Easy Reads
on how to use the
computer and software

We are using easy words and
pictures in this accessible
information
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How to set up the
laptop computer

camphill
village
tru.

1. To set up the laptop you will 2. Put the plug in the plug
need charging cable and plug. socket.

3. Put the charging cable 4. Press the on/off button to
socket into the laptop. start the computer.

Pg 1l
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How to set up the laptop

computer continued = W

Login

Please enter your email and password to log in

Email: yourname@email.com

Password: ©eeeeeeeeeee

W Remember Me

LOGIN
l =

5. Let the laptop warm up and 6. Login with the password for
start. the laptop

7. If needed, plug in the
keyboard / mouse / monitor
screen / webcam

8. Open up the Read & Write
app.

Pg 2



How to close and
shutdown the
laptop computer

The Shalom Network

camphill
villp c

Save As

B SO Dl
bl an

1. Press the X to close the 2. Save the work you have
Read & Write tool bar. been doing.

¢ 4 3 & = =

a & ¥ ©®& 0

- o ® @ O =
3. Close the files, apps and 4. Unplug all the items that are
pages you are working in. plugged into the laptop.
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shutdown the laptop o
computer continued Wi

village

£ Search for apps, settings, and documents

©

! Pinned Allapps >

= e $ e
- ke

@
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File Explorer Edge

Edge Word Excel PowerPoint Mail Calen
a ® : B ®© A v &
5 : &
Microcort St e e M Settngs e ‘ Calendar  Microsoft Store  Photos Vantage ;nexxcf::l Settings
Pes I

2 0 6 B ©

s
()
»
@i
)
b

Solitaire WhatsApp Spotify Instagram Messenger Microso ft Sz Salliles Whatkengy SOty Instagram MESseia=y
Clipchamp
Rotoy g Torel! Recommended More >

| )
Read&Write McAfee LiveSafe peasals McAlec
Recently added Recently added

Recently added Recently added

Sheets

M o Sheets M o E
Reeenty added Recently added Recently added

Recently added
D Sleep

Slides Docs Slides g % Put the title of your
Recently added E Recently added e 17hado () Shut down
O Restart
8 Alex Digby O £ Alex Digby 0}

/

5. Press the Power button > 6. Choose the option
where the arrow is pointing too — Shut down.

7. Once the computer has 8. Take the plug out of the
shutdown close the laptop up, socket.

Pg 4
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How to use a
Computer
Mouse

camphill
village
tru.

1.This is a Bluetooth wireless
computer mouse. It has no
wire to attach to the laptop
computer.

2. Turn it over and take off the
back slide cover off.

USB Stick
is in here

3. You will find the battery
compartment in here and also
the USB stick.

4. Remove the USB stick and
put the slide cover back on.

Pg 5



How to use a computer
mouse - continued:

5. Put the USB stick into the
USB connector that is attached
to the laptop computer.

Right Mouse

Scroll Wheel
button

Left Mouse
Button

Pg 6



How to create
a Folder

File Explorer

1. Left click on the File Explorer
icon

5 Documents

@ New ~

< £8 Folder

cut

B

Microsoft Access Database

Bitmap image

® @

Microsoft Word Document

&

Microsoft Access Database
Microsoft PowerPoint Presentation

Microsoft Publisher Document

m B ®

Text Document

B

Microsoft Excel Worksheet

(1}

= Compressed (zipped) Folder

3. In the drop-down tab click on
Folder

T VOLY/

“eroy por™

- The Shalom Network
- camphill
vﬂl%%e

{2 Documents

@ New - (a] E

< 5 v A B> ThisPC > Docu

g Quick access Name:
@l Desktop

4 Downloads

7 Custom Offi~
“ Digital Pils
- Documents
P8 pictures
@ Music

i3 videos

% % »

~ New folde

> @ OneDrive - Personal
> Ml This PC

> & Network

3items 1 item selected

98

EB O search

2. Click on the + New button at

the top.

