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m Non-technical safeguards

Be suspicious/take care of:

@ E-mail

@ Phone Calls

@a Passwords

&> Other safeguards

W\

Chris Taylor

@@y Ottawa PC News, Vol. 39 No. 3, March, 2022
ﬁ https://opcug.ca/Articles/2203NEWS.pdf



m Auto-completed addresses

* Problem: Gmail offering unwanted autocompleted
email addresses

— Inever added Chris Stowar
to my address book

https:/ /www.howtogeek.com /737424 /how-to-
stop-gmail-from-adding-contacts-automatically /

Bea Alt



https://www.howtogeek.com/737424/how-to-stop-gmail-from-adding-contacts-automatically/

Gmail automatically saves the recipient’s email address in
your contacts when you send, reply or forward an email

To stop this...
Settings menu

e o8 et

Quick settings / X B

See all settings @

Change to

I'll add contacts myself

Mmessaes) + Croate new




Remove already-added addresses
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Once an address is selected

* toolbar appears
* can select “All”




SmartApps

* Usetul apps for Android
smartphones and tablets

* What are your favourites?

SuggestionBox@opcug.ca



Stewart on

“ﬁ‘ Contour glucose monitor

Android

* Glucometers will store data but
they aren’t great for data retrieval
and they wear out

* This app syncs the data from a
glucometer to a smartphone and
the cloud

* Results are displayed in a simple

and easy-to-review way

https://play.google.com/store/apps/
details?id=com.ascensia.contour.ca




Stewart on

il PC Health ¥

health

Android

* This app is from President's Choice

* [t has the potential to be quite intrusive

* However, it offers little programs for you
to learn about various health topics

* Provides free access to various health care
professionals to help answer your questions

* And, it tosses a few PC optimum points
your way

https://play.google.com/store/apps/
details?id=com.loblaw.pchealth




m The Zoom Chat Window

* Only a limited number of people participate in the
Chat window that is available in our Zoom sessions

* Is this because not everyone knows how to use it
(rather than not wanting to)?

* Is it because, as I found, the default font is way too
small to be useful?

* There are fixes for all of the above
(except for not wanting to - which is fine!)

zoom Q



How do I find the Chat Window




Post a message to Everyone

2 chat - O ®

From Chris Taylor to Everyone:

Feel free to enter questions and comments

here in the Chat. Or unmute yourself if you
want to speak out.

Chris has sent a message to Everyone

To:  Everyone [__“] @j

Type message here...




Post a message to just one person

2 chat . O <

From Chris Taylor to Everyone:

Feel free to enter questions and comments
here in the Chat Or iinmiuite vanircalf if v

want tc The default for sending a message
is to send it to Everyone

To:  Everyone w 0o -

Type message here...




2 Chat - O et

From Me to Everyone:

Welcome everyone. We have another mixed
bag tonight with perhaps time for more
questions. Ask your question by typing it into
this Chat window.

Use the drop-down menu (down-arrow)
to send a message to a specific participant




) Chat - O pe

=4

bag tonight with perhaps time for more
questions. Ask your question by typing it into
this Chat window.

From Me to Chris Taylor: (Direct Message)

Don't forget to mute everyone and start the
recording.

To:  Chris Taylor ~  (Direct Message)

Type message here...

Chat retains the last message recipient
Don’t forget to change this if you next
want to send a message to Everyone



Increase the text font size

&) Zoom — O X

o 1) 2] re
) Search  Ctrl+F (4] L ) (2] o
Home Chat Meetings Contacts Apps

06:02 PM

o . Friday, August 27, 2021

New Meeting ~ Join

The gear icon takes you to Settings

v o
No upcoming meetings today

Schedule Share screen




) Settings
General
Video
Audio
Share Screen

() chat

foom Apps
Background & Filters
Recording
Profile

Statistics

T  Accessibility

Closed Caption

Font Size: @
Small

Captions will look like this

Chat Display Size (Ctrl+/-)
200% w

Screen Reader Alerts

Decrrintion

. Select Accessibility and increase

(14)
Large

Restore Defaults

Enahla

. the Chat Display Size

Participant Has Joined/Left Waiting Room (Host Cnly)

Audio Muted by Host




Now you are ready to join in !

