.\ imi zing Ihe window to
lake up the whole screen. Windows can be resized 10 vertically. horizolllally. or lx)th at
lhe same time. First leis look at widening (horizontally) a windo\\. Lsing Ihc mouse
plaee the cursor on the right or left edge of the window where a double arrow appears.

Click on the left mouse bunon and hold it down, Then (in the case of the figure ab(n-c)
drag the mouse 10 the right.
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;-":ow th~ window is much wider and the scroll bar to Ihe bottom has disappcar~d. \\ hich
means that all the infomlation is within view horizontally. The same works for resiling
th~ box wrtically (up and down). To make a box larger or smaller (both horiwnlall) anJ
\'ertically at the same time) use the diagonal markers in the lo\\er right comer l)( the
window.

..
~
My Computer

3"'- ,. ..... , (A:)
~1If'. (~,.. "k.~, Lr\L

•
::w
"'-

r-e .. c." "':~.I' '= ..ax'-..J.~
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~ ~ ~
~_. c~p.... L..;w..c... :IfIII

P-.~~ flO

...JlJ i!J
'\.r""~, :104.....te>,_.

~~

Placing the cursor over this area tums the cursor into a diagonal double arrow. Click on
the left mouse button. hold it down. and drag it 10 the right at an angle. This will make
the window larger.

PEe Solutions. Inc. 1·15 01:;501



CHicorn R\\I Tramlng GUide

-
':r:1.1Arod : -""

t."'1 '~_ ;

.~.....e-.o't."., .....~::I""Ic··:O::.......: .....
~.-cw"'i4 ,) I 't""WrI( .... l·l~ ~')

;;J.'
:01

Jj
c.,..,

~~",,(Jr\

P.'-:'~~'1 f:;

11'°.. ,J.PPJ' (A~)

',0,.\ ;.,.:..f'\ "")0;',. c·,.

!Y
My Compuur

The window is much larger no\\' and almost all the infomlation within the \\ indo\\' IS

within \'ie\\"

MO\'ing Icons and \Vindows

In the figure above. there are two icons that we cannot clearly see all of. and they sit far
lower in the windo\\'. away from the other icons. Icons can be mO\'ed easily by clicking
on them with the left mouse button and holding it down. then dragging the icon to its new
location.
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~ow the icon is where it was "dropped", The second icon can be mo\'cd the ~lIne \\:1:

and then you can create a smaller window and still see all of the infonnation.
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To move a window, click on the title bar wilh the left mouse bulton and hold it down,
Then drag the window where you wan I it placed on the screen,
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Now the window is in the lower right hand side of lhe screen.
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Taskbar

On the \\indows screen there is the taskbar that contains ditlerent infom1ation.

) Open \\~~t\S

I~~-"-ic!-osd-tO-ftice-·~BiNL-'-.

I Quick Launch Running programs (anti virus. etc. etc.)
and D3te and Time

• The Stan Button \\ill be discllssed separately below
• Quick Launch allows yOll to start any programs by just clicking on that icon
• Open windows shows you any current open windows
• Running programs shows you currently running programs and the time lto S~~ [he

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

The taskbar can be located along any edge of the computer screen. To mo\~ the laskrar.
click the left mouse button on any blank space along the bar and hold dO\\n the bulton.
Then mO\'e the cursor to any side of the screen. A line will appear along that I.'dge and
when the button is released the taskbar will mo\'c.
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~o\\ the taskbar is on the right hand side of Ihe screen,

If you need more space on the screen. the laskbar can be shrunk c\'cn 10 a point ofjust
being a line. Then you can resize il when you are done. To resize the laskbar. 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 1:1.T ~lS you can 10

the right. Now the taskbar is j usl a line on the far right side of the screen.

To resize the taskbar. use the same steps but drag the cursor in the opposite direction.

~l;).,

Another way 10 change the functionality of lhe taskbar is to click once wilh the right
mouse button and you will receive a pop-up menu.
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Propcnics \\111

give us options to
choose from

Click on the word Properties wilh the lell mouse bUlIon.

From the Taskbar Options lab you can choose your options.

• Always on lOp: Will always place the taskbar on lOp of anything else on lhe screen if
the bo\ is checked
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• Auto Hide: This will hide the laskbar unless you place the cursor Jo\\n on that
portion of the screen and the task bar W1 II then pop-up

• Show small icons in the Stan menu: Will be disclissed in the Sian \1enu belcl\\
• Show Clock: Will show the clock if the bo\'. is checked

After any changes are made. there arc three buttons available:
• The apply bunon: Will apply any changes and Iea\'e the box open
• The OK bunon: Will apply any changes and close the box
• The Cancel bunon: Will not apply any chang.es and close the box

Toolbars

Toolbars \ary throughout Windows and other various programs. Since Windows is
based on a GUI system. toolbars often utilize both words and graphical bunons (or
pic lures) to represent commands. You need to become comfortable using both words and
bunons to work within computer systems.

For example. here are two common toolbars.

BOlh pictures and words repres.:nt lh~'

lower toolbar. In some cases lhe lo\\C'f
toolbar \\ ill have onl~ pictun.-s

.-
The top loolbar is represented
wirn onl\ words

y)
Undo

)< 11
Delete PlC4)btles

To utilize the tirst tool bar. 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 \\ith a list of commands.

~IP;u: ~ yo FI~:"-Cl-..,....~tt~ --I"~--~ - :r)
£..... 'j tT. ~ --.."__________ ....u""'p__,'--_Cut CClA' P_.... Undo

~em-Poot.._
• Eoot~---- - _.._---

c....:l~

)<
D--.

Wok 0,.,.

--~-----

Commands rnat are fainler 04' -Grayed-ouf'
cannol ~ used al the current lime

If the toolbar icons do not have words to denote the command hold the mouse ~..wer the
icon and a box will appear with the command name.

J fJe tel ~.. liD -Fpllilea H.
. ..---._~

! ~ ... -ii ~~15~1r ~.

NOle: Otten the same commands exist in the upper loolbar as does in the lowe-r tOt1 IbJr,
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When deleting liles. such as a document or a foldcr from \Vindows it is tcmpor.lrily held
in the' Recycle bin. An icon on the desktop represcnts the Rccycle bin.

Once a tile is "deleted" it drops into the recycle bin. resulting in the follo~\ing ic~")n

_-I
To view items listed in the recycle bin. double-click on the icon.
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There are two options for tiles in the Recycle Bin.
• Files can be restored to their original h)cation
• Files can be emptied (permanently deleted)

]fyou accidentally deleted a tile and you still need to keep it or work with it. the lirst step
is to restore it to its original space.

Step one is to open the Recycle Bin as seen in the tigurc abo\'\:.
Then highlight the tile that needs to be restored.
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Then click on the word "File" in the loolbar ~low the Tille bar. :\ drop do\\n menu ~)'

will appear with several options.

Click on the Restore option listed.

Once the restore option is picked. then the tile will go back to its original folder \\ ithin
Windows. While it is in the Recycle Bin the fiil: is not able to run or ~ edited.
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The end resuh after clicking on the Restore option.

The second option with the Recycle Bin is to pennanently delete the files or "Empty
Recycling Bin". This function works much the same as the Restore bunon. First open
Ihe Recycling Bin by double clicking on it with the left mouse bulton.
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Then click on the word File in the toolbar under the Title bar.

Click on the "Empty Recycle Bin" option.

Since the file will be permanently deleled, Windows stops and asks if you arc certain you
wanl 10 permanently delete the file.
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Al this time. if you are uncertain you want to empty thc recycling bin. lhen clic~ Iwand
the fi Ics will remain in the folder.

If you click yes then the tiles will be deleted.

Note: It is important to empty the recycling bin from lime to timc so lhal old tIles Me nl)t
taking up valuable disk space on your computers disk drive.
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Start Bunon

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

• Perform or start ditlcrent programs
• Open up ditTerent folders
• Access the control panel
• Log on or off the computer as the usa
• Tum off the computer
• Search for files or programs

SIan
Rllnon

_.

o lllC2a.M

Taskbar

To access the Start button functions. click on the stan button with the left mouse bulton.
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Shut Down

For any Windows user. the shUldo\\TI button is important for many dilTcrcnt reasons.
Move the cursor over the Shut DO\\TI option with the SIan button opened and it \\ ill
hi Ii t the Shut DO\\TI 0 lion.

Click once with the left mouse bunon.

PEe Solulions. Inc. 1-31 01 -:501



Caricom R~\1 Training Guide

With Windows :"T there arc three questions to choose from:
• Shut down the computer?

• Reslart the computer?
• Close all programs and logon as a dilTerent lIscr'~

If Ihe circle to the left of the question has a dot in the middle of it and you click l'n ~es.

then windows will perfonn that command. If the No bulton is clicked. then Windl)\\S "T
will return to the desktop screen. The help button will pro\ide the user \\ith an~

necessary help.

Shut down tbe computer willlllrn the CPL' completely 01T. (The u.s<:r must then turn otT
Ihe monitor and any peripheral devices.)
Restart tbe computer will shul the computer down and restart it automatically. This is
helpful when the user changes any eontiguratiolls on the machine or if the machine is nl'!
funclioning properly.
Close all programs and logon as a different user will nol llIrn olT the computer. but the
workstation will not be accessible unless someone types in their u~mame J.Ild ~l..'s\\(lrJ.

(See Security below)

Run

The Run option allows the user 10 run a program if the user already kl1l)\\s the Ilk
location and string needed to run the tile. Most users do not readily kno\\ this
infonnation and il is easier for users to access programs \ia icons on the Jesktop l'r
through the Program options on the Start bunon listed below.
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Help

Windows Help is a \cry eXlensi\t~ oplion that the us~r can utilizc 10 figurc out probkms
or how another part of Windows works. To access the I kIp option. n1(1\C the cursor ()\cr
the Hdp option in the Start menu,

Click once on Ihe Help option \\;th the left mouse button,

GJ
~L.· ,
'Y4o ·~.r.

The Help window
has three options:
Find - A search
Contents - A
listing of what is in
the help
Index - An
alphabetical listing
of help topics.

PEC Solulions. Inc.
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Double click on the Security oplion.

Double click on "Changing your password",
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fc. ~() ,I"OY:Jf1"'~~~r-:r~

~~
TD~ _

II ~~",.C":'F ... -....T"[L.ETE ~-.r:k:a

c-..p••-

Find

The Find option will aJlow the user to search for files. programs. or olher computers on
the windows system. The user also can specify which drives or folders to ~ scarcheJ.
To open the Find option. first open the start menu. and then click on the Find option..-\
menu will appear to the right.
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A pop up menu appears with two options for Find:
• Files or Folders
• Computers

Files or Folders will allow the user to search for specitic tiles or programs \\ithin Jn~

particular drive of the computer. To access this option. click once on the Files or Folders
option with the left mouse button.

Type in the name
of the tile the user
is searching for.

Searching for computers will allow the user to find another user' s computer on the
network. This option is not always used YeT)' often and would require some setup to
allow users access to other computers. (Consult your local Administrator for more
infonnation if necessary), To access the Find Computers option. click on Find and from
the menu click on Computers.
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Settings

The Settings option will allow the user to access the computers settings. The Settings arc
spl it into three separate groups:

• Control Panel

• Printers
• Taskbar

Most users will not have to access this area \'ery often. but it is impl-mant tL) know how w
access this information. Users must be careful when changing infomlation fr\m1 the
Senings files. If the user changes something. they may have ditlicu]ty changing it ~.1ck

without assistance. To access the Settings option. click on the start button. Then plJce
the cursor ovcr the Settings option on thc mcnu.

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

Click on Control Panel in the pop up menu.
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The Prinler options are just below the Control Panel from the Settings menu. Click on
the Stan bunon. th~n place the cursor over Ihe Settings option and a pop up menu
appears. Printers is the second option.
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The user will ha\'e a default printer set up at the time of the computer's installatil)n. but if
there is more than one printer available for the user. then this is where anNher rrinter
could be added or another computer set lip as default.