[% Documents
:w item in the current location.
JoNeEw foie) LJ ED @ @ 11

< > ~ /A & > ThisPC > Documents >

~

V. Quick access Name
@l Desktop » _ Custom Office Templates
. Downloads » ~ Digital Pilot Project
=l Documents ~ #
P Pictures » - |
© Music
u Videos

> @ OneDrive - Personal
> [ This PC

> ﬁ Network

4. Carefully delete the blue line.

Pg 7
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How to create a Folder W)
- continued oo TREXT

INQIIT Name
Custom Office Templates Custom Office Templates
Digital Pilot Project Digital Pilot Project

Rename your folder Rename your folder

5. Rename your Folder to a 6. Then your Folder will save
name of your choice. with its new name.

® New e O B B W N Sort v
N
N a n}e € N This PC Documents Rename your folder

M 4

Custom Office Templates r—

g:ctures ¢

Digital Pilot Project e
> [ This PC
> % Network

Rename your folder

7. Your Folder is now ready to 8. You will be able to save lots
open. of files in your new folder

Pg 8



How to open a new

Gmail account

1. Open up Google on the
internet

Create a Gmail account
To sigyip for Gmail, create a Google Account. You can use ...

3. Click on the option — Create
your own Gmail account

<1 VOLU/
e T,

DC
FVWAF

™ The Shalom Network
Gmail @

-— R

open a gmail account

Q Al (P Images [ Videos News @ Maps (™ Shopping 95 Settings

United Kingdom v  Safe search: moderate v  Anytime v

G hups://support.google.com > mail > answer » 56256%hl=en

Create a Gmail account - Gmail Help - Google Help

A professional, ad-free Gmail account using your company's domain name, such as
susan@example.com. Ownership of employee accounts so you are always in control of your company's
accounts, emails, and files. 24/7 phone, email, and chat support from a real person. Increased Gmail.

Create a Gmail Account Gmail Signup

A professional, ad-free Gmail account We would like to show you a description

using your company's domain name here but the site won't allow us.

2. In the search bar, type in
‘open a Gmail account’.

Create a Gmail account

To sign up for Gmail, create a Google Account. You can use the username and password to sign

in to Gmail and other Google products like YouTube, Google Play, and Google Drive.

Sign up for a Gmail account

1. Go to the Google Account creation page .

2. Click Create account.

3. Follow the steps on the screen to set up your account.
4.

Use the account you created to sign in to Gmail.

Create an account

4. Click on — Create an account

Pg9



How to open a new

Gmail account
continued

Google

Choose your Gmail address

Pick a Gmail address or create your own

51 V0L
9““ ”’4’?1/

(F‘;IWA ) DA

on FORO

The Shalom Network

.
G camphill
l ' Ia | village
tru

Google

Create a strong password

Create a strong password with a mix of letters,

numbers and symbols
QO perkypinky7@gmail.com 1

== password

\» Confirm

O pperky236@gmail.com

(® Create your own Gmail address

1 Create a Gmail address \
—»{ ppdi23 @gmail.com

© That usermame is taken. Try another 3
=l Vi =

Show password

Use your existing email

2. Create a strong password
that you will remember.
You will need to confirm that
password.

1. You may find the email
address is already taken, so
you will need to change it a

little, until it accepts it.

Google

Google -
Add recovery emall

Createa strong password The address where Google can contact you if

Create a strong password with a mix of letters, there’s unusual activity in your account or if you get
numbers and symbols locked out.

1

SSWOT Recovery email address
------------- \+1 chvtdigitalpilot@gmail.com

1 Next Skip
- ] Show password 2 /

m\<
3. Once you put your password
in it will look like this.
You can check the password by
clicking the show password

box.
Click next.

4. Type in another email
address to act as a recovery
email, incase you cannot get
into your email account. Click

Next. Pg 10



How to open a new

Gmail account
continued

Google
1 Add phone number

BiE ~ 07375395036

ill use this number only for account security. Your number
visible to others. You can choose later whether to use it for
other purposes.

Next Skip

1. Add the mobile number and
then press Next.

Google

Choose your settings

O Express (1 step)
Choose your settings in one step. Your choices to turn
1 settings on or off help tailor the content and ad experiences

you see.

\ © Manual (4 steps)

Choose your settings step by step. Your choices to turn
settings on or off help tailor the content and ad experiences
you see

You can change your settings anytime at
account.google.com

= ,

haN

3. Choose the option for
Manual then press Next.
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V““ ”"f?f

(NG

“eroy pors™

The Shalom Network

.
G camphill
| l .a I village
tru

Google

Review your account info

1 You can use this info when you need to sign in

\G Pinky Perky

2 ppdigitalinclusion@gmail.com

Recovery mobile number

07375395036

2. Check the email address and
phone number then click Next.

Google

For faster searching, save your
Web & App Activity
Step 1 0f 4

Choose whether to save Web & App Activity

O Keep until | delete manually

© Keep activity for 18 months
and manually delete any time

O Don't save Web & App Activity in my account

What data is used

Web & App Activity saves your activity on Google sites and
apps, including searches and associated info like location.
It also saves synced Chrome history and activity from sites,
apps, and devices that use Google services.