2 chat —

From M.E. Oryou to Everyone:

4 )

| didn’t understand a word of what was just
said. Can someone explain it in non-tech
speak?

. J

To:  Everyone w

Type message here...




How can we (really) help?

A comment from the
membership survey:

“Much of what is discussed
goes over my head”




* Do you want to know how to do
a specific task in Windows?

* Is there a basic computer topic
that you would like to share with

the group?

BASICS

S Uasers HM Users

" COMPUTER

/

b

Send your suggested topic to
SuggestionBox@opcug.ca



/ \\
COMPUTER | Using Task Manager

- BASICS
. to end unruly programs

* Occasionally a program goes south

— you can’t end the program
— you can't restart the program
— you end up rebooting

* Perhaps there is a faster way

— Task Manager can terminate programs

* Not a polite way of ending a program!
— simply kills the program
- will lose unsaved data, settings, etc.

— if you can, end the program normally



” COMPUTER)

BASICS | Normal ending of programs

T—=- Users Helping Users
4

Righlick program icon in Taskbar
Choose Close window

i wn VG =20 0¥
Exit or Close on File menu \,

(=

Qull the applcation: prompts 10 seve ks

Click icon in top-left corner of program window
Choose Close




" COMPUTER )

[ BASICS | Start Task Manager

— Users de-mg' Users
2 y=1%\N

M, #

Press Ctrl-Shift-Esc

Right-click blank area of Taskbar
Choose Task Manager

Press Ctrl-Alt-Del
Choose Task Manager

Press Start button

Start typing Task Manager
Choose Task Manager




” COMPUTER)

If More details shows R
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Click Name column header to sort

Right-click non-responsive program
Choose End task




" COMPUTER )
I BAsIcs | Drawing math symbols

Users Htlf-—l«ug Users
. 9 g

* Can draw math symbols by hand in Word or
PowerPoint

* Saves looking up character sets

HS 0% =

File Home Insert Design Transitions Animations

< |
Eraser Lasso
Select

Toaols

Lynda Buske



" COMPUTER
[ BASICS | Drawing math symbols

— Users Helping U
i» iy=¢ N e e

e, #

Preview here




 COMPUTER'
[ BASICS | Drawing math symbols

Z— Users Helpirg U

A, P

EEd Math Input Control

/v S X

Write Erase Select and Correct Clear

P
N\
Q Insert y Cancel
S ———

“To determine the result,
you need /9 = 3.”

Note, it will automatically insert it in an active text box.



" COMPUTER )

' [ BASICS Show scroll bars

S Users HM Users

y,

— e
 Old behaviour in Windows

N Ll e baca ad v b >
Hie Edit Format View Help
Loren ipsum dolor sit amet, consectetuver adipiscing

. d . h . f h Nun vi a imperdiet enim, Fusce est. Vivamus &
— P 11 habi b t 5 tus

program windows with more info than Eren nec Joren. Tn porctico. Doec Jsorst non

S spendisse dul pu t.celerisque at, vulputate v

can be displayed had scroll bars T Iy

Nunc viverra i p d t mi F est. V1vamus a
Pellentesq habitant mor bi tris tiq enectus et

— great visual indicator that you more stuff
is there

« Windows 10 default behaviour

— sometimes show a very thin vertical scroll bar

— sometimes doesn’t show vertical scroll bars at all unless
- you move mouse or use keyboard
- and then show a very thin vertical scroll bar
— sometimes show a full-width vertical scroll bar if you hover
mouse pointer over thin scroll bar

* Programs can over-ride the default behaviours




" COMPUTER )
BASICS

Waens Helping Uners

2 vone Windows Update

[Fent 2 ser Upgrade to Windows 11 is ready
hek —and it's free!

Got the latest version of Windows, with
2 now look, e Neatu o) podanced

Note: Some Windows 10 featires aent svaiable
s Windoos 18 Cortuin sppe snd features may

have addtional sequirements.

You're up to date
Last chacked: Yesterday, T1:51 PM

Examples: Settings

Thin scroll bars

* easy to miss
*  “Where is link for Optional updates?”

* used to start with o scroll bar showing!
had to move mouse to have thin scroll bars show

Chwck for updatis
i
2 siorne Windows Update
[ Fod 2 o 1 Upgrade to Windows 11 is ready
A —and it's free!