The last option on the Settings option is the Taskbar. If this option is chosen. then the
user will see a box to manipulate the Taskbar, The taskbar is discus~d above on PJ.ge 1­
19.
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Documents

The Documellls option lisls the IJst documents thc user had Jccesscd for quick retne\,l!.
Click on the Stan button. and then place the cursor on the Documcnts option.

Programs

The program option will open up a pop up menu with a listing of the programs lhalth~

user will be able to access. This list usuaJly 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 rx1p lip
menu will appear.
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Place the cursor over the Accessories option.

~~ o--a
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Top of the Start \Ienu

At the top of!.h~ slart menu. the user has some icons listed for quick access to those
programs. In the example belo\\' there is an icon for 1'\ctsca~ and an icon for a ~ct5carc

update. To access these quick launch icons. click on the Start bulton.

-3 fIulJ­

..:) Qocu-u

~~

~ [I'd

~tietl

.~ftoA.-

.i) SIv~.

Securit)'

The Windows NT operating system (OS) was chosen because it is a prown OS and it is a
secure OS. Each user will have a unique usemame and password 10 gain access to !.he
system. There are several dilTerent options with the security. and we will look at:

• Logging On
• Logging OIT
• Locking the workstation
• Changing passwords

When the user starts the computer (using the power button) A \\;ndow \\;11 appear stating
the last user who was on the system in the user box and a blank Password box.

• Change the usemame to the correct usemarne (i f it is not already done)
• Hit the tab key or click once in the password box with the left mouse bulton.
• Type in the correct password
• Hit the Enter key

The user \\ill be logged onto the sysh:m and access their email. cakndar. and tiles.
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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 later in the day. The user
can log off the computer.

To Log Off the computer:
• Press and hold do'-'<'Il the Control (Clrl) and Alternate (Alt) keys and then press down

the Delete key.
• A window appears with several options
• Using the mouse, click on the Log Off button

The screen will then change to a blank screen with a window that states "Press CITI ... 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:
• Press and hold down the Control (CtTl) and Alternate (Alt) keys and then press down

the Delete key
• A window appears with several options
• Using the mouse, click on the Lock Workstation button

Another way to make cenain 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)
• Never share your password with another user
• Never use a simple password like your name or your Date of Binh
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Section II: Basic Inlernet

The Internet is a t<.)o1 u.sed to search ·....··ch sitc,:, rJli'l,Yugholl1 lh<.': ..,... edd t~)f ;nf{)r;na:.~·o~ ;1~~{:

fe-search. The Internet Cf!·nnects the user tr~ people. pi3<>':$~ a.:,d th~ngs ar(H.mC :.ht' \\;)rjd.
The Internet allo\\'':' the u,:,cr to have rC~11-[itn(:dis...:ussions \\·ith (.::)~h:agu~s. fX~~S

information via enlaiL and access <.kx::uments <.)'!' other !nf"lormat;on \'-:~t a ..,-.. t+·~;~e S(~m(:

sitt's are ;?cci,;,"Ssible by 3..'1yone in the ""'odd v,:ith 3 conn<.~;:!i(:n \'\'hik t"·!ho:.~rsar<.~ :<:C':..':"'~ a."1d
need 3 u~rname and password to gain t'ntry.

In this section we will ,:over:

• I-!O\.... to acces.~ the internet
• Tooil:>ar Functions
• Address Line.:
• Basic Navigation
• Links {to other sites'}
• B{,H)k!narKs (Of favorite .site's)

Oqjcctives for this section:

• Open :"elscape Communicator t« the C"ricom RNM web;;i,e
• How tp use the tt1plb(:!

• Ho...." t~'! typ'~ in ~ \'vcbsltc ~lddrt"~s

• Ill>", to n;1\ igate around the internet
• Ill'''- to Cclflncc, to different "ires ,ia a link
• fI(l"- ,0 bookmark" favorite ,:i,e

Opening ;'\ietscape Communieator

To open Nctscape Commllnic.!or. the u,er caa either dick on the icon '.:'1] the De,kh"p ,)r
usc the Start hutton as de~ribcd in S~tion I page 1-30.
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The firsr p,'p-up windew thilt appeilrs when opening an internet bp:w.:;er;" called a Hom~
pagc. In tht' \.'a~ of the: Caril'oBl RN~\'1 Sys:tCU1S. l).h~i; Q US(:r iirs! O}.X'HS 'up ;-'~!:::c.r;;p·;:

Cotnmur:.icator. the Caricom. R.i"-.;J'.,.f vlchfX1ge appears. A HOtr:~ fk1g'~ ~an also be l:y.:J h)

describe the firs: page or main page of an llrganiz'llion or c'-,mp,my -s "eo "ilC.

":4. :Ow .~';/::~ ...t-.
-,. :::.;.-:;m

Tc<.):b~_"S.I
..·...•······ ......;.31'1.. "";:";Y"tt'"rL

t~..{.h.irC:~$ L;rk' r::

?e~11t
~~

-'

'.:J ~a ;$t_ ~ ;;;. r;£
0

~- - ~#tt"~ ":.-. '«
,- "~:

-:'.

I:$:~' .

_sc~d;re:t:"""'-_' haW hftI

Once the ,l;;t'r i;; <~!; this fK,gC. they have acces:ied the lmern~t. B~f..m: the u:><.'r "I,I!'!"
moving around the IntcmcL there ar~ J: fcv·..· things the US<.~r need:; t() ;"n:)~I,.·.

Toolbars

There are m'o ;;tandard loolbar;; \vith Nets.::ape Communica,or. The upper <;, top IOOl!>""
consists of words with drop down menus. Tilt' low~r tool bar ~ol1SislS of i~onsOf ,~).mis

and icons. As in other tool bars throug...'K>ut V,illdows. many of the items ;m the lower
toolbar can be found in the upper to,)lb<u- as wdL

To Opell all item on the upper or top toolhar, click the left m<}u~ button on one of the
words (i.e. dick ..~n Fik).
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To ~l~,-'~'SS i;Uly of the commands,buttons on the kW~'er t()·olh.ar. dick c;;ce. ;\'j~h thi; :~ft

mouse bw.tr'!B. on any of the j(;()fl:'.

t:.a 'i. rcii,k '-'~;;~~.:(~,:a~l::c":':6:":'-1-------------------------

,,]1!oO.j..a....:-.....-':'..j!. "'l~'<D$~ ~
~~m I .----- /

ii'thc icon is "graytd-out" or f;ido:."-iJ. thep.I !hm i":QH h~. not a:..~tiv¢ on this :'."Tc;;;"n. .
>._----------------------------------------------------•.•••_----_••••••••••••..

Address Line:

Ju:;( under the £v..'o tooiba..'"S there is:.1 !x)x that is J:sbdet1 ~";d:;it~. This ~X), ShO\\5 ti~ :;'Y;:"!"

the curr<,nt Ism'met site.

Addresses will change automillic;;lly when moving from one web page Of ,ite t,1 !lnmner
Howen'r, the US<.'r eM jump to ,1 w<,b page quickly if they know d~ name '-'1' the page
they \;..i,h to jump to.

Ft" example: d1C US(1' !;tart~ our in L~ir home page. In iliisl:aS<.' it is the Caricom RN1--·!
site.
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Click oncc. using the !eft mouse buut'n, in the Address box.
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Once the Ent"r key is struck, the ~dSC3r..e jam in the Hrp'~r righl cmnt'r ,\ ',ll begin
shifting to show that it is working.

:':'-':.-.:>..

.:: .. :::t .. 'k.. ;W...9L:Z..
'.':-:~~

The \\'cb p;.~ge V"'ith shin to [ht'" n~v.; page,
------ ------_.- ._._--_.~---------------_._._--------.-.-.---------------------------
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business

Navigznion throug.h \\"eb pages CiU1 h~ il(,~~·('ttnp!j~hcd 1(1 ;;t~\t~(~t! djn~.::n:nt 'Vi.3ys. Th~' thr~(;

most \..~iJnl."11on arc:

• Navigation blillons on toolbar

• Link"
• Bookmarks

first we are going to discuss the Navigation huttons tJn lhe to....,lbr. T"!:i.: figure hdnw
show" tht' common button> that will ~ ww~ in this gmdc.

• Back

• Forward

• Reload

• Home

• Search

• Stop

...~ -J'

.:..



The Bai.:'K button win allow the user tp go bnck to the prevlnu~ ..,vt~h p~~g~~. '!fth~~ U:'\:"f i':' {).~

the first web page, then tht" hack hatton will functi('n.

EXaJupk. Jf the 1.1St'1 \\'as on the Nt?t:;C3p'': hOfl1l:.~ page, hut had stane·j cn. ~he C3rll;oH1
RNM home page, then to rerum !iJ tilt' C"ri,'{>m RN\1 hOB\<' page tIl<' U:;;:f ",'u!d di,k on
tJll;' Back button,
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"'elS<:il~ would then take 5CveraJ moment;;, and the Car;c(,m RN\1 (or !"Ic';:nu, pagc ~

would appt'ill. Till;' user ,an click on iY.i,k multipk time;;, h) go back ;:>t prior pages.
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Now thc user is able to use th.::
ForwaallJlJlton, The FOfw,lrd
bUHon will jump the \l5Cr back t<J

tJlt' page alter tile B,.~ck bmwn \>ias
clicked. The Fomard button can
only be used when the Bad. but!ot!
has been used.
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The screen nas moved 1i.'1""3n!
to th~ Netscarc screen again.
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Th,,' RdOad t>utlon is also often referred to a, the Refresh button, This wii! r<'fresh the
pnge fr01r: the settings on the ov;cb page. .Fot" in.s!::rv:.:c. If th{~ ;.~ott"!,ring rs.'1p:, :'lp \\ lymg (~;­

the pag", i, no viewing correctly, then click on the Rd,<i!cl hutton,
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The coloring of this page is '<\Tt)ng,

and thcfirst thing that the usn shmtld
try i, th~ rdo,~d hutton.
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After clicking on the Reload hllllon, wait and momentarily the :;ueen will refresh.
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The St'Mch button will take the user directly to thi:: Netse3p<: :;eareh site_
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Click on >In)' of Ihc>i: W go 10 other seMen
engmes. .:J
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CariCUffi Rcgiona: }.«(l~?t.i~:~:~~.:~~~~_~:~~~2'_X:~~~_:_~~_:::(~~!~~ _
The Home button wili return the mer to the user"s I-lome page_ In the <,,,se of the
Caricorn~ the user l.\'iH return {O the Cari,nm RN~·t -..\;t~h site.

31 ,::j. it· .(3 II~-
:, .' : ~~,

.;(~~ """",epe ,.,:::.:., :ie-;~rty S!>::¢

lfthe user accidentally dicks nn the """,-rong Link {di:->cus,Y;:d b-::Jo\',,·~ t~r type~~ in th;;' w~~!.(:.g

site address. there is a way of stopping bef,-)fe the new site fully de\ek)ps on screen_ -1~'1e

Stop Button will cea,e the activity and then the us<'r c;ln hit thi;' lhe\;. !>llW-,n to femm !o
t..~e original page_

Links

A link j5 a pictun,,:_ icon. ~\"ord~ or ph.lasc that is S~~ up by th~ '\~ebsit::: '!O j ...'(~n up \\·i~.h

another page. This way, instead of typing out a n(:v",' ru.1t1"ress ~n gn to ;~nother pa:gc pf the
v\'-cbsltc. the user can jUfilP ~hcrc qu:ckly_ The Caricorn RN~'1 horne pag.:: has SK·...~r2;
links on the page.

