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Use your computer with confidence

Get to grips with practical computing tasks with minimal time, fuss and bother.

In Simple Steps guides guarantee immediate results. They tell you everything you need
to know on a specific application; from the most essential tasks to master, to every
activity you’ll want to accomplish, through to solving the most common problems
you'll encounter.

Helpful features

To build your confidence and help you to get the most out of your computer, practical hints, tips
and shortcuts feature on every page:

A ALERT: Explains and provides . HOT TIP: Time and effort
practical solutions to the most | saving shortcuts
commonly encountered problems L

@ ez as0: roins you ‘ DID YOU KNOW?
to other related tasks and | Additional features to explore
information L

WHAT DOES THIS MEAN?

Jargon and technical terms explained in plain English

Practical. Simple. Fast.

nSimple Q!
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Tip 1: Build a free Google site

Google sites enables you to create a free hosted website. While this may not be the best
long-term strategy, it is a good way to learn the basics.

B3 Go to www.google.com/sites and click Create new site.

) Follow the onscreen cues to create your site. GOUSIE sites
—

| Create new site |

Choose a template to use

- e
323 b :ﬂ_
Blank template Classroom site (2 Project wiki @ Family site @
Name your Site: a

The Thatcher Family

Your site will be located at this URL:
https://sites.google.com/site/ thatcherfamiley
Site URLs can only use the following characters: A-Z a-z,0-9

Choose a theme (currently: using template default)

1 []

lceberg Open Sky Rounders Slate

A p———
&5 You must be signed in to your free Google

account to create a site. To create an account and sign
in, visit www.google.co.uk.

WHAT DOES THIS MEAN?

Hosted website: a website that is built online, as opposed to creating the site on
your computer and then uploading (copying) files to the Web.




Tip 2: Create a static website

with WordPress

WordPress is a blogging platform, but you can use it to create a static website

(without a blog).

Click Add New.

Click Publish.
Open the Settings menu and click Reading.
Click A static page.

Select the page to use as your front page.

Qo006

Click Save Changes.

Log in to WordPress and open the Pages menu.

Type a page title for your site’s opening page.

HOT TIP: You can also
use WordPress to create a
combination website and blog.
See Chapter 4 for details.

[

&1 Deshbaard [C) Add New Page
# Posts Welcome B et
W Media Save Draft Priviem
a" Linka 3
n Upload/nsert. (= & 51 © Vsl wrhe o i n
e WVisbddty: Publie Edd
B4 e iz E|w|m = HiZ-a = 1% Putlish bmmadintaly (5t
Add New
E} Comments ova '
{8 Dashbosrd [5¥ Reading Settings
& P Front page displays ) Your Latest pests
5 Mesdia a ® A gtatic Dage {vehect bakow}
# ke Froes page: [Heims 7 1=
0 ugm Pasts page: — Sees — =
[
o Wog pages show ak most 10
i Comment
Syndication leeds thew the 10 idess
Mot fecent
Thesis
For sach article in a fead,
® Fultast
1B Apprarmce shaw Sumeary
£ Pugina @
& tiees Enceding for pages and feeds  UTF-8 The Churae srcetng o UTFE
meoomimanded. if you e S3vEnCUOLS thare an Some pifwr snopgngs}
T ok
Bee - QEEEE B
Witing
Reading
Euarunmce
ada

WHAT DOES THIS MEAN?

Blog: short for ‘Web log’, a site that contains regular posts arranged in reverse

chronological order.




Tip 3: Change themes in
WordPress

Plenty of free themes are available for WordPress and you can find many of them
without having to leave it.

3 In WordPress, open the Appearance menu and click Themes.

F) Click Install Themes.

E) Click one of links near the top to browse the collection.

3 Click Install next to the desired theme.

[ Activate the theme.