4. Choose one of the above
options.

Pg 11



How to open a new
Gmail account

continued

Google

For YouTube homepage
recommendations, save your
YouTube History
Step 2 of 4

Choose whether to save YouTube History

(O Keep until | delete manually

51 V0L
V““ ”"f?f
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™ The Shalom Network
camphill
village
tru

Google

For more tailored ads, turn on
personalized ads
Step 3 of 4

Choose whether to turn on personalized ads

O Show me personalized ads
Tailors the ads you see based on your activity and other data,
and lets you block advertisers or ad topi u're not
nterested in

O Show me generic ads
You'll still see ads, but they may be less useful, because
they'll be based on general factors like the time of day,
general location, and content of the page you're looking at

O Keep activity for 36 months

and manually delete any time

What data is used

(® Don't save YouTube History in my account
We'll tailor ads based on your activity on Google services,

such as your queries on Google Search, videos you watch
What data is used on YouTube, apps you install on your Android device, ads or
content you interact with, and associated information like

YouTube History saves the videos you watch and the things your location. We use information you have provided in

you search for when you use YouTube. your Google Account, such as your age and gender. We'll
also use your activity on other sites and apps that use our
How we use this data advertising services.

When this setting is on, YouTube History saved in your

account may be used in any Google service where you're How we use this data

1. Choose one of the above 2. Choose one of the above
options. options.

Google
Google Confirm your settings
k ) ) You can change your settings anytime in your
Get occasional privacy reminders Google Account
Step 4 of 4

@& Web & App Activity
Choose whether you want occasional reminders to take a This setting will be on
Privacy Checkup and review key privacy settings
«  Choose the types of data we save
@ YouTube History
«  Update what you share with friends or make public This setting will be off
1 «  Adjust the types of ads you'd like to see

@& Personalized ads

. D Privacy reminders
Get occasional email reminders about these settings This setting will be on

@& Privacy reminders

You can change your settings anytime at
Occasional email reminders are set

account.google.com

2 About cookies and similar technologies
haN il ek e s s
3.Choose whether you want 4. Confirm your settings. The
occasional privacy reminders. confirm button is right at the
Check the box if you do. bottom.

Click Next.

Back Next

Pg 12
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How to use a N Gmail QVWAF)@

Gmail email
account

M Gmail

Compose

1. Left click on compose to
open up a new email.

3. It will then fill the screen
more and is easier to work in.

Cc Bee

The Shalom Network

camphill
village
tru:

New Message -2 X

2. This box will then appear.
You can make it bigger by
pressing the double arrow

symbol in the top right corner.

New Message
To

Subject

4. Put the persons email
address in that you want to
send the email to.

Pg 13



How to use a Gmail g’
account continued: Cmail

camphill
village
tru

New Message

To

Hello, Hi or Dear

5. Write a subject title for the 6. Start by saying Hello, Hi or
email. Something that says Dear.

what the email is about.

New Message -2 X New Message -2 X

To Cc Bee To Cc Bee

~ Hello, Hi or Dear ~ Hello, Hi or Dear

Goodbye, Kind Regards or
another way to say goodbye for
now.

mi[mca@@@&?s W mi[mca@@l;l&.?s 0y

7. Write your email. What you
want to say to the person you
are sending it to.

8. Finish your email by saying
Goodbye, Kind Regards or
another way you say goodbye
for now.

And put your name last.

Pg 14



How to use a Gmail
account continued:
|

“ X

5K
Cc Bec

L}
il
iii
linil
Il
-~
~

v~ B I U A~

© @ SansSerif

CP:.s-0c6067:
10. The Cc means you can

9. The bars at the bottom of the _
copy someone else into the
email. The person receiving the
email will know the other

person has had the same
email.

email, give you choices to

change things like text size,
font, attaching files to the email

etc.