"»: .. -~ .~__ i~__ -L-: __
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Car:<om Rexh.ml:! N~~o{i;ltiug ~h.i:hin~:-\' ":- rair.'H2. ~i1::d..;
........•••..•.••0.. - - ••••, ••••........•...........•.•••.•••••••••••••••••.............••••• _

Click olllhe E-Mail link llsing the left m<)u$C hUllon. NNe: u:;ually wh~n the em,.;:.r
fW..1Vt,:,d over a link it V'l:iU change frOH1 the norrnnl [X)jntt';- t(> a h;~nd. D(:r>cnd~l!g em Ix:......
l.~e users computer 1S set up this may vary.
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Now the user
can sign in to
the Virtual
S<.'Cretariat
messaging.
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E~?li:':Qm Rcgsona; No;' 2,Oti~:~::~_~1::~r: ~~1_~:~._ .}~ ~.:>:j.:_I!~~~ _~~~~~_~ .. ...._
By looking "t lhe NelS<:<lpt' home p3ge. we ,an se many (l!ffercn! In>e:, "f link, .
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business

Now the linke.d page sh(!\\i' up hel"w.
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_s:.~_~~(\m R;;:gj(m~j Ncgi."iat tng !'o:!~~:~_i.~~~~ ..-!.~.:.~~::t~_~~~i_{~~: ._.. .".. _._.._
Bookmarks

Bookmarks are another tYPt~ of navigaticlllal tool the us<::r can utilize to jump ;'0, any
"articular web nage. The user mav lind a u>eful wen J)<1~e. h'll j""n~ct all ,ll<' jum"s 'mJY ...... ; .'-.. - .}'

links that it took to 11nd tl;at pagt'. so Nets<:ape viill allow the U:ier ,,0, ~w t><~.'kmillks in
the systenl to junlp back to thilt p:,gc at ~lny1ifnt'. Thc only titnc ;l U$t"f "''''lH ~kl~ be a~k ~\~

jump to a borAmark is if there is securit), page prim w thl.: saved page. Thel" the HS<':'''':l1
have to log 1fi bef"re the ,;awd page will appear. Bookmark:; in Nels..:ape are generan~

found to the left (If the

._._-------------------_._-_ _._ _---_._ -..•- -.--.-.--.- ..

~. .~ 4::J 1t ,,~, .~ ..j. ~ ,j tl
,', ~ t '. '.' f!o&><d fl<>re ~ ~~ s«>#~ Sl-w ~

~(/ii~; .. »~.i::.':~"';::.':;;_"'···"".. "'~""·~"'~~""··"'·.~'-'·'-ii'-'·';.;.'-'-----------------'--'--'----------~.l

To sa\'e a p:,ge fit":'! you need to be on a page that yf.'tl ",am to sa'l<'. D,Jgpde is a sear--.:h
engine that s.car..:-hes other :;ea.."'Ch engine~ and i':\ a very handy ::.it~. ! 3J~1 '5kjpping ~lh,'"ad ~r~
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Thi~ will open up a pop up menu with s<:vcral differem dl0kt-s. Al ;his tirnc "e ",mt to
sa\'e tile [)ogpile page into ou]' bookmark,

==-:--c---~--------------_ -- ----------_ .
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To add the CutTem web _ .
page rCo th,,' l,,\,)kmarb
(which wii! m(;'all the
Personal B<...'OK.marks) click
<'D Add Bookmark
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Now dick on tht' BO(lkm'lrk button "gain to set' the sa','ed page.
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To jump to a "flookmarked" page. lhe :;ami: !:>Utl<Jn and dmp oo"n menu is u;'.<,d. S,->:{
the user wants to Jump to the Dogpik' site, ii-om the CaJiLom RN\l site. thea th,,:, "':',llJ
staJ1 by dicJ.:iag on the BooknlMk hutton.
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Wht'n a mer is dvnc v.ith a Bookmark, Of decides that they llf, j,}nger need a pa.'1i(;;br
one. then they should ddete tht' Bo<)k.mark ii-om lhe lis!. To ddet'" a tk,,;.k;nal~', (:;,,~ "",
the Bookmark button and open up the pDp up menu,
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T,) dckte a h<x,kll1.:uk. the lJ~r

can did:. once and highlight
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the Delete key. or use the right
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ikYJkmark. (St't" next p'lgt'.)
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The other items sho\\'n on the Bookmarks pop up menu are bookmarks already selected
by Netscape for the user. These are items that Netscape wants users 10 use.

• 'H ~j I ". "'[.](:3

i .:.~ Daily. We hmt mort QitI!'!ti thin a second ,..de "."':port'!

~
-~ \<0 U" Ql ~

• tOISA\f

-Ru. E,,'.t
s-.

These are Netscape sen'ices
and amIiate pages that
Nelscape has set up in the
Bookmark area. There is
no need to access any of
these menus.
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Section III: iPlanet Functions and Microsoft Office

Overview:

The purpose of this section is to familiarize the user with the Microsoft Office
products and iPlanet functions. In this section we will cover:
• Microsoft Office Overview
• Email (Outlook)
• Calendar (Outlook)
• 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 internet
• Set appointments and view calendar from the workstation
• Set appointments and view calendar from the internet
• Post and read messages follo\\;ng or starting a threaded discussion
• Chat with a buddy online using the Instant Messenger
• Chat with a group ofpeople 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:

• Outlook
• Word
• Excel
• PowerPoint
• 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 Mdely used throughout the business community.

Excel is a spreadsheet application. This spreadsheet has many functions allowing the
user to perform simple and complex spreadsheet functions.

PEC Solutions. Inc. 3-1 1252001
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P..)\\~rPoiBt is a prc~{:ntat;on appiicatjon Thi:s \\1H ;:sHo\.\ thl~ u:;er tc' ~re·.1:o:.: J. arid: of
prt'5cntatiollS, ;!1corrmating graphics, graphs. charts pictures. 3nJ 3nimali'."L

Ac....e5s i~ a dat;:sh;:se apph<:aht"m. Ih':s \\lH ~H{)\\" the user to crc<lt~ and !n~;matr:

datahase~. producIng rept)!"1.s and queries on the in;{)rrrHH;On c,:mt~~incdrh\:ST:_n.

Email (Outlook)

Emaii slands for Eiectrnnic Mail. Email ..110... a user f'.' >end P1<'s:;ag<,:,; \';;j ;, L>;:3J'\.xa
~ttwork {LAN'} to Cow\\'UrkcTC: or ,.)....(:r the intt~rnd to people arr~~md t~'1e ...'or;,J !n m("·:~;!

L1~e~. US,;TS can not on!y send message:;. hut they c~n 5end aHaChrn'i;Tlts. ~;~:(;h ;,~

documents. in1ages. :;pr('ad:;h'.:cts. and other t~::::s

First iet5 t;:ske ~ ;ook 3t no,"\" h, \)pen OutklOk. ()I.,Hk,=()k C~Ul be opened f; ..:~rr: the sCGn o;~

the desktop or from Programs under ,11<' >t.aft hU!10R

Sl<o"":;'
%oi~

·~r..
~.~

~s-­

'!If .........
-~;·;;;·~t

This win open the Microsoft Out\(>(,!.: window,

---------------------------- ------------------ --_ ------_ _ ---- --.-- .
PEe S<:tiuti::>n5. In..:. ~_"1 1 ':;~. :;i:~;':

, .•...:;,.
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Toolbars

First is the inbox. The inbox is where th~ u;;er's ino-,ming maii ''''ill be ();:p;;;"ted :,::,the(
automati;:aliy in a LAN em'ironmem or afier (:licking Send:Re<:"we f,)f dial-up nc!wmx.

PEe So!utl0ns. ~nc
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Cll!COITo Ro:::::':ona! Ne2':-ft3tin~ ~...h..:hin~r.. Tf;ltr.;ng Gll:.d"._---------_ _""------------_ ,---._---_:.-_--------------~-_ ~._--_.-._._._------------_ .._-----~~---------"--_ _--" ._-------,----------

revit'w a difkrellt mC$5a 'C, .ust click once on another . , _.

In this mode, the user could actually read all their doc\lm-~nt$ "ithw.il "pening lhe
messages. To 0 II a messa e. ius! double dick with the leli nu,u&(: l>ullOll on!h;: cmail

, I



Reply, Reply to All, Forward

The once the user has reiJd lhe email, they can choose frnm severiJi '1pti0l1S. They "U1

close lhe mes,age, delete the mcsSilge, they Gill N'pl~' to the sender, repl}' to all
reci lems and the sender, or forwllrd to an(,!!ler email address.

Click on the Repl~' button.

f'EC Sclullons, inc.



R~ply to all works the same way. h,'wn'C'r it will reply Ii) all th..,;,e 31:ached 10 the ,'riginal
CB1;;lii fnessage.

........................................................................................-.---.----..- ..-~~CC'--~----
PEe Soh;.r.ior!s,. irK. ~0 ~-::5':?O:{d

,»,
'/



.,,-.-
Forv.;ard actuaUy takes the email andsend:;itonto~...:oth\:rrecipientthat) ....1u <..:hrx:~. h.)r
instance, ~lY below that the email with the atl2chmem n"",d.5IO go tt' anolller perWll.

Click pn ihe Forward hutton.

PEe S{"llvf}an~. (nc. ~.7
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Cli,k tht' Send button.

------------------------------------------------------.... -.. ----------
PEe So:uti,,'ns. lnc. 3-8 I '25 ~(x::t
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Send a New :'>lessage

'n a new messa' e, dick on the New Mail M~Sll

Type in an email address~ subject. and n~e$sage, U'>e !;lb lJ) nln1,,·~ the ('X~r:S·f~r from t~(;h1 to

fidd.

PEC Soluti..:-.ns, Inc



To urt,1Ch u do,,",umenl to the email meS:iuge. dick on the f.-perdip bull<)n.

Search your documents folder or Personal i<'ider fi)r the dt'\:umcm you wish ~,) send
Doubk die;" on th" d'xumcnl.

.....................--------..- ---c----
PEe S{'t:uricm. [nco 3-10 ~521):)j
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Nnte: the user could also >end Qtht~r filt~ soch as:
Picture files (.jpg or .bmp}
Executable fiies (.l:Xl:)
Documents (.doc or .pdt)
Excel (.xIs)
PowcrPoint Cppt)
Access Databa~s (.mdh}
There arc man>" ('[hers. :\lmost any (>"lX' ,)1 iik ran t>t' attached i.wJ s:::nt

)·ll



C :lli;;<.t~~ Rt~i~!md Ne2<.1~i~!j!1~~ Md::J~irn~", Tr;}~;:{r.::. (;",li;j~.. - ~----..._-----_:_-----------~- ... -- --- - ------------------------------- - - -~-----------~--------

Once the Insert butten is chcked or :.11<' tile doubk did;t-J. lhen the Gocumem will be
attached to the lile.

:~ ~"'-O- ~ ~.:,~,~':~

.~~ . Ii: ~:-:" •.: !' . '" tl..~- -::'1 ':'

F··..:'".:;.;,:;..-.~-----·············-····-----------------------"f"'''}
-;q,.- ror....... " ....... ~ .... ,'''''-'' """.~c .~ •• ' :>; ...c"," 001''''' ::...._•. '.~' _.... ~..."." )::1-"'",

r"''''"'-'o:o:· ,...

"l-~ ~

l::::~"""c"",~ -~ ~ .....".... ...,."----~,
, ,--------, .

Nck :..h:lt :..h·,:- d(\.I.::..:m~:::t i~ my\.\" ;~tt&<:h~·d and

1··:.1:..: ·.·.·.·.·.· __~~~:_· r_~-_~~..j~"_.._'_-~_-~_.'_"_;_<_"_'_._.._._"_'_==_"_'_=:..'._.,_:=..'_:=_::_._::_•._.•_::_._::_:':_''''.<;.,'

}..i(ij'/\ the d(01";umen:; may be -;ent b:' dkki:1g
S):l ~he So:nd bt:ttc~n.

For-mat1ing the Outl<J<Jk Page

Outlot'k wili keep track of aU email.thatthe:tbt.r.t.ml~ ,in a t<->ldCf ('aH",d S.,nl hnm
There are other ii.~~defs 3$ )h'(.~H that the us~r rna)' find neccss3Zv' ~(t yjCV'l' a..-; ;,.,,:eH. There !:~

a simple way 10 fonn.3t the O\ltlook page to 5Ct~ all the h'kkrs, Til", 1xst \\'3) to dt> th,s to'

click on the View 0 tion in the u r loolbar.