18 Dachboard zu) ge Ther Install Themes a
# Posts Search | Upload | Festured | Newest | Recently Updated B

Media

& Links

[E] Pages

Pages

Add New
G Comments

S Thesis

Appearance | ¥

(Ehemes Pixiv Custom Food Recipe
Widgets Install | Preview Install | Preview
Menus

Pixiv Style. This is the simple theme Your blog served up cafe style

Editar S
that use 3 little images. 1d

|§| Installing Theme: Food Recipe 1.3.1

Downloading install package from http://wordpress.org/extend/the
Unpacking the package...

Installing the theme...

Successfully installed the theme Food Recipe 1.3.1.

Actions: Preview | Activate | Return to Theme Installer

WHAT DOES THIS MEAN? . HOT TIP: You can search or
browse a collection of more than

1000 free themes at
http://wordpress.org/extend/themes.

Theme: a collection of files that control the
appearance and layout of a site and
may also add features.




Tip 4: Choose an attractive
colour scheme

Color Scheme Designer online at http://colorschemedesigner.com can help you choose
harmonious colours for your site.

Go to http://colorschemedesigner.com.

Click a colour scheme type: mono, complement, triad, tetrad, analogic or
accented analogic.

Drag the circles on the colour wheel to select the desired colours.

Rest the mouse pointer on Export and click HTML+CSS.

Color Scheme Designer displays the colour palette with hex codes for the colours.

B Primary Color: FFFRLD

Secondary Color Az

Secondary Color B2 FFmann

. HOT TIP: To see the scheme . HOT TIP: Drag the darkest circle
on a sample Web page, click the to move all of the circles and then
‘Light page example’ or ‘Dark page drag the lighter circles to make finer
example’ option in the lower right adjustments.

corner of the screen.




Tip 5: Create a custom banner

You can use BannerFans at http://bannerfans.com to create an attractive header image
to display at the top of your site.

B3 Go to http://bannerfans.com
and choose a background
colour and gradient or
upload an image.

Add and style text.

Add drop shadows and
special text effects.

Add a border.

Download your banner.

. HOT TIP: You can obtain free \?)

header art images from Digital Westex WordPress enables you to upload
at www.digitalwestex.com/gallery and the header image you want to use
other online galleries. on your site from your computer.




Tip 6: Prepare photos for your
site

Prior to uploading images, adjust their quality and size using photo editing software.
This task shows how to prepare a photo in Picasa.

e - - - STETTE
Open the photo Pl Pl - View> Folces-—Viche = Comste—~Tooks: Helo . T |
e - USEELEE
Click I'm

Feeling Lucky.
Click Export.

Choose a folder to
export to.

Specify image size
and quality.

Click Export.

Image size: ) Use original size

| @ Resize to:
B i posst:
TR i e

Export movies using: @) First frame

Full movie {no resizing)

Watermark: [7] Add watermark

Stamp photos with your name, 2 web domain, or a copyright notice.

e

. HOT TIP: To use only a portion
of the image, crop as desired prior
to exporting it.

. HOT TIP: You can download Picasa
for free from http://picasa.google.com.




Tip 7: Add a YouTube video

You can easily add a YouTube video to any Web page or blog post by copying the
video’s embed code and pasting it in your page or post source code.

3 On YouTube, copy the video’s embed tag.
) Create your page or post and change to HTML view.

E) Paste the embed code you copied in the previous task where you want the video
to appear.

‘&un 9 4 Addio |~ | :ZEl Share <Embod> || [

- -

Afier making yésr s8ICISN, Copy ANd DASIE e aTEEd Code ABcve. The CO56 chanpes Based Sememmenie
O your selchion,

[ Inciuge telated viseos
[ Enasie privacy-enhanced mode [7]
71 Ui irame ambed code (bebi) [7]

Burn a DVD in Windows

Permalink: http://joekraynak.com/uncategerized/burn-a-dvd-in-windows. html

Edit

Upload/Insert = B A {3 Visual HTML
b | i | link | b-quote | del | ins || img | ul | ol | li | code more

lookup | close tags

Here is a short video that shows how to burn a video to disc in Windows

7.