“ X

Cc Bece

12. When you have finished the
11. The Bcc means you can email and everything is done.
also send the email to some Press the send button.
else who cannot be seen by the
person receiving the email.
Pg 15
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Vertical Read & Write Bar s 7
+
>
|
+
- >
i
©
B) ]
'Y This down arrow head when clicked,
@ shows up more options to choose

from.

ik OB E - A &K 0B

il
)

Pg 17



"uopdo 8Ino9s }SoW By} 8S00Yd
0} Wayl yoes ybnoly} ob 0} pasu ||IM NOA 'G

suondo
8y} JO }sal 8y} pulj 0] UMOP ||0I0S “{

‘sbumes
ur sbuiyy Jusiayip 4o sjo| puy

NOA '€

nI)
23D[IA
Tyduind

¥I0MI3N Wojeys ayy

(N804 NOLLg,,

dVARAd
DC

A4 >
“anon 53

A111N28S 1§ UBIOS %007

991} g9 9%7'GE - PasSN %Sv
abelo1s

gJn1sip 1ou 0Q ‘auolbury ‘olpny
punos

9zIs U0 ‘deals ‘|ans| ssauiyblig

Kejdsig

Buuiewsl sAkep g ueyl 810\ - %6/
Kianeg

sdde ynejaq ‘suoissiwiad ddy
suoneoaniou g sddy

04N ‘Yioolenig
UoI10”uuU02 adIA=(

10ds10H ‘abesn e1eq ‘9lIqoiN ‘14-IM
19UIBIU| 1B YIOMIBN

A uo si JaAes Alaneg

>

uonewloyu yoojun

Kouablaws ppy

o+ X
sbumes ul yosess

%6LBW

-
)

0} undisbuly ppy

ko)

- @ & W vEEL

'u9aIos
auoyd unoA uo uool dde Bumes ay) puld ‘g

1Sed3104
AL 3|6009 Jayieam SM3N 084

ddysieym X0j3ll4

ON<

ooyep  wodburjoog 300gade4

SIIIELS

70040k

d Bupjoog

agnLnoA awoiyy sbumas

o6

10}e[naje) %2019 e1aWe)

favuung

sojoyd Jepua|ed S}OBU0)

®© 00

sdde yosess o

e R @ & vEEL

sbuipeg Ajunosag auoyd ploipuy

uoo| dde Bumes 8y} st siyl “|

Pg 18



"0}8 S}OBJU0D B suoydouolw
‘eJoWed ‘UuoNeoo| JINoA 0} 8AIB NOA Jey) SS800E JO JUNoWE 8y} JIWI| O} 8SIM SI )| “/

0 Pgl9

abelolg
sbeiols [ SUoydooIN 4
‘dde

suoydoniN 4 : S iom o1 papoou uoneooT

Al@Injosqe ssajun

440 pauin} esay)
. COE.NOOl_ @ 9ABY 0} BSIM SI )] 6 wHOGHCOO @

*anjq sl }l Uo pauln] si Buyes s uoyp) 8

elowe) (e ; elowey (e}
o9xongyon( @ °6p3 D
N0 suoissiwtad ddy > P © suoissiwiad ddy >
%88V <& N - @90 W /[VEL %LLBV& N -9 W /VEL

"J8Y}J0 yoea 0} y|e}
0} sdde 1o} Jou 10 JuUasu09 JNOA aAIB ued noA ataym si siy ]
suoiIssiwiad ddy ‘9