Got the latest version of Windows, with
2 now jook, e featuies ol potanced

Notei Some Windows 10 featires aent availatie
s Windoon 18 Cortsin spps snd features may

have addtional sequirements.

You're up to date
Last chacked: Yesterday, T1:51 PM

Chwck for updatm

Hover mouse over thin scroll bar

* expands to full width
* can find other stuff




" COMPUTER
BAsSICS | Examples: Start menu

W— Users Helping Usera

—~ L5

No scroll bars

* “Where are my programs?”

Hover mouse in

left section
e thin scroll bar
in left section

Hover mouse in

right section Hover mouse over

..... «  thin scroll bar thin scroll bar
in right section * expands to full width



" COMPUTER )

E BASICS

— Users Helpirg Users
— elping

Orcul

.

NEXT WEEHLY QA BESSION / Dcks & Audio Recordiogs Why join the OPCUG?

ALL SCHROULED MEETINGS [ O Byssentatians

LATEST MOWSLETTRR
Contact Us

O mense ) seecor @ Semety [ A0 W FAPNG om - Fioe @ Mt M. © eou
= ; Gr::'.lp'. Q My groups -

My Qroups 4 groups

}- Creste group

: D Graups P Join date
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(O  Recem goups OPCLO-Newsletter ” ‘
2 DSV el PN RGOS TS Coem N
b Algops reesy th
T2 Fwwoutite growes QLA
wnn s ca
3 (oo SuggestionBax
.

PPPACTRIITECE Ch

TechSoup

Tech Soupisopos 2

Examples: Edge

Always shows scroll bars

...well it does if there is
more stuff




[ COMPUTER'
BAsICS | Examples: Notepad

| File Edit Format View Help

_Lorem ipsum dolor sit amet, consectetuer adipiscing]
[Nunc viverra imperdiet enim. Fusce est. Vivamus a '
'Pellentesque habitant morbi tristique senectus et
‘Aenean nec lorem. In porttitor. Donec laoreet nonu
|Suspendisse dui purus, scelerisque at, vulputate v

Always shows scroll bars

|Lorem ipsum dolor sit amet, consectetuer adipiscin
|Nunc viverra imperdiet enim. Fusce est, Vivamus a
|Pellentesque habitant morbi tristique senectus et

<
Ln 1, Col1 100%  Windows (CRLF} UTF-8

| File Edit Format View Help

...even if there is no more stuff

In 1, Col1 100%  Windows (CRLF) UTF-8




" COMPUTER )
BASICS

— Users de-&ug Users

. Mudings Favaw ' View ' He

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttl
pasuere, magna sed pulvinar ultnicies, purus lectus malesuada libero, sit a
auis urna,

Nunc viverra imperdiet enim. Fusce est, Vivamus 3 tellus.

Pellentesque habitant morbi tristigue senactus et netus et malesuada far
pharetra nonummy pede. Mauris et orcl,

Aenean nec lorem. in porttitor, Donec lsoreet nonummy augue.
Suspendisse dui purus, scelerisque at, vulpatate vitae, pretium mattis, nu

venenatis eleifend. Ut nonummy,

Mg o | #bwosch R e ST n = v - —— s

- Cakbil (Do) " 3 = A/ [ gl

B/ U-wxx & 3] i=. -~ —

Poste - e bdning
| RV AN KA 5 ©

Chtcmdd sont < Parag mty T s =

posuere, magna sed pulvinar ultrices, purus kectus mabesuada libero, sit amet commod
s wrna.

Nunc viverra imperdiet enim, Fusoe est. Vivamus a tellus,

Pellentesgue habstant morbl tristique senectus et netus et malesuada fames ac turpls ¢
pharetra nonummy pede, Maurs et ord.

A=nean nec lorem, In porttitor. Donec 130reet Noaumemy Jugue.