<object classid="clsid:d27cdb6e- ae6d- 11cf-96b&-444553540000" E’
width="480" height="385" codebase="http://download.macromedia.com
/pub/shockwave/cabs/flash/swflash.cab#version=6,0,40,0"><param
name="allowFullScreen" value="true" /><param name="allowscriptaccess"
value="always" /><param name="src" value="http://www.youtube.com
[v/oSsleokRLqI?fs=1&amp;hl=en_US" /><param name="gllowfullscreen"
value="true" /><embed type="application/x-shockwave-flash"
width="480" height="385" src="http://www.youtube.com
/v/0oSsl6okRLqI?fs=1&amp;hl=en_US" allowscriptaccess="always"
allowfullscreen="true"></embed></object>

Word count: 16 Draft saved at 9:49:25 am.

. HOT TIP: If you do not want to ) ‘ DID YOU KNOW?
post your video on a sharing site, With the new HTMLS5 <video> element, soon
consider installing a plugin such as you will be able to insert videos as easily as
FLV Embed, which enables you to inserting images. As long as the video is in
host videos on your own site. See the proper format, browsers will be able to
Chapter 9 for more about plugins. play it without a plugin or YouTube.

— —




Tip 8: Configure your site with
widgets

WordPress includes a collection of widgets that you can add to any sidebar simply by
dragging and dropping them into the sidebar of your choice.

) Open the Appearance menu and click Widgets.

‘ DID YOU KNOW?
(]

A theme may have two
E) Drag the widget to the sidebar and drop it in place. sidebars and allow you to
use one or both of them.

) Expand the destination sidebar box.

— Screen Options *  Help»
{3t Dashboard @ mdger‘g
P Posts Make sure to | E’frfrt yfl:tr_mﬂa M?[ary and upload your | wp—i_n_n:_l_gd_:ag i .t_r!?meﬂas“ A _rm;ufyl;,s 4 _cufth_F_\le.E 5
Media files to the CDN to ensure proper operation. E—Eth\s me.sc,;;e
& Links
Q Comments Drag widgets from here to a sidebar on the right to activate them. Drag
widgets back here to deactivate them and delete their settings. Text
i Thesis Akismet Tag Cloud
# Akismet
— ;
Tisria Archives . Custom Menu G%()
Widgets n A maonthly archive of your site’s posts et Pt
Menus
Thesis Import/Export Calendar B
S Recent Comments: Recent Commi
Editor A calendar of your site’s posts
£ Plugins @ S P——
18 Users .
A list or dropdown of categories
T Tools Calendar
Settings Custom Menu
Use this widget to add one of your
“  Performance custom menus as a widget. _
Google Custom Search
SEE ALSO: After dropping a &= If you have difficulty working
widget in a sidebar box, the widget with widgets — such as a widget not
may expand and prompt you to appearing where you dropped it - try a
enter settings. The next tip shows different Web browser.

you how to enter settings. —




Tip 9: Examine source code with
Firebug

To view the HTML tags and CSS styles that control the position and appearance of an
element, use Firebug to inspect the element.

3 Open the Web page that contains the element you want to inspect.

) Click the Firebug icon.

E) Click the Inspect Element button.

[ Click the element you want to inspect.

3 Check the element’s HTML.

[ Identify the element’s selector and style declarations.

File Edit View History Bookmarks Iools Help B "
- € X & (P hitp/iwwwpearsoned.co.uk/Baokshop/ 7Y -] (&~ 8ing R 9

4-}60 | [ Custom Fil.. | Evmw—{ Ev;nigctsd.“ ™= Createnews| || Howtoreu | || SearchRes. | P Pearso...x || >_|:-\-
w -

e n
Business

Bookshop

i

Be the first to hear about
offers, sales and news

Careers & Personal
Development ¢ N
Computing WWelcome to our bookshop Book Of The Week
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. HOT TIP: If that grey box gets in the . HOT TIP: Use Firebug to
way, you can drag it out of the way. You can troubleshoot problems with
also click the Layout tab just above the CSS HTML and CSS when an element
style pane to view a graphic of the object’s is not appearing as you expect.
padding, border and margin.