5] A
% Eﬁ—aﬁcu

YI0MISN woleys sy

03 MOy,

DO Au_s?iv Il penunijuos sbuipag Ajlunsag auoyd ploipuy

4 5
“ipyon 153



‘sBuijes 3ooqeoe

InoA uo Ayunoas Buoais Ajjeas aney 0} 8sIm SI )| “ZL

Joneg ‘dde uijuads awii |
pasueApy

10Q ¢L @duls pssn g3 677°'€L
abesn eieq

abelols |Ruisrul ul pasn gl LES
abelois

paiuelb suoissiwiad oN
uolssiwiad

uo
SUOIEOLIION

dO.1S 30404 Jiavsia

pajelisy|
}oogaoe

i o ojul ddy

%l[BV < N - ® 0 W 8VEL

n.Iy
99D[[IA
myduino

JI0MIBN wWoeys 3yl

i oy,

) i?iv

L7 >
“rmop 153

¢

- >

1 uolndAioug 3oo| pied NS ‘sdde uiwpe adiA8Qg

paoueApY

9dA1 noA se Alya1iq si1a1oelreyo Aejdsig

. spiomssed moys

co¢

‘2indo8s

apew 8 0] Pasu Jey) Seale oW 0} UMOP [|0J0S ||

uoneooT

Aoeaud

5007 Lews

—

'440 10 NO @q 0} sbuiyy

o
(@

o0
o

JUBJaYIP 10} JOU IO JUSSUOD INOA 8AIB UBD NOA 8laym si SIy |

Aun2ag g usaIdg 207 ‘6

Po1eAI1OE 10U }{o0jun E:Smmci*
19br.ue wndisbul4

1US1U0D BAIISUSS BpIH
Sol r_wx_wu_.w._a U2310S X007

Nid
e 30| U210

A1unoas aoiAaQg

"440 10 NO @4 0} aJe Asy} Jayiaym asooyo

pue aWwi) B e 8UOo BaJe U J& 00| 0} Paau [|IM NOA O]

R

%8BV & [ N E-N-

uo
221n9q AN puld

220z Aenuer g
a1epdn A1unoas

G/ L 1B Aepialsak pauueds sddy
10910.d Ae|d 916009

sniels A1unoas

A111N23s 3 U2aIIS Y007

Z panunuod sbuijag Aj1N2ag auoyd ploipuy

¢

6E:€L



“1a)y8q auoyd ay} asn noA djay o} uQ Jo
440 91| pinom noA yeym apiosp 0} sbulyy Jayjo ase alay] ‘Gl

'S - >
suoljewliue anoway
20uj2wlo)iad10aie Ae

uolsJas Ul IN0j0)
10s1nd asnow abieT

40 suoiisod jusiayip Wouj i Je %00| ued noA os —
; dei-s|dis1 g uonng yum Apube
UuoI108.110) IN0J0D U9810S 8} 8}e10J O}NE pue ‘Usalos 8U} U0 SPIOM @
8y} Jo azis ay 8yl sBuly) 8Bueyd UBD NOA "p| uoneoylube
X391 1senuco-ybi
X3l 1sel} ybobIiH lnejad
azis Aejdsiqg
|Jeruaviadxy
uo 1sabue
H0 uoneliqin 9ZIS 1U04
suonde)
Aejdsiqg
1ioys
oipne Buike|d

Aejo o ono
usym sjpuueyd auIquio) ISP PIOY B Y 1 1ndino yoaads-01-1xa |
olpne OUo

[ U=910S 9]elol-01ny
Sispeal usalos
1X3] U23a10S-Uo R olpny

||lEO Spu® uouNng Jamod

H0
Buinow
sdois Ja1uiod asnow Jaije 321D he} Anqissedoy >

%8LB" & N - ® & W CVEL
S]041u0d uooeIalU|

o Aupqisseddy >
‘Ingasn s1 sBuieg ay3 ul uoOds ANIISSEIIY dYL "EL
o90[IA %8.8V"< N - @& W CVEL

FIOMISN woleys 3yl

Aod Nozy,,

%ﬁi
oo A ¢ panunuod sbuiag AJIN2ag auoyd ploipuy

£/ X3
“hmon 15

Pg 21



‘wolj 8sooyd
0} suondo aiow 98s ||Im noA
pue MoJle UMOP a8y} Uo 211D '9

4+131D

d+141D

FAa

e + %00l -

"}sI| @A0qge 8y} 89S "suoido Jusiayip
10 s)0] yum Jeadde |im xoq umop doip v ‘G

FUNILINUA [[E4U]
“puly
~yse
“quLd
wooz

SUoIsua1x3

E Jabeuely piomssed a|60095

(+1413D

N+HIYS+|1D
N+[431D

1+113D

>0 ¥ X

sydewsoog
speojumo(

AioysiH

MopuIMm o1lubodu| MaN
MOPUIM M3N

qgey maN __J

I

SJOp € 8y} U0 %3110
'Sjop ¢ a.e aay} apis pueyiybu ay) uQ

FIOMIBN woleys 3yl

803 Noz,,

D)

E7 >
§§a> o

agNINO <

anoqe ainyoid ayy ul se

‘nuaw e s abed ay} Jo apIs puey Y| 8yl '

sospiapaym  GJ
e yorem  (Y)