----------_ ---- ..--.------------..----..------.---- ---- ----------.----.-- ------------
PEe Sohlti..:ms, In:;. 3~ 12 : -25,':(>?H



~~.:?~jf~;;;t.;,;-·~;;;.;-~-o:;t~· .... :. ':( y'..)o:o

If the Fold"'r bt t;,l..es up too much space the user can drag the waH d tlw t'·,l<.l"'f h"t to
make it "mailer. Just place the wrS<>f OH'!" til", right side ",Ill until there is 3. couhk

.~~jl~~·~Wt.

Then ell<' h,lder list \dl t'i: smaHer.

..,..---,---_ _--_.
PEe Scltit~O:1!-, 1::(. >~ U



~O\'l'· w;{h th~ Fo1dt'f tj~t

:5:n:1!kr. the :,:am~

(:)a(~p! ".".ud,::, :Gf rhe
pr(',\"i<:w ~~X as v..di.

~1~_.~(O

......no'! o:nIu'~'~.........iFT. .0 , ......' .~»:.

-4 ~ .'-•.;(,...... ..~. '.N'.

"'.~ ~.:.:~..:

~ '''~II
i..

l'_ (~,~(",~_

--: </;R

~.:.:(O:.6

YI'.'·:-"'·.<:"
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Sent Items box is a ",...,at "',1\ l~f tm"kingwhat me;.,~"e&you &Cnt If; f.En~l\;·;;; ""'''.'p.k and.... ~ ..... to" t-· ....

when. However. this "'ill takc up a significant amount of spa(e l"!1 the U:icr:i wmp,ller ,,1

,0f.'l1er or later. messages stmed hert' ';houlJ ht' Jdt,tt,J if Ht' longer needee.

Deleting Messligetl and the Ddeted Items folder

If you start ;~ nc\~' message or a reply (ir for,vurd ffie-ssage (ha~ y·m.; now k·ng~t n<."Qj. then
yf.'U only have to dick the contmllxJx with the X in rj;(;' upf.'t'r right hane cornCL !f J"'U
haw type<l anything imo t.'le mes;;age, an email addre>s, a subject. or t~:<t. then there ",H
be :I warning messa e displll ed,

tfye.» answer Ye5:0 th~s

.:;ue{t:o~~ ~hen 3 l;0f~· ",·m
t>< 'lorro in ~1)ur Dralls
f"lder. If ~1)U mswer no, it
wm ddev: mS5 m¢&i~ge_

C;mcd ...W c!o,;e the
"among box .nd .11"... tll<:
u~r to (ontsntH: wi;,h the
majime~~c.

..............................._._------------
PEe Sohni'(,);;:',.lnc. 3·:5

~.•;. •••• 'A"""
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,,,,,,,,'
If a message is deleted in this manor, then it is gone 1,-,;' good, and til" 'lief i" ',mabk t>.:,
remeve It. Messages sent bv other users or items fwm "<)Uf scnt bo--: ''.illl N' JdcicJ in ;l- ,
COll le of ways,..

..'.;,-;';:4:'«

Then click on Deleted {t"'IllS in the Folder list.

'·l6

:-;. ".;..
; >"



Creating Folden; to Store Messages

The Inbnx lends to start filiing up quickly wilh mes5&ges, so the user ,an >.:ru'e fol::kr:, k<

hold me~ es< To crente n folder, ~tart on the bw>ic lubUK Sl:rt't'fI vf Outl",)k.
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Creating Contacts (PersonAl Addnss Book)

Mosl email systems allow for the user 10 er"<1te a perronal address book. U,ing OmklOk
20l.Xl the person,,1 address ht-..,k is clllled Cont,...:!>. Anynne who is l.l!'-Cd \(, "lder \ t'l>.iml'
of Outlook knows Ihat there used to be 3 separate em,tilet'i section a.'1d ser01r3te Personal
Address Book.

There are two ways [0 creme "....onI3cls:

• Fmm the Email
• From the Contacts page

Firs! we ",ill stan with the email. Open up iitl emili! mes>age.

The example below. there is already an email Opell up to be read displayed. The ll't'f

n~ds to right mouse dick on the f mm sections name.

]-:0
-----------------------------------

; "25 ":;l:oJ::
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iJ{;<;ess eontacts from till: COnl;lCt 0 liull in till: h>klcr Li".

-c=-:-c-:--.....,-------.------------------------------------------.---.------.. ----.----.---- -------.
PEe So!utwm, Inc. )-22 ~25·:::t(q
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.""""".

c to a conlact, click back ()!l the inoox.

_!Qot:l~~' tc.o.-.'I t\olf. •..i'!.~!~.... .
Click on New message.

PEe Solution:". {nc
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Send Re<:c:i"'e vs. LAN A"c~s

Some of the offices throughout the Carico!H Regional N;;-gothltlO!l ~b;hincry ax
corme<:led lO a LOC;l' Area Network {LAN} while uthers h'lYe 3CCC% le ci3J-Ufl capahi!il~.
This all depends ,,[1 whi;! is "v"ilable to tht' 10,<11 'jitt'

A LAN is a network hooked up within an on'ice {or $Cvcral ome<,,) '.U'1J it has i:;j11Stant

cOlUt;;-ctivity to the Internet. This will .:!llow users to :i<'ml an<l!ec::,ve m,si! withmt
Ihinking ifth::y are connected or not \Vhen they hillhe Send b\lllOn (>n an email. il will
automatically be sent.

All those areas that are conn::cted through dial·up >Kcess~d Hl l;lj.;e an extra step \0

check for new email and to send currem email. TiK'lcis a S<,nd!R<",;;-iw huttOfl t.hat will
need to be used to hoill send and receive mail.

When a u>er sits <loINll for the first time of the day. they should typ'- up any emai!s tll<':
want to send at that time (,me by pre:;sing the Send hutton Oll the mes,age, they wm \).:
placed in the Oirtbox). Then they n<:cd tt) dick the SenJiRecei've 1:>'2"on.

....................................................................................- .._----
; 25'2~'R):
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...........
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Calendar (Outlook)

Another function of Outkx-'j.; is the caknd,tr port:on. This ,,~ll aBo''''' me usa lO sct :.n,j
view their appointments and send and receive invi':.'ions to otlwr (>Hlkx,k u>l;'r-;;"r
meetings. When opening Outlook the screen that is shc\\n wiIi !J,;: ,he s;:reen that ,he us;;'r
last u.s:~d. Thus ift..~e user \\'35 "'I,.Y~rking {~n (;rnad and tht'n ,:,hut ;"h.'-:v.'n 01J!k.-;)k and ;,,'afi;':

bac;'; to it lat<~r. Outlook would show up lm the email page.

From Email. there are two ways til..- user can aeee:;s the Calendar:

• Outlook Shortcut bar
• Folder Ll:;t

Each uf the two options has a calendar lem! ",ilh the word C.alendar. Click <.>n either
option marked in the page above to access the Calendar.

.................._-----_.__._,.....-
Pf.C ~oh:ti()ns. Inc. 3<28
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T() )Ct ~n aprvJf:tm~m fot to:.·td1Y. oov_b~
chck. on th( t:mo: tn.J:1 }'CtU w~r.t.

-=-=-:::-::-c,.----;--------,----- -----------------------.---~- -------- ---------------- .
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There are many other options \ve can choose to rnntlit":v tht~ rnceting in ()t:dtx·~k. Doubk­
click on the meeting and the window oocn" 'ain,
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Now lets ,end th~ m~~tingW SOfilt' Olh~f US~fS {note any mh<?f us<?rs must h;n'<? Omlt"x'K
IOf this to work}. n the recurrin>Y mectin b~' duubk dickill ' vu it

----_._ _-~----

PEe Solutions. inc.
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H~ghl;g.ht the cmHa<ts yOU 1Ni~t to inv.sc ar.d ~r. dkk ~)i:i

to""e appropriate- buuw, Req:.:ireJ~ f)p1ion3~,Cf Rcwyf'i.:~'::~.
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\Vhat does the Attendee sec", Wd! the invitation come" :,nn,s ;J:; an "maiL

:~

'.".'

~tlF'''l:!¥dlrn:~So>xl-n;~ m.

~~. r·:'";r{S·'!:o',"n f ~""~ ~h{{ 1 ~ H, 7...

* ". :-. ...: .. " .
• : : ~ • ~ - • • • <..' • ".' •

. . . ~,~. . ... ~

r",d> a<:t>m< ~
~8.,,* tl!!.tf<"l'.... D)~

·F.~.;;;,;;l;;··············X·.i!··D·.;';::~:f;;;~

: 4 o.i~T;X;;(:;'

O>C~

to) c<.....""(l;

G l>detedll
~ Dr;,ft<
~lOOoK (l)
:f:.(i) Im;x9t...

01"""', .
01nf..:t.~j
.;,::3 .00->'"
01«-
'Z~ O<1:t.,,,
~ s"N: It.""

~ OS~oC~

01~~ .J:
~J...-J .!J'

: E'> {;,- ':!»w F-ov~"* ...

:jl~ -19 ~ X

To open, double dick on the message.

Til<: ",.,. "'''y "''P'''l'1 by clicking. "" the A~c"Pt !>U<lO<l. ti,~

r<""~li.e !>un"", or m. lk.dille hUll"". T~~ t.ma"~~ C<>u""
will 'lill ;l1ll£C 'f in to"" C<ll~nda,. h"",·".c-r. it will ,till ,wN3 to
l><: cbeck ll£e<:rl<d (l< <kdill"J.

PEe Sv:utl(~n~. In:.:. 3-.$6



':. 21j$f~.~~W~~~~::*:~:~~~~:~:~::f:~1~~~~~~~~~j~j;~~;;~~~::::::::::::::;:::~:::j~~~;~~r;:;;,····

. ,.'~ ;ros .....mg M< b<oen st<"IJ!'ed <lI><ll'<01l ,~ v
bex~ to .,,,....(~. !» r>Xl...,..< '" ,_. ro.
!O' ltd.ecte too'lrnerts ~)":$tXr~?

..... ED.

TrK fl;Spnn:~ f0 thi: ;:>{:"(\:PUSf'A't' :,.;.,,1.$ .;;s~ e.j;~

:h( mf,.~tin:;., sen'; !h< .~..·{;<j}!J.~t·c f:-!' "a~,\:';

:he :-~'S;XH·!$(' for :1":-'..\'.

r £,:11: tho 'e<i'...... t<li«e _-<;;.
ii' 5en<Jtto!~"""':'4,......- __,_

r Co/,'t~ a. t'8'..o~.

1

~x: r...,. 1tJ1b!::J~¥J 3::'iJ PMr--_ " "",, _._-
l

l

)
~------------~

,•....~.

..

.~.

.'>1;;#'

The response will ;mlomaticaHy be placed in your CalcnJ,~r;,norh~~; ;lw S<:l:<1"f will
rcc~i\'e an email statingthat~(.:.u a,,~;:eptt'd. The fneet~ng wiH ~hft"'~" a'ce;xanccs. tcnt~~b\'c

and declined numbers in the pale yello"" message oox.

't.lio 'd! .i~.~~ ..~~•.~~,,~.,~ .

.• g~ear<lCkM i':i:l5onli~ ie *:m ~ i:P;l, '."."'. ! + ~....~~~·I··~~~:~;T~··w
·1"~~~~~~::;;Jf;~;<~(i~e>j· ·'.mm•••."""""··· "'1
..............................:::...... ~n~::a~~~:~"';'~:::.~[~f.::·.·.·.·.]····· .

Editing the main Calendar page

The main Calendar pagl' ii.:r outlnnk MS several diffe.rent "vi~ws" the user may opt ",
("hoosc depending on their need, for the calendar. Tr~ ddilult ,'!'tioa l, iJ I-day \1<:" .

PEe Sclut:.Of:S, ~nc

--_ _.. -- -- .
1::'- 'X,,;;
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There is a 7-da'i view...