Suspentisse dul purus, scelertsque at, valputate wtae, pretium mattis, nunc. Maurts egd
venenatis eleifend. Ut nonummy,

Move mouse in window, or

Lorem ipsum dolor it amel, consectetuer adipescing elil. Maecenas porttitor congue mg

Example: Microsoft Word

Doesn’t show scroll bars

Scroll within the window enough
 shows full scroll bars



" COMPUTER )

i BASICS A mess
—— \,. Usens Holping Uners

e 4

* Absolutely no consistency

* Scroll bars should at least always appear

— if any material in the window not showing because
window is too small

* You can improve the situation...for some programs

* You can’t fix the problem
— any program can override the improvement

— many Microsoft programs will override



" COMPUTER )

ﬁ BASICS

Uneas Helping Usera

Py

Improving things

|

| © Display

¥ Mouse pointer
T Textcursor
@ Magrifier
&2 Color filters
#  High contrast

=l Narmator

Haaring
44 Audio

B2 Closed captions

Interdction
U Speech

& Keyboard

0 Mouse

Display
Make text bigger

Sample text

- Drag the slider until the sample text is easy to read, then
- J click Apply

Al

Ml Scettings | Ease ofccess | Diplay

Apply

Make everything bigger

Change the siza of apps and text on the main display

| 150%

Make everything brighter

A

€

Scroll bars appear

Simplify and personalize Windows

Show animations in Windows
@D on

Show transparency in Windows

@ ot

{

Automatically hide scroll bars in Windows

@) of

Toggle ott Automatically hide scroll bars

<]




" COMPUTER )
g BASICS

asers Helping Usens
S

Why join the ©PCUG?

—
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Settings e m e
* always shows scroll bars Js

sscvea i oo File Edit Format View Help

- s —— - Loren ipsum dolor sit amet, consectetuer adipiscing ~
Nunc viverra imperdiet enim. Fusce est. Vivamus a
* . . — Pellentesque habitant morbl tristique senectus et
lf 1nfo not ShOWlng - " - Aenean nec lorem. In porttitor. Donec lacreet non
- ¥ . A’ = Suspendisse odui purus, scelerisque at, vulputate v
L) » Lo

v = - = Loren ipsum dolor sit amet, consectetuer adipiscin
Lamave WeAw1 S0k £ avet CoPemttetat sdEmEieg WY MASITITNL PETIRN CTYRE ¥ wunc viverra imperdiet enim. Fusce est. Vivamus a
ou;;m-wvm-xu\---a-kuum--fwwmﬂ Pellentesque habitant morbi tristigque senectus et

.

Noons wmer) s wwwt 40! was, Funie ool Gemns s ela

P o Pl it ot it ST Y b e td Lrars bt o in 1 Lol ‘W Vondawy 'Cmfl (]

e ron e pece Viewrs ot et

e
h-, Microsoft Word

U &
Lol

-~ © * no change

L V-

x Start menu

~ —
int Calt 100%  Windows [CRLF) utE-a

always shows scroll bars
* if info not showing

Notepad

* no change




Privacy
Online

Part 7 - Become
Web-Anonymous!



Any other:

Questions
Comments

Shares?



KApril 4 \

Spring Clean-up

May 2
Basic photo editing

OPCUG
TECH

June 6 TALKS
Scam avoidance and trust
July 4
Q\/ireless security /
Registration Required

Free for OPCUG members TechTalks@opcug.ca

$2000 for non-members https://opcug.ca/events/techtalks
(BUT - includes one-year membership)



Spring Clean-up
April 4% 7:00 pm

Ten tips to remove those digital cobwebs

. Hard Disk Backup
. Data File Synchronization
. Security Settings

. Double check your anti-virus software

. Software Updates
. Remove Unused Software
. Manage your E-mail

System Performance

1

2

3

4

5. Manage your Passwords
6

7

8

9.

10. Clean Up the Disk

Full details at:

OPrPCuUG
TECH
TALKS

Registration required
Free for OPCUG members

https://opcug.ca/events/springcleanup/




‘SPECIAL
OFFER!

2 for1

Our membership offer isw'+ that hard

Buy a one-year membership ($2.0) and

aet an additional year absolutely free!
(But, only antil Warch 3157)



Already an OPCUG Member?

Don’t renew your
membership !

Your membership
expiry date will be
extended by another
year at no cost




NGX'I’ Q&A
Mar 2ng

Send your questions,
answers, and topics
you wish to share to:

SuggestionBox@opcug.ca