K101S1H @

< NOA

suonduosgng
suoys

aWwoH

€ D Iy

__aqnino; B

uodaqnminoA @ (5]

aqninoA &B

noA

£

suonduosqgng

=~

suoys

&3

SwoH

- -

1NOA u

agn] nojA asn 0} MOH

Pg 22

‘Ieq
[10J0S & sI alay) apis puey b 8y up -

N

"Jeq
yo.1eas Jaulajul 8y} ul wod-aqninoA adA|

10

‘Joulajul 8y uo abed agn)
NOA 8y} uado [|Im }| "UODI SIY} U0 3OID  °|




"08pIA
Jeq ||0J0S

‘l18q
uonesyNou 8y} SISy L

‘JUN0JdJk INOA

‘Ieq

yoJleas ay) ojul y|e]1 ued nok pue
uojNg SIy} UO 32110 — suoydooly

sa}unoAe} InoA ul abed
SIY} ©ABS UBD NOA

i
B
X
&
N
2

uod| SUOISUBIX]
Jegepis Moys

uool aleys

n.)
90DI[IA
myduino

$I0MIIN Woleys ayL

(0d Noigg,,

dVAmAd

) 5
ko 153

=)

uool abed siyy pusg

(N[N0} <

X leq yoless

‘yoJeas o} sse|b buiAyubew ay} uo 3110
uay) 1o} BuIOO| 81e NOA JeyM 818y Ul BJLIAA
"leq yoJess ay} si siyl

abed mau e uado ued noA aleym si - +

Pg 23

_ANN\ED =

“}SI| umop dolp e pue aiay uo 211D

wodagqninoA m

O o« >

20N NOA a-

SMmolle

abed sy} esop SpJemio} pue spiemsoeg

ued noA pue siyl JoI|o — X

panuijuod agn] NOA 8sh 0} MOH



ST VoL,
k““ ”"'h

How to Connect to a ARG
Zoom Video call on a _
laptop

The Shalom Network

2. Press the blue button that
says, ‘Join Meeting’.

1. Click on the Zoom icon

@ Zoom x @ Zoom X

Join Meeting Join Meeting

Meeting ID or Personal Link Name j [Meeting ID or Personal Link Name ]

Qte your name j 1 [Ente" your name j

Rem| mber my name for future meetings Re a, miber my name for future meetings
() Don't! onnect to audio () Don't onnect to audio
(") Turn of my video () Turnof my video
By clicking “J¢_n", you agree to our Terms of Service and By clicking "J{_n", you agree to our Terms of Service and
Privacy Staten| 'nt. Privacy Staten bnt.
Join | Cancel | Join | Cancel |
&S VRN 2 " S - 2
3. Put the meeting ID in the top 4. Enter your name in the
box. It is a set of 11 numbers second box. Then press the
Then press the ‘Join’ button. ‘Join’ button.
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How to Connect to a (ol R

Aenoy rord™

Zoom Video call on a

camphill

laptop continued.

@ EntepmeEet g passcode 8 1z} Entér meeting passcode X
Enter meeting passcode | Enter meeting passcode
[Iﬂeeti g Passcode j @:ﬁ R ]
1 Then
press the
‘Join
Meeting’

| button.
Join Meeting | Cancel | Cancel

5. Put the Passcode into this 6. The passcode will look like
box. It is 6 numbers. little stars. — this keeps if safe

and secure.

8 Zoom Meeting

'@ Video Preview X

_ -
Host has joined. We've let them know you're here © *
Test Speaker and Microphone

Always show video preview dialog when joining

8. Then wait for the person

7. Press the Join button. hosting the meeting to let you
in.
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How to Connect to a (e

Aenoy rord™

Zoom Video call on a

camphill
village

laptop continued.

@ Choose ONE of the audio conference options X

Computer Audio

. . . To hear others,
Join with Computer Audio click the Join Audio button
Test Speaker and Microphor

__J Automatically join audio by computer when joining

10. As you are connecting to
the call, you will see this
screen.

9. Then press the blue button —
‘Join with Computer Audio’.

Your Name Leave Meeting

Cancel

_ 12. You leave the meeting by

Pg 26



How to Connect to a
Zoom Video call on a |
laptop continued. cogpil

The Shalom Network

Unmute Start Video Click on ‘View’ first.

13. Press the two buttons
above to unmute yourself and Speaker

start the video. v Gallery

Sort Gallery By

Hide Self View

idedllon-video Participants

Fullgcreen

2

14. Make sure you are in the gallery
setting.

3
15. You can also hide your picture on the screen.