(very mer will iind a diiJercnt vi'.'w that ~tiit~ their nccd~

Pt.C Sulutso2'ns. hK.
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There is one final note on die CaJcnd::r function. If you ;,:atUto:. nod a fn~~{;ng. then: ~s a
find option in the toolbar tr..at might help. Click once on t~ Find butt(,n and:: winGo»;
will 3 il!.

AOL Instant Messenger {AIM}

Ins1.1nl Messenger (1M) is a very streng IDDI t,) e<)ll'lmunieat<~ '.>;ith oth;:r 1M USl:fS armll'.<!

the world in real·time, typed conversatinns. This Ciln :;ave on communicalion .,'s:.s.
depending on the LAN {)f dial-up costs tor y<.mr system.

Another st....ong point of Ill.., AIM progr&n is the fact !hat the u:;er can hav'e a onc··.Jn-(}nc
conversation using the instant mes.S:lge function or they can invite m"ny users jmo a
"Buddy Chat" session. Being able pull ~\I~al people int" a buddy Chill would aHm~' me
users to have a ''mC<.'ting'' via tilt' AU'"f and nollong distalwe bilk (Again, this Ikpe!lds
ell the cost of dial-up access as well.}

AIM is already load.ed into the computer and enmL'S as pan of the r'ktS<.~<q~ suite of I'JOls.
Te access AIM, dick on the Start button, and tl-lCti pla;:c the CUfffir e"er the ~rogtilms

option. Place the cursor nver the Nelscape Commwucalm OptiUH and w!<xher lis'! wi II
appear. This is where ..'101. In:;tant l\'1essengcr appelll's.

~-c:-c:----:-----,--------,---------' --_ ..
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There is a Jot of help availahle through the AI"t prG£fmn Hself. By did;j'~g on th~ Help
option in the !oolbar. This opens ~ ..\:10<10 ........ \ ....:th severa: diffcn:rH opt~O:lS, A gtxx! f(~)~ ~-s.
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Messenger Express

Messenger Express is available through the Carii:mn web site ;md gwes th<~ user a~cess to
email irom allY Intemet .:umput,-r. With the rich.:.w.;, of Outlunk milil and l.~ e>l5e of
using it It-om the desktop, most users will opt to check mail in Outloo!c How<'","r', If
away from the desk Oil travel, the Intern\:! email willgiveth<~mthe•..!Y.Y.>rlunily 10 check
and send thejr clnad.
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Calemlar Express

Of the web option> it>r iPlanct. this will probably bt' used the least .)1 all. Outlook
Calendar is a mu<:h stronger calendar function and most users will find it easier t" use.
The Calendar Exprt'Ss is not linh-J with Outlook at lie <'\lrrem time (!his nmy be linked
in the future if tlJe capahility exists ,,,..hen the new system !$ inSlalh:dl. The repr=lo:llion
bt'iow is directly lrom the Ne<>capc web page and may yary lIT·!!! lie m:lual pro<1oct
when in>raHed through the Cari..:om server During the ~'alend;3f pOr!iml we will c.wer:

• Vic)" "Month. Week. Day
• Setting appointment>
• Jump to spedfie dates

The first view that appears is the monthly view.
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date 'u jump tt}.

.....<_. ...,..-_-.....""=,,;;,..;-.l.
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Section IV: Document Management

Th~ pmp'J,," of thi$ :;e~tioH i, to t~llni!iariL<' lhe u:;,:r v. ilh the abiiil: to ~>;x;,

documc-nh !o ~ (c~mmon listing ~t~ th:~t they c;~n be \'jc\""f:d. edited. d·;)'·,-\nlnal,,~~;;'1. an..l
sav~d in one cornuit'n pl;K~ In thi, s~<:\ion \\~ will ,CoWL

• Upload 3 Document
• DcwnJoac 3 f>OCW11ea£

• Creating Fn"!ders
• ~h)vjng D{J{;"UJnt'Bt~

• Lo"k and linlock Fik:;
• Preferences
• .AcCC~$ Contrc~!

The objectives cf this section:
• l'pload a document
• f)o\nlload a documeHl
• Cr:::?tc fbkk'r:; and rnovc cocumen£s
• Setting Prc-krcnces
• Ch30ging ,:\cce~s control t:) limit users ability h) chilnge ,J.;Kurr:cr::t

finding Document Management

The Document Management area C3J) be found from the I-lome page of the C.1r;com
RNM w~b

PEe Solutions. Inc.
------------------~~_.
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The first tisHe you ~ign on. the SY'S:';;"Bl1S grnng tS') ask for ~Oin<.' ~ccufit) n:;i'tt~ G~"":~nt

these rights so that yom system wiil he able It·, Bpd:,te d'KBmems. Notice the ched: !xl';

in :.h<,: k~\\cr left sid~ of the box. This \,.;iH l.i~k~,\ ...' the syS:Wm :'0 n::rni:fnbxr t~..cs.e d~t::;;.~(~':':-:;

so you ::rc not asked rhe snrnc qu{::;t1on ;~r e:~d:h"}gin

. .X:: :):'::,~~
::::::{§!~~~~»k'~~:~:N'w~::::.:,>.:::'.,:i,f;:;:;/~:::i:j_:Sj':::,:~~j':-.·.i._:.\":.e:.~·
_/"'>~""{ ..:e:.:e:s«6(~:~~·,:: :jt";:~::~w:~:(:::.:tc«<·>.»:·~::W:<- .
·w",~~~~~)..~,~"'.~""",-Y-"'.......,.;,.:.~w.-~""');'?">N>.....

-. .. ':·w..;w..;b(;';";: .. -- .... -- - -- - -- .. -- - - -- -- _.... 'w .'

;:-::;:.;::­
::: :;::>.

###,5 ._.
::;;f~~~,~~$*J:~~~:~tr:~:~:tt7~~~=':;
>-:~,A~~' .. ' ." "", :~::-'-' ::.' ",' ".' "

::<.>:- . .: .... "', '. :.,.::;>i~;;~:~·~~'.':
»»:«(65'«0(«<0" 1· 'l\.¥h•.::(:~~~~··,....··......~'~·:;~"'t~t

PEe Solutions. Inc. , '
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Uploading a file (Pusting a Document)

The upload "indo>,>, is looking lor the path to the
tile to be uploarled If you d,m·, knnw it you ,all
bmw"Se th.mugh the computer to find it.

PEe Solutions. Inc , ­
~-)