Speaker
Gallery

Sort Gallery By

Hide Self View

Hide Non-video Participants

Fullscreen

16.1f your screen is small you
can make it bigger by choosing pg 27
‘Fullscreen’.
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How to use Facebook?

Caﬁphill
trust

The Shalom Network

2. Facebook is one of a few

1. This is Facebooks logo different types of Social Media.

[
3. To be able to use Facebook 4. This is the Home page on
you need to first set up an your account. You can have a
account. white or a black background.
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How to use Facebook?

camphill
village
tru

The Shalom Network

n Give Feedback

Settings & Privacy
Help & Support

Dark Mode

Switch to Qassic Facebook

O ~ © o

B LlogOut

5. Your Name will be here and 6. One of the most important

also the number of friends you things is to make sure your
have linked with. Facebook account stays secure.

) Ssrntnck Settings & privacy
& Settings & Privacy ) Settings
o Help & pupport
Language
€ DarkMate
° Switch to Oassic Facebook P"vaCy Checkup
Privacy Center
B LlogOut

Activity log

Feed

8. Then click on the "Privacy’
options and check and change
them as you need to, to make

them secure.

7. To check and change these,
click on the ‘Settings’ options.
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How to use Facebook?

camphill
village
tru

The Shalom Network

+ Addtostory /' Editffrofile v

9. You can personalise your 10. You can upload a photo on
profile. Be careful not to put your home page.

private information on it.

About Friends Photos Videos Check-i

Sports
Music

Movies

TV shows

Q but Friends Photos Videos Check-ins More v

Books

12. Following other peoples

11. The Facebook timeline Pages: You can follow other
shows all your activity on pages. Like local activities,
Facebook including photos. celebrities, bands,& sport
teams.
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How to use Facebook?

camphill
village
tru

The Shalom Network

Default audience

Sports

for future posts, but you can always

Music

Public
Anyone on or off Facebook

Movies

TV shows

Books

Likes

= Events

14.You can put things on
Facebook this is called Posting.
It is wise to only post to Friends
not the whole world.

13 Be careful when following
other people's pages. Make
sure the pages have been
checked to be real.

Create post Friend Requests

-_—

o’ @ Friends v

M/hat's on your mind,

Add to your post

1 mutual friend

Confirm Confirm Confirm

Remove emove Remove Remove

16. Friends: you can invite or
accept people to be friends with
on Facebook. It is wise to stick to
people you know who are friends
in real life.

15. Be careful what you post
and keep it to general interests.
Do not give out personal
information.
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How to use Facebook?

Friends

ds
All friends

&«

Q_ Search friends

84 friends

3 mutual friends

9 mutual friends

17. It is wise to only connect on
Facebook with people you
already know. Family & Friends.

You will see people's

19. Newsfeed: Your newsfeed

is yours; You will see posts from

your friends and the pages you
have liked.

IR

oo RG

The Shalom Network

camphill
village
tru

A kind hearted person

G &

" You can share

* videos or watch I+

other people's =
videos

I 003/300 —mmm——

18. Videos & Photos: You can
share photos and videos.
Be careful what you share
and make sure that you have
the consent from others who
are in your photos.

Live video {\§ Photo/video @ Feeling/activity

20. Facebook Status: This is
where you can update friends
with your news.
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How to use

Facebook e
Messenger L

21. Facebook messenger is a 22. To send a message, press
chat feature, where you can the Messages button. Then
send messages to your friends. type your message to them.

i ~ |

—
23. You can also make voice 24. You can also do this
and video calls on Messenger. through the Messenger App

Pg 36






Contact Us

123 4567
1 2 3
G 9 €

'y @) ¢

Forest Voluntary Action Forum (FVAF) - Alex Digby
Email: community@fvaf.org.uk

Phone No: 01594 822073

Website: www.fvaf.org.uk

Camphill Village Trust — Janet Hawkins
Email: janet.hawkins@cvt.org.uk

Phone No: 01594 516246

Website: www.camphillvillagetrust.org.uk

The Shalom Network — Miriam Goldby

Email: miriamgoldby@theshalomnetwork.org.uk
Phone No: 07375 395036

Website: www.theshalomnetwork.org.uk

We hope to hear from you.....

We would like to thank The Barnwood
Trust, FVAF, Camphill Village Trust &

eeigg)a; The Shalom Network for their help in
B . producing this document
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