Cancom RegionaI Neg(:0 [ i '11 ifig 1>.!3<:hineD~_:~~~~~!!!~_g\lj,~,: , ,__,, __, ' ,,_

~~~!.!.i.iuiiiimi;;;;;;;rJrrJ;a!.EJl;;;Er;;;;;;;;;aiiii;i;;; ;;;;;;;;;;;;;;':wrur l.j""'~'.!ii~Z~~<~E1EE;T!!! mmr ':W"I
. - x

;~ __4·A-civ"".".-1;';·;; :J.rg.~_H5m ~~~~

.............., ~: r·~·······l
.::~ '; ::

~~=~i~--~:tLl,·"-"'i"'-''''''i--,--"l '
".. iF " ';: ; 1
,~----l ~uble did: on the file 10 !x: j ... '

'.:::~ uploaded. ~'"~~~~}f;:
~.· ...'"'"......w-·-·...:J,

·-~~W,¢l)·~~~~WAO\l::.:..~~-~~'~A';So.;~:~~:0S .
--_::-::r.«¢IJO:~._~~.~«.:::o:: .:r~«<·:il»:>>>:t;;;O:yM_~;."(:«~:t-:W~oe:O:ioeo~··
:.:>-~~:,,~~:;~/j.;~:::<.-:....-- " .. ',. -- ---------_. , -,-.

",s:<600""'M""~"'\';.'.'
..;",..;,,;~ 1""1-"';";"',,"*,"';;:';;;{. ., . t~~:--W

.::y.;::~;;;.::::.::.-::::;.:,,;::::;:;;:_<~:.:.::::.::::.::;:.. : :":::'.;:" ::;.::;:. ..,:::::>:::-:::::~..:.:.":."..-:).:.:: .-::::...:.:::':::.:::':..:. :.

l-'i"'1!i;~~<
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r
.. x@x~

~: ..t~'~"vh .~.L:9.i2JLj ...._:l_~~~,_~~1 ·········=-L.:w:-~·_·

r
~..}·~.:.~ ~:.u ::::< W QIC f·.;w !"W'/.w ;.~ --_w;!I

. JI :.J :.................~ ...n ...NUU....._.~~..~!-~~........................... :!
.,;. . ~ ...............................::
~ ~ __: • ~4:.:.oe-~»Xa<G'..,.;~:<O<...'~'<- ... :« ~_. ":: ~

.,. .-~ ..:».»»~ : ,
i .~ ~ ~~~b'er)"«m r·u.~ _. ...~:!
I ~'-...J •J. ~" ~ .. .-::.~~w:v....~'!9.(oCoV~~. :

".- :l;~: i.:t :_-~:~~:.~~~::~: ...~~~~;:....;:.:.._._._._.A.~.~.;..7!!:.~1i:...:...:.~~~:.)
Now the user can "Upload" the uonuncnt. r~
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.<

:~ ~ .A';''l.~~.'''~ '. ~.'1

'-~.'"

I :_~; ;:~:~:..~:~ J'J' 'Vd!<!o ~ :.~'~;!-: Ii

/ :J ."'-"M' v .. Y:'<j,.( :-:_.:••_. ~>_>_.>_••_,,_••_,_:_;_,:,,_,_••y~ ....;., .::••

,f
:) ,~.......~ -t-.,!,:..-? $/.,: :~:x.~, !!Y.-;>O :

:) '»(. o:>~ J.;';; :,,~.:..~~)(o ~ :-:••>: ':~
, r·· ..·... ·············.··-----------I .,,

fl:~~~~;ti~-;Iii~~-;~-thc Documi.'n! [:(change sen·er.
__....J

Download "'row tb.. &n'u

PEe Solutions. Inc.
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Edit Documents and l!pload Again
."-'.

!

f>- ••••••• ----------------------------------- •••.•••••••• -------- •• -- ..
:n~u.. :..'10\ •.)~ (~U """'hi' ~r..-..b.s~ ......h·M. Nh~~4 ....,n...w6 t:'-',. !(~'lW1:.:
v- : ......................................•

Use the editing looi :md make changes in the
document.

~
.Jo.:l-.'-.t.....~~~'b:a?.- ~':-.'-:'=N.M'~:'~·;( ( .....~:>:-(o~~ S~t<:~ ~:k"" .. ;', :~.;.:~ i::.~»:: ~ .x· ..;:,.:~-:~:~ :::«:0 ::«...
:x-a. ~.. ,:':; t..~!, rvnt.::uk.$ ~~o!"~r;:'1 < !~{ (k~ :"t!;;,; (~"-';~ ..~ M 030 ••.:.:d ..~.N.) K-.:u..:.S ~.:. '::~~..:

• ~~ _J-. •• ",. • - " '.' ."., _;o.v.: .... ;~': h: .:l:'.k ~.> ~:(>:

~. ~..';"': ,.>x':';<o:..~:<-;o;.xo:

r-------.,
'-------------.,-----'

H) ~:v. ~ ~,~ {~;... ~--:..X\.. )6!,} to.."~... "~""",l:-J ~- iQ';,ii.2• .... ;,.~)-.:

• O;'!I;'y.o~~:<): .:':"":<':<-:0 ~6 .....«&x- :'...;:t&:·x <.x-:-: ...:

• e-".<.,*:.;. ;-.;...m Or. ,)0 (.; ~~ .x s<~.; .... <A-ok':>: ..; ,:......~x-:-~~

~:.~., i_~!_l~:"l;t~:-~.-~i!!-:l.a.L:.s ~~,J...,.~~u.~-~_t.~:-:~.?~.~.j;~'M.:.:~-~-

..r
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}fbI
~t:.• iJ.?:o.....w $" ..... ~........ b.'VWv.~
r-•.,;,:..:.oo" ~:-.:-~ ~:;O:33En ~.a- *,,Q~._;o;.

·~·k""''''~ ~""'.03 "==.<;..;;;;;o,oioi~""'''''O:;'';'''.x~~_~~=_~~====="=•.."......".•.,,..."====~'.+::
f'? ~ .. " .: .
~ ::'~'" -;..~

T: 'M" ~4£2?;:..",or )<'>6»~.

4 ::;-.v .' '_ '. ~Adn-nc- :\Cnl~M
:~ ;-'~"""'~' : ........ ---_..._-----------------------_ .._---------,
: 'tfPIJI .. :~. • S{"j ...··c chan:rc$ m~dt.~ in the Ctxt:..:nent.

.,)n:;" ~-_.....,:·~:,.:.1;:- '~'Jf'.·;I'"~,·r. ';-.:.' .}:~~ .• ~ .:.=<.(~ II, .-.~.X:) (:.: ..:{.~:.:,~.-.! ;5::,·~ :::~;.

'"A....JN',~ ~ v) .:r.)::\';V:~'l ::....:;1'.'.• \ ~;)- :",;r~ '. : r.'.", f.vr.~..:;.· ." ·r• .:. t':,d·,~.~·. ~:I'...!<.:~ ..;. ~~.~.:.,.,;
~v. ~ '.1 ,":k (~';o,." ';v';(·:'.·: VI':'.": ),:-':: ,;.. -,,\.;--;••,. r!.·.·... c·. ," '.:'.::", .... 1! :-< ,:, •..;,: x' :,.0;.:.
~>A'~' .. ,.): Pa.; l:). t-.-,;.:..~., ,'...........:.~ '__ ·;.. i .•rd ';':~'."':"\":: ~.••v ~:! '.::.u~ oJ"',: ...:,••".:.:,:.: .... ..-.
~ (;.'~S""'__ ",~ X'" ("':'~:{''''''_

;.: ,...nx......-:,';Io.'....~>;O: w
.:! i: ._~;:'>?,"-»».'~
~.~'.~!y....$...._"<.-......3Y"'" 1-;"'·': "0; ..,..>: ,;'(>'••: ...

5~ .:"."j i::: j ·."X',;V':(O~ (;~ :s,.:,\'< ;'.:~(."~t ~: ..-.,~.:(-_ _. __._ '

•
~·.f·r;=;;;J,t"'C"ol;;,»!'_~-J

.~_~~ J?"~~:~~';~ h ~II:I'''').:_·'''lIb~ :_~-~.,-~~.-
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Note: [hal settings slww!J bier in 11-.;,; seclion wiI! :;h"W lhe s;".<~r

hrn.v to ~~t prop\:'rtics. 50 that tK= (me c~~n ('l ....crwnte their
docutncnts.

Folders

The U$\:!" will ~ ~\hlc to cr~arr: iiJldcrs to hol.iSC their J·e~ur.)c.:1:ts or a certa~n iype Gf

documents so that they Ciln know exactly where t~lr WOlt i:; in:;t"ml d :;e'tr<:hlng [h~

eneral driw.

PEe SOlutions. Inc.
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LoddUnlock a File

Locking a file will se<:;urc the fik 5<) ot);n USKf, will DOl l:-..:: 3.bk to overwn", ,he Ilk.
hO'>.t'H'r. users will still he able to download tlw tik and ft'<ld lht' !ik

•.•................................................_-----~
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Prefe~nce8

.~. ~ -~L:.:..··.3·;1~:1/~;i""'F=: ...:..:::::.1~"'::::~
~~_. '~"""':':";-1.~""'" .;y,.;.;.:..>••.•.•
~ x .. ·.." };." ..,.~.~~ l-/;~. , , .:0 ...

~ .~ 1:·'o!CO_:_)' :.::.:........ ~ .
',~ e-.:.~ .:~) •. "10

,.:- ,....' ~ ~ ..... ';..: ~

....-.... ;.) .:.;. ,>~ ~ :... :.;.~
,'.:,,:0';';:' :;'.:.•'y

~~ . J .)j. """,.:-;••; ~). ('. XII.

' ~v .:. • '\..-l(.o"o .:.:.:- :.: ~~ .'y ...........r--...._-'- h .. - ..........--_.......hh--~-....>".. ' - • -.. U .....

Preferences will ailow the u.s.::r to changt' ,everal settings. lisername< is the
name of the person "';orking on the system. This only ::hangt'S the !J!><~m;,me

while in this session. Confirm Operations \',iH a!l(;w the user to (hange ..hilit)
to drag and drop. lock imJ unlock. and delett~ file~. Uirtdones will allow lh¢
user to set prcfened dirt'Ctories. f PDt will allow the user tt' change tn.: ion: tn<:)

a.""C v!c\",ng.

....................................................._._....._---
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View Options

l.l'~-...•...····~· ..·~t~ ••·r» ~.. :>........
l~.·~·U (,•.•• ;., .••

~.,.....

:?-.~--. ~~~i··:··:;2··:.: .....:.....·.T:~·,·""""".""""""""" .."",,:....:-.:::.====~~.
~_....... :

~~. : n~n~............~~.. I
~~=., i)_.:...::....:::.====..:.::.''.......::.. ..:'::'.~'<~'..:.M:::..:'.::' ''::''':':'' _ ........................._~

View options an::: Properties will "hnw tty~ j}wpe,ti..-::\ of thj, wimlow. Stilt
B)' will allow the U-'i<.'l" tv ,ort the window b)' file or fdder na;ne, size. 1a,,1
modified, or by o¥>ner. Redraw Windll\\' will ~\How the user w change lhe
",indow being viewed. Reload Window will refj-esh \he windnw. Sho'l!'
Toolbar or Hide Toolbllr ",·ill {'itht~r aHow the user K> ~;f!DW or hide the
!t."lllw.

.............._--------_ _-----_ _- .
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CariC0111 Region;;:) Ncgotiaring ;-,,'l~t'hint"ry Tr3inin~ Guidi;."
-~------------------~---_._-~._----_"::'_-------- ._":. ~ -----_.-.-_.-_.-.-.-.-.. -. --- --------. _ _ _ _ .

Services

• Ch~k Links wi!! chcck I'-,r document links 10 other J'",,'umenls
• Find Brok~n Links will scan;h for links thaI hilVe heen hroken
• Access Control '",ill allow users 10 set controis (shown below)
• Create Agent allo>¥s the user to sel an agent to also control ;, dc.."mem
• Agent Services wiJl couu-ol what tilt' agcllt I:an cit, lor lhat docum~'llt

• Start V~rs~n Cuntrol',o,:m begin vCf':iion w!11rol ..,fdocuments ll.ljJdaling I':,r
ea..:h new' verSlon uploaded into the document ex"hange)

• Stop Version Control will discontinue ti,1;; .ontrol ofdocuments
• Search wi!! search documents in documenl exch;mge (sho....-n below)

.....•.•••.••••.•.•............................._-
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CanCl)m Region~1!Neg(}tiatinQ~lad!;n~''''' Tr3ir::ng Guid..::____________~ 7 :C____ - - - __ ,,-- _

---------------------------------------------------------------c-------~~~----____:__c___:_:_-:__-
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............ ...M ..m..:,

--_::::!: .. ':

..:-. ,------_ _,

!\......-.;,~ :._--_... --'

) :::-:-::~

t,y.~s"

.~ .;, .:.J /;i .~. & ..;$, <£ ,':) ·at
<I:'iIdo. . ',< ..........: ~ ,;.f'ltd, ~_ <'«, 7~ ~ :w.;

.- ...t~("1'~'- .t ,~F<:;'<'..""""(~:"",,,,·~~~;'<'>.ro;-,:···~c
..&:l'<>o"~~c.~'~~~RW,;~""""'''O¥ .9·:"'...........~· ~.:~ _~.:-...... ~~~

ii;;;. :~-=-;--:;---;;;;;;:::;:-;:;:_~=-'-_-_._-.-.._._-_-_-_-_-_._-_._._._._-_-_-_·_-_-_·.·.·.·.·.·_·.·.·.-_-_-_-_-_-_-_-_==,=w.,"=----

"... :U.-,,,,

l '~;y~"
I

it-.<---------------------------------------------------,
A ne\v ~'1X rsppears fOf aH..,"\\:-,ng ot denying a.(:cc~.s. Choose lin

optiOl~ by clicking on the appn'pr:ate cin.:k. ni~k (,,., lh;: "ire:",
next lOth" ABo\\' option.

---------------..._-----------------------
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NOli: flC>Vi ,h"
llpper lx'x ,I,ll,',
Allow.

.:(. ....;,. ',/'" ,~, .£.

"'a;=: ~:~""'"

r-····----------------------------------··~

\Vher:. 3J;\'on~' is d:cked
lmdcr ,h" l'::.::ro'«wllps
I,,)ptson. a n;:.'w wln;,.tc~,\ ...
apr:~~, This v~'jH set i::
St) that a.Hyon<.~ or g~():.(p

Cim be denied ;K'~~" '"

aHo\vcd 3<;<':<'"3.$.

Currently k;,nt.~ i:m\ ...n~<.~
as h'le oplh-,n.

~---_.__._-----
;.~ ...<.,

r-·_················--_·········

~·~·~~,h:: :.~,,:. "'-';"'".-,!-:
~. "-6.:'~" ,- ......; ....~,s.~ ('

<!-y .,r------

,:, ...:'V:,' : ...~ ;~: "':"A'~

{,.: .:<,.~ " ;",,"'

~. ~. 3 ~ £ ~ ~ ~ 0
Sy)' ~ '~ '5.::.<'0'. ~ ;:"':.0'..-:;"';'

.J,':s;;;~~_·~·-~~;:· ~"'_'''''.~J'':~':."_,,,'U"":,;,~''~

.. :.._4~~::~~Jf;-::;~~~_~~. ~ ~./'>...;.. q .:."c.......'v...... :~ r.o......~ !f ';--'-
'--'vl

~~

-:
-; ~ c- ~'_'~"__'.•-_"__ :

: ~.~ _,:,"__ :_~.~~~~::.:~::,~~:_~'.V , ~.'i::'i':':':':;~~~~:' .~.~~~:: __ ~ __ ....,-. _

~--j ---:'::-::~._j ---~~~---;

.• ) ............ ~ ----_._----.-- "'......... :
:.t;'~" ~-~;w--

.~~~~j ~;_:·~:::_!:";~2~':~.:.:_:J .~~~::-e.~~, ;,~~~.~.~_=:-:::c:----

.* .-'.(.:;, .:,;;;.; ,::k ;.(:.
~,;:: ~~?t>J

T<) u.~ this >,Jplion the
US<:f would hilV't' it,

know tne n,1St name or
i!!1 IP addre:;s, Thi,
will pmb..'lbly nol to:
an optwn nK>51 \J.S<:f:'.

ulilize.

•

___~__J

~ "'...;,0....«,.
: .. O».,!"o-:!~

~ ~.$ ~ » ~~:bi».

~ ~ S Q ~ ~ ~ • a ~
ibx ~ ~.......x SloN>, '..~, 'wAY '?'~

.j:¥~vi.WO>.' .:t,"~.;..~..~<~,;t:~~';,;'-'-~-'-'-'-'r::~~~::»:~'-------.r.r.r ... ········'··.. ··'·'·3·6.;,:..:.:A.;.:..~:-
~:__:%~~.~:~:?*:;;~ '~"IV."+. 't: ~.~~.w'. ~ :<AY>..v. !:~..0_'_"""'__' ~ _

.;.\nvouo;: ~1~,'=, a:; ~jK"
1 .
i option al this je,'d,
;, Cl1,,~king on an~:p;;j).·{:

j
! under Fmm Best will

bring up a new wintle·w.----------------------==-========-==--L ---,
!~:~:~:~:~:~:~:::~:::~:::::~:~::::::?::~:-~~~~~s:~:~:::::::::::::::::::;:;:;:;:;::::::::::::::::::::::::::::

~~,' K~;;{.;W···

• So.NtJ ~~......:.n.>tv'J""''''''_'':.J.~~~:.:::.~ ';.~.. ----
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Click ;)n~H

under R~gh~s to
(tpen the l~'.t·ir;,<i~)\\
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Caricom Regional Negotiating Machinery

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 (.pdffile). This format is in a read-only format so those
users may not edit the content ",ithin the document. However. users \\ill be able to print
the document. This has become a ",idely used and effective tool to read documentation
stored on the Internet.

In this section we mil cover:
• Reading a document in Adobe Acrobat format

• 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

• Print a document

• Resize the document for easier reading ability

• How to zoom in on text or graphics ",ithin a document

• Find a word or phrase ",ithin a document

• Create a document in Adobe Acrobat format

Adobe Acrobat Reader

Any document that is in Adobe format ",ill be followed by the tag .pdf. The icon sho\m
below is the Adobe icon. Any file ",ith this icon should be read in Adobe Acrobat
Reader.

Open Adobe by double clicking on the icon on the desktop screen or through the Stan
menu. For easier use. maximize the "'indow. Once the reader is opened and maximized.
the computer screen should look like the image below.
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Tht" Blain ponton of the StH.'l::n i-.; biawi {or gra>'! bl:t~ru$o;." th(.,:rc ~$ ,,":.n"!t'ntly f'•.(} d(~'un~_ent

to be \"iewed, To open a d(><·UJnel~t. t~ith~r dick VH the Fi~e optinn (~(r on th.t: I.~(~n ic,"~n.

P.1 ActO!.",r Re~,

.. [ ~ :•................ ~ .•.';,,;. ··;·'i·y 4 ,*,. u:.,;. ;,';
......... " .

----........,,----------,
__~:: Chd:. on f'd..:

Cl'ck .)~ 0=,

1.C:\ ..\RfJQdN".l"l!
~c.\wio.ot\r£~cl'lf

Or

.·~IT[B}l~;iiJTI:r~~·:::;··;····;;·;····*·rti·iJi:M:fijI'··;··········
Click 00 tl12

Ope!! ic.....,f1

Ei!her Option will give you the same PVfrup winJow to S<';.ifch for a tik.

~::-::-~----:------~-::----- .
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For the purpose of this ex~n...'i:;e w;:: \,,'"iil \.'h\-'t{~$e rh;;.' "f':.';jG Bl(.~·· tHe lS')i' Ado~ ...\.C:"Ob:.H t.)

look at.

To 0p'::n the "read me" lile hsled. either douhle ell.:k N. the iik 1tself or highhgh! hy
clicking on it once and then clicking on the open button in the lower ngh! corner e.l' the
l),;lndo\\'.
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Vi(''l'l-ing a Document

l)l.lcumt'nts in Adob-z Acwbat Reader are s...>t 10 slaud;lrds prescribed oy the author who
placed them inlo Adohe. Thus each time you pul! up il do<:umcnL there i5 3 p<,,,ibdi,>;
that each could he f'Gm1aH~d in 3. difl~rent \\'3')". It is <"as)'" to ch:mgc :h~ ',;'sew ~() .,ef: brger
print or smalkr print or W Z>J,)m in to see dlal1:\ or gmphs ny~ \--,:::\,. Lan also he
maoipula:ro to :\ee multiple page:\ at 0ne time.
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Changing the Size of the ,,"iew Ctrn h{:' l2r~n<.iB(t{:'d in fpur \vay~.

• Icons in tht~ t;..N.:~!b~~:r

• Under
• Using the Stiitu> bar
• Using the Zoom Buth)n on t..~e looibar
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r-------.::-~--~-

L~_~~::_~_~:: the!00;bar

:--------------~~------_._-:
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St:\-'~ra! options appear in a drop down tnenu.

• Full Screen: will make one page lit the compuk'r seret',l bkxK:ng OU! ,he fe,,, ni lhe

scrcen with a blaeK bordt'L

• Zt">Offi In: will makt~ the docllmenllarger In increment;;

• ZQ<.llll Out: wii! m'~Ke the documem smaHer in innements

• Fit in Window: will makt' th<~ ",hnle pnge tit the windo",. ilVili!ilh!e >pace within

Adobe (note: sometimes smaller type will ON he visible but 1CjJl'<.'5!.'fll!.'d by a srr>::!l

line)c

•
•
•

Actual Size: will resize the document tn IfW!'~

Fit Width: will make t.1Jc document take up the availah1e windC',,' honw!1!a1ly

Fit Visible: will make the docum~nl 1,1 th~ ·,d.,A· >Cf':<:n ':xcept i<.'r the lGoH,:.I.;>. the

Status bar. and the taskl'af.

------------------------------------------------------ ----- ----------------------------------------,-c-c:-:~~
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co\\,:nward arrow. This denotes that there is 3 drop ;j;,)\-\n box i'$~~~(.H~d ...~.;;:.h fh,:,. h<.~'.,.
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~ .....~rQ~ O:''h:-«<.•:':O'''''li~~.<:.~~Ao:;r.s'hJ~_ .~~:'"h')/'.~N"--,l'.... """-'Y

·-.:.:.~.",~>'~·<>.:o~~"'~,~·~:'O::w,.,·",.,.c,. ..,."'~..:I:.y,,:_ .vv_J'•. A...,_'.."'.>..
<:ff~ O"~*~ ".~"'O ¥-:l c)-Al'~ ~:"":h:""'" r-;,o: '-: '«0"'" ~#kjJI.NI"•••••~.....
.$;':: 0.« m 'Wh ;,~""'" ·;O·zZ?x-. ·..·:i(p;p.e:,'«o;,:;-:w ·;.;o;.; .

~K, (.;..-"""Jo.~ -r.no.r... F.Q."Q.R<.•••_~...( ;,.-"o;:.»;!'o'j. ,"'-':.;-h r••~:I<»:" ~.-••-.: '>IX••,".t:':;':' JIY:!i. 5».'NI..:'>:>"X<;.....(
w.,r#o

-,

This menu givt"S rr~~;~~·-.:;;:~b~·~~;;~~:······------l::::::.
t)ptiolls from the loolhar and the Vie'"",
option, imd it will allow the user to Jump
to a spedfie zoom k\ld .
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The zo...'1n1 button on the t(J{)lbar \v~H automaticaHy rncn:3St' the l.\.xnr~ k:'\'C: sn{;"f\:"sn~w":JH~ .
The £lip worn level :s 1600% the nonn,1! si?e of !hl: dOCBment This will aU".,., .hl: "set
to read even the finest print
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Nll~'igating an Acrobllt Document

,,' .J~.l

~Ni.~ "'«<

"Navigation though the pages ofall Acrohat do<:mnent is simple. Like .~hanging ,'jews,
there are four ways to navigate through 3 document

• Under the Document option on the top toolhiir
• Using icons on the second toolhar
• Using icons Oil the status b.qr
• Using the thumbnail.lix'okmarks portion

First click on the Document option in the top wolbaL
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• Firs! Page
• Previous Page
• Next Pag.'
• Lxst Page
• Go To Page

Nole lhal the Slalus har slales t!k1! lhis document i$ Oll page I of 4 pages. If next pilge
were dickt'd Oll. then the s'talUS bar wouid read page 2 of 4. if la:;t page were di.:ke-J .."'.
then the status bar would read j.>age 4 IIf4.

There are t\VO options that are uMvailable at this poillt and they are lilde\! m gmye<!·m.ll.
Toose lwo option~ are Fi~t Page and Previous Page SlIlC(; the document is al~<!dy 011

tht, 11fS't pag;;, it cannot go back an)' fUr1her.

,
"

If the Go To Page option \'<"s chOS<.."ll. then a pr.JP-\lP will.a..>w '''''\lId ;lppe'l.r /1-', the US<', to
chooSt' a page numher to skip to.
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}

buttc·n and ~kip 10 :..ht' page
of 4 thc) requestcd
./'",..L.------.-- .

,,-__0_1<._'*[" Cancel

Go To Page

'-'

Using the lCPl1S in the: :;t"eond kx>ibar i.md the ~W(U~ har ,lfC jcenticaJ 3l~d acb:;:,\";? th~ :~,me:

cnd pEKluct.
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The left "ffi1W \"l!h a li.ne. seen "hove, gives the c<)mmand !'(,r ,h,' Firs! p;!g.: of the
document.
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The right arr~)1.y '.vith a line. Seen ~lb<.)vc. gi\·c$ th.e c{)n1:nand :~1r th<~ L;:s.::.< Pag.;: :}fthc
document.

•
If either any of :hest-" an~ f:dcd or grayed-ctue then ti1&1 mca:l5 ther;;>: i~ not ~~ p~~g<.,: in ~h~t

dircction~ t}k~ sa-me as seen in th~ drop ...h.~\ .. n hox o( the Dtx:un1er:.t ,,-"p!Jen 3b<J\'~

/Vofe: on the right side (,fth;;" i..l\.'to..'unlcntthcre is a $t3.nd~rd \\'ind(,..,,·~. 'Scn:~H h;$!' ~ ...~ ~k;p
down pages.

The TlmmbnaiH300kmarks ,eeli"'ll d the Acwlxll R">icier <;an \-<.: \'ieweJ by d;d;;n),:~ "n
the first button Hl the status bar or Sho\v/Hide ~"';av~g~-:!s{.:n .Pant': t"ut10!1 on ~hc: ~c{)nd

tt,olbaL Click on either hutton as :i<~m hd,,'''' ,

Clicking ei,her opti"n will reveal the Navigari-.>n Pane.
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The COCUillent \\'"f H then jump £(~ the top yonion of page !hfee.
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.~. To the right side o(th" Navigali')B Pane there is a scmi! bar. lflh<:re ,,,e ma:1)' pag"s 10

the document the scroll hilr Ciln he ll,;t'd tn ,;kip down many rag<~,; bd')re you d;:;ur.k ,lid.;
to jUlT~P to a nt"v;pag<-

Bookmarks have to be set hy the i,uthor al the time of saving the fik l<J the Ado!".::
Acrobat tormu!. If t.lje uuthor d;,u;-,:;es to sele.::t bookmarh. then th·z ,$';"1' would ht- a1Jk t"
jump from OJle st'l.,tion to another in the docllffienL T;:; see if there are bookmarb. did:;
on the bookmarks lab in the Navigatinn Pane.

.~

Exampk: If the author ha, a long document and milkes ea;;h ,;ectk>n h<~ing ,1

bookmark when he/,he saves the document. then the user clicking .,r, the l:-.ookma1'k lab
would see each heading li~1ed in the Na\·ig;.;,ion Pane. Then the user c·.}uJd click ,',:; thaI
heading and skip !(> !hilt pmtie'n of tlw d'N:umenl.

...................~--:-~~~~~~-
PEe Sohttii..ns,. In::: 5-!3

'.< ,w
(.., 1<



~~~-~-----~-------------- --- ------- ------------ -- --------------

, ....'\1( ... -

.... _~ ':h'''?~''W

'.~ ~,~.......-....~'i>:'...
".•: ~~"'A"'~. "'{'J>'

~j ,~~v;.."V ~-:: ....

.j ::::;~:;/:
I ..j;::~~~ :~::'.

:.1.;.;'10.'""<1<'1....
•J -: .,<>.-.;.-~:'...-.:;

-:)~....,'" ~... c·...4Il:

_3 ~'''>''-J'''''''-:
._I~~?:·ot>'~N

.1.;."'......' ~.o:""'.lo.

.)l<..,.,....,,'"",J 4<

---3~..;:.W
...::o.:.x..",,,y,,~

.J ~'.;:~:t.. ;:
~,~"""~~,,,:,,

-3 ~~;:.:~~:

[

' ; ....0:100... ••-JO ...

- -J ·:·.hV"~ ••"'-: ...
~:-- -.: ~

~Ll ·J·:;.: ;:t:::: •.~" ........:..,. ".'"'' ~ h U;'~~-:.:':.&L3
_~~J ~ ~ .:~.':':-~:,,:,~:~~~~~:..::'.J:s~ R--. ~~.
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the user holds the mouse over (IDe "f the headings. the full heading \\in :'PfY~,tr.
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To jump to the sectio:l on "Sctting Full Scre<'n Preferences". jllS: did;. for: ,he iy.Jd,mark.
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l'sing the Hnd Muttan

find i;:, a ;;omrmmd/bulton lhat the mer can Il,ilile to s<."lrch for 3 p3r:iclllar v, ,,)rd. phr.b~.
or string of character:;. There are two \~';~y:; pf accessing this oph{jrs :::'"901 {:~e;c,:h f!-r:.c \"'nrks
the :ililB<' v;ay, Either click on the Edit option and then on the lOp h:~;Ib;lr or on the find
iC('f: "n the second toolbar,
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\Vith the ....vera ~~B,,){)kli1a.rk·~typed in the find \}';h3~ ht~:\. lhe u:~r ..:.an <:ht">{~~e n·on~_

th..r-ee option:;:
Match Whoi<' Word Only: this '1,ill I,.,,.,\; for ,he whole \\'01'.1 lhn'ugh<,"l the t<:x,
1-.'latch Case: this will ~an.:h for the ,'<,rd, but with tk ,,'xau ca'\<.' u"ed in ,he lype
(this inear1E; th~ exan1p}e BCot1kmark ....voutd only sc-r:r<:h it)f f:kx»..:rnark \,ith 2: (;..~p~t::I

m
Find B3;.,~kVt·3rds: the search optipn ~ea.rche:s from th\:" j.),oint in tho: (k(..·wn(.~nt to thi:
end., if the \\'ork or phrase' the: U5er ;:; k.oking. k(r is sf,mevihere ;n tht~ pa:~t tt".X.~. fh(,,~k

on thi~ to search tov""ard tht" beginn~ng of the \.kx~l,JmC'nt

Once dlt' user is ready. dick on the Find button

If the user clicks on the find i>p,ion a 5<'cond time the hux appears again. asking if the
u.S<.'r wants to lind Ille same word or phrase again.
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lfth<, user eli,'ks okay, the beginning of the eocumenl w1ll be s-::ard-,ed. If C3.lKe!:S

clicked it '\-111 ene th<, search

The user should pay atlention to pagt' numbers while using the fine opli•.~<n. There;,
nothing 1(' state that the whole docum<'nl has been searched. Th<' :;C'lrcn may wm;nue te
wmp aWtJnd the (k>i:u..:nent and start over from page one. If it r>::achcs "n er"t in ",..-,me
docu:nenls a message will be displayed.

Creating PDF

If you have any other questions al)<)ul Adobe Aaobal Reader, thm search 1;.'r the me
namt"rl Reader.pJfiocated under the Help option on the top h"}(,lbar. This will givc the
user other dctmls to lhe use of Adobe A;:robat Rc;;dt'f.

Creating a .PDF fik'

To erC<lte a .pdf lile. the Adobe Acrobat Wrila must be installed along with the Ih.Y<llkr
portion of Ihe program. This will allow users 10 save other Illes a., .pdf files and Cl.ht ol.!1e:"
.pdf liles. Nol all users receive the Writer portion. howe\'er, anyone nreding 10 create
.pdf.files. should a.,k that it hcinstalled.

TIlere are two ways to creale a .pdf fik:
• Using MS Office
• Printing to a .pdf file

. -----------------.-----.---~---------c_ -----
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Vsing M5 Office
------_ __ .

When Adobe Acrobat Writer is installed an icon will appear on a to-lJlbar in the \is
Office products: Word. ExceL and PowerPoint. This will aUl(>maticaHy tah~ existing
documentation and insert it into Adobe fixmat.

Bel0 v.' is an existing Word document

There are two ways to
create the .pdf tile. Click
on File.

.;: .

• l~ • : B .r l.l ..... ,.'

t:~:.t:::z 2!X~ "I;t,..~ ww.,B ~~...,tt

• F:.~~n~ a l1-:)::::z;}~ ~,~ Af~<>e A·:::~:::·::>a.~ f.:·ol-~~;M;~

• PlX~l:n,i6 a{o:<··.lt.{s.~ t(~ )Y-=1~~~ ~..{"(':..':~:M !m"fs$Oe1

P~~)~:P:: A-r.t"oo.1:t )os: e~ser--:t~l.n? 0}; l'<!C~3fa th.~ a,U:{o'W' a US~ t.o~~~ M.;':':>~ ~ ~
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Click on the icon
or the option in the
drop do\.vn menu.
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A nc\\" window appears ~ith options tiJf creating the ne'.\' file.

:mit::! ;; ;;;;Inn:;; ;;;;;;;;;;;;;;;11

There are two options.
First is the Acrobat
Writer fi.Jf simple text
documents. Then the
A.crobat Distiller tor
large files or files with
graphics.

W~~ __<Il"-*'l '-----------u
~~...,.~4l<l

~*~4~.$ii>
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r~b~~""'­

.f;i~·~Kif.h~~

.~g~""",,­

r;;~h.jl:<.ndh,~A<l{lhe k-.
1::.-ffl:;~~
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In this instance we ~jll usc Distiller, since the dt1Cument being converted has many
graphics.
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All the file options in the figure above are cht.'Cked, which wiH open up the document to
be viewed in Adobe when finished, any errors will be reported, and it will automatkaH)'
delete any .ps or .log files. The one option that is not checkt."tf is the prompt tor name.
This will automatically create a filename for the .pdf tile. There is a Restore Defaults
button that .."ill allow the user to reset the options. The other tahs across the top of the
window' allow for other options to he set.

Output gives the user options on
the end product produced hy the
Acrobat, including saving page
numbering. text hox{.'$ and
comments, cross-document links,
footnote and endnote hnks as \wtL
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I
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To make an
active btmkmark,
the user must
place an X in the
box by dicking
on the box \\ith
the left mou....-re
button,

1·......-·' ~-

..,.,
.M

.».~,

.'j:'~J

:~.

.~~

'*-~

~,

~~:.

~~"~:t

Any of the
boxes with a
check in the
box will allow
the user to set
bookmarks.
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The Display Options tah allows the user to set the default display {he do-cumen{ win open
up \vith in Adobe. The types of settings are:
• Link Type (to change click in the circle)
• Line Style (to change click on the circle)
• Document Open Opt.ions (the way the page looks in adobe and "'<hat page dispbysl
• Highllght options
• Color options (text)
• Text Notes shO\vs \vho worked on the document.

Once all the options are set in the document, dick on Create.
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The document will go
through a series of
window openings and
closings and the
window displayed to
the right "'ill change.
When the transfer is
complete, an Adobe
Reader page should
open up on the
document unless it
was marked not to in
the options.
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is in Adobe torrnat.
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Printing to a .pdf file

Not all programs have an icon to pn.:l'duce an Adobe Acrobm document. nov,·ever. if
\-"Titer is installed with reader. then m:o print drivers are installed to create .pdf files.
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There are two options. First is the
Acrobat Writer for simple text
documents. Then the Acrobat Distiner
for large files or files with graphics...

First there has to be a program that you want mes turned into Adobe Acrobat formal. For
this exarnple, there is a document in MS Project that you need in Adobe Acrobat fomlaL
Start \\ith the document.

PEe Solutions. Inc.



.~~ .~... ¥>w<..~ ~~jxo'$eo~ .~.'.~ ....
Dr:6Id.a[A.~ ~.§Q."<i;"7.x").· ...i_~ ..,," in«,O.·~~."·.~ffJ

'•• + - .;'(;+.; 4nM "'~ll .: a ..I Y "Ii·.:w· M'~ • v",

Lt~.l.......................

-l.r.• '1

-.;;w. J

~.X', ~_z..tOO .~~-'t¥S .Mtr.-&.m ~.)O!(.'.-;:4:_

-rji-7C;;;~;MiMj;;~;-'.-J:__;;;;JI~·fliifi;;·~"S~~:':f~.~~..~"l"~.~ii;"l"i:ir-ili':iis~,!>~.~;,;.~~"~'~r.:.,-,-".:.<;.~"'·~O:=.:.Af....lj.fi.t~;._
~ c.no-_ll'<""" ___

eulct r-=-~~-~ ~~

~..~~ .==»:;:$ '$~:;:

~t"M".~.""$~'

r ...~I""<:.w~~

Then click on the File Option.
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Then click on Print.
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Options f~)f the printer. I
Also. any other printers
"vill be listed as wdL 'I
Click on the dov.:n arrow
in the printer box. ..J
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Note the different
prinH.."f options one for
Adobe \\iTIterand one
for Adobe D1stiUer.
Click on Adobe
Distiller.
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Adobe Distiller is flOV. the printer.
Click on OK
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Section VI: Printing

Overview

There are two basic ways to print from most \..indows~hased programs that users n~>J to
become familiar \\'lth. There is u..':,ually a Print icon in the toolbar, and usuaHy under the
File option on the top to·olhar there is a Print option. Generally the Print iom win print
the current open file to the default printer. The Print option under the File option wi!!
alknv the user more detailed printing or printing part of the file and it vdl allo'.>, the user
to change the printer.

In this section \\'e V,til! cover:
• How' to print from the Print icon
• HO\\' to print from the File option

Objectives for this section:
• Learn how to quickly print a document or web page
• Learn how to print to a different printer
• Leam ho\\' to change the number of copies being printed.

Printing from the I)rint (con

'W"
There are many different Print icon." throughout many different pmgramsalthough they
are ali similar. Belo\\' there are many different styles of l:trint icons.

mfiet.dil~ Yew ~~ ~.
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Adobe Acrobat Reader Print leon
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MS Office Print leoo
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This is.lhe Adobe
Acmoat Rea<kr Prim
aplion. dick on Print
with !he left mouse
hutHm.

Caricom R~~~~~~~~l Negollating Machi~~~~! ~ ..,~~_ ~.. ~_~

In the Net-scape example above, the icon is faded. which means that the prim function is
disabled on that screen for some reason. However to print from either of the other two
examples the user could click once with the left mousc button on the print icon. It is
always important to know' your default printer so that you know whcre your df~umem IS

being printed. If you do not know where your default printer is, ask your system
administrator.

Printing from the File Option

To open the more detailed Print option start at the File ()ption in the top hXJlbar and then
click on the Print option listed.
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Clicking on the Print option YliU open up another \\ind.ow·.

-----.-._--_ ~_.~._-------..........................•~._ _--------_ --_ .
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Caricom Regiol~~.~.~~~~~tia!ingMachinery ..........._ ~.._----------.

The first pan of the v.indow deals with the primer itself. Sparrow is the name of the
default printer for this particular user (sometimes computer printers are nam-ed and
sometimes it may just give a room number or some other designation). The user can
change the primer bye clicking on the downward arm....."next to the \vord SparrO\l,.· and see
if there are any other printers available. In most cases the user will have only one printer
availabl.c w them.
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The print range \-viII a!l()\\, the user to print the whole document or web page. or only part
of the d()Cumenl in this case. The user can sd to print only the current page or pages in a
particular range.
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Caricom Regional Negotiariog Machinery

The Copies section allows the user to set the number of copies printed. 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 is printing from.
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To The

Caricom Regional Negotiating
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Virtual Secretariat
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Training Agenda
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Day One

• Basic Computer Use
- If Needed

• Basic Internet
- As Needed

• iPlanet functions/MS
Office Overview
- Email

Day Two

• iPlanet Functions
(cont.)
- Calendar

- A0 L Instant
Messenger

- Messenger Express

- Calendar Express

- Collabra
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Training Agenda (cont.)
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Day Three

• Document Posting

• Adobe Acrobat
- Reader

- Writer

• Printing

• Day4

• Super User Training

• Training Users

• Training
Documentation
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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.

;:J
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The Training Guide

(
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• \rI-.
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• Is yours to keep.

• Also a User Guide
back at your desk.

• Class will flow with
the book and often
refer to pages in the
book.

• Please open the book
to section 1 page 1.


