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LAPTOP TRAINING

Entrenamiento de
Computacion

Created by Rose Chavez Felicidades! Se
ha ganado una

computadoral




BASIC RULES - REGLAS BASICAS

No bebidas o La almohada. Never leave it in
comidas. Pueden [No ponerla the car!
dafnar la sobre nada [Nunca la déje en

computadoral inflamable!] el auto!]



INTRODUCTION TO HARDWARE -
"EL ARMAMENTO"

Power Ou’glet Ethernet Line Phone Line
El Tomacorriente Linea de Internet Linea de Telefono



Flash Drive:
Aparato para mantener su
‘ informacion estable y segura

USB Cable:

L 4

W

USB Port:

[La interfaz que conecta
entre la computadoray

SU equipo adjacente, por
ejemplo la impresoral



HOW TO USE YOUR LAPTOP -
[CoMO USAR sU
COMPUTADORA PORTATIL]

Keyboard [Teclado]

e Alphanumerics [Alfanumericos]

e Shift [letras mayusculas/minusculas]

e Caps Lock [solo letras mayusculas]

e Num Lock [niUmeros en la tecla de flechas] Mouse
e Function [Funcidn] Left.C“Ck [Ratén]
[El “clic” a la
e Control izquierda] . Touchpad

e Backspace [Retroceder]

[Mueve la flecha en |z




POWERING YOUR DEVICE - Plug in when needed
CARGANDO SU COMPUTADORA  [Enchuflalo cuando necesite]

Charge battery when not in use
[Cargar la bateria cuando no la
uses]

Battery Life - a couple of hours
[La duracion de la bateria — un
par de horas]




DANGERS OF THE INTERNET -
PELIGROS DEL INTERNET

Give no personal
iInformation!
[No de su informacion
personall
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@ HACKED 9§

Some internet sites

are harmful to computers.

[Hay sitios en la red que
hacen dano a las
computadoras]



.com
Commercial site
[sitio comercial]

.80V
Government site
[sitio del gobierno]

.edu
Education site
[sitio educativo]

Shop on secure sites
[Hacer compras en org

sitios segu ros] Organization site
[sitio de la organizacion]



WANT TO CHANGE THE LANGUAGE?
. [QUIERES CAMBIAR EL LENGUAJE]
s

Look for ‘Settings’

[Busca en ‘Ajustes’] O




HOW T0O
CREATE A
GMAIL
ACCOUNT
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Go to gmail.com -

J/

Click, ‘create a new account’ Signin
A drcp'd0wn menu Will appearo to continue to Gmail ;:nrgotemail?

Email or phone

Not your computer? Use Guest mode to sign in privately.

CliCk On ‘for my personal use,. Learn more about using Guest mode

Create account m

Click the blue ‘next’ button in the S
bottom right hand corner. It B

For work or my business




Type in your first and
last name.

Click the blue, ‘next’
button in the right hand
bottom corner to
proceed.

Next, type in your
birthday and gender.
Click the blue, ‘next’

button to proceed.

~

v

Create a Google

Account

Enter your name Last name (optional)
(United 5t

~

v

Basic information

Enter your birthday and gender

Month = Day

Gender

Why we ask for birthday and gender




Next, choose your email
address. You can use the
suggestions based on your first
and last name OR create your
own unique Gmail.

Lastly, create a password for
your Gmail account
Click the blue, ‘next’ button
once finished.

G

Choose your Gmail
address

Pick a Gmail address or create your own

English (United States) v

O 151292425@gmail.com
O Isonza212@gmail.com

@® Create your own Gmail address

@gmail.com

umbers & periods

Help Privacy  Terms

G

Create a strong
password

Create a strong password with a mix of letters,

numbers and symbols

Confirm

|:| Show password




The next page is going to ask you
to add a recovery email.

If you would like to you may add
one, otherwise click the ‘skip’
button on the bottom, left hand
side.

Next, you will be asked to review
your account information.
Click the blue, ‘next’ button

once finished.

G

Add recovery email

The address where Google can contact you if
there's unusual activity in your account or if you get
locked out.

Skip

G

Review your account
info

You can use this email address to signin later

o
practicetestemailcl@gmail.com




Privacy and Terms condition
agreement will pop-up.
As you are reading, scroll to
the bottom.

Once you are finished reading,
click the, ‘l agree’, blue button
in the right hand bottom
corner.

To create a Google Account, you'll need to agree to the

Privacy and Terms Tt arsble

In addition, when you create an account, we process your
infarmation as described in our Privacy Palicy, including
these key points:

Data we process when you use Google

+ When you set up a Google Account, we store
infarmation you give us like your name, email
address, and telephone number.

When you use Google services to do things like
write 8 message in Gmail or comment on & YouTube
videa, we store the infarmation you create.

When you search for a restaurant on Google Maps
or watch a video on YouTube, for example, we
process information about that activity = including
information like the video you watched, device IDs,
IP addresses, cookie data, and location.

We also process the kinds of information described
above when you use apps or sites that use Google
services like ads, Analytics, and the YouTube video
player.

Why we process it

Confirm personalization?

Personalization settings are turned on to give you a more personalized
experience, based on your saved activity and associated info, like location. One
of those settings is Web & App Activity.

You can change this and other settings by selecting “More options” below.

More options Confirm




About  Store

Upon completion, you will GO |€
be redirected to the g
google homepage with the 2 | '
search bar.

If you look to the right,
there is a button with your
initials.

**At this point, your email should be created and you are free to explore Google Suite tools. **



HOW TO CREATE
A Z00M
ACCOUNIT
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& 2% zoom.us

Z00om

Products

Solutions

Resources

* &6 B3 0O

QSear-::h Support 1.888.799.9666 RequestaDemo Join Hostv Signin

Plans & Pricing

s ™
| Contact Sales | QRIS gd-1-
M A

ZoomtOpIO Watch for free: Work Happy with Zoom Al Companion Americas: October 9 | EMEA, APAC & Japan: October 10  Register now >

X

0 One-time webinars now available for 10,000 to 1 million attendees

Enhance
workplace
productivity with
Al Compahnion

Streamline communication, increase employee
engagement, and improve productivity with Zoom
Workplace; fueled by Zoom Al Companion,
included at no additional cost.*

Explore >

4 Create a list of A/B Test Ideas

CTA text

Visual imagery

Go to zoom.us

Click the blue,
‘sign up free’, in
the upper right

hand corner.
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> C s zoom.us/signup#/signup

Z00Mm

b

|

[

Create your free Basic account

0 Unlimited meetings for up to 40 minutes and 100
participants each

Q Automated captions to help make meetings more

inclusive
o Secure, HD-quality audio and video

Q 3 editable whiteboards

O Team Chat for collaboration, file sharing, and more

e Zoom Mail and Calendar in the Zoom app
ﬂ Il - & £

e g o © ¢

Already have an account? Sign In Support English ~

Verify Your Age

Please confirm your birth year. This data will not be stored.

You will be redirected to
a page where you can
create your free Basic

account. It says, ‘verify
your age’.

Enter your birth year.

Click the blue, ‘continue’
button to proceed.



Next, the page will say
‘Let’s Get Started’.

« =2 C 23 Zoom.us/signup#/signup/email )¢ & FB b o :

ZOO' N Already have an account? Sign In  Support English v

Enter your personal

Q_,' Let's Get Started email address- PLEASE

“ - ] make sure you have
access to this email

By proceeding, | agree to Zoom's Privacy

Create your free Basic account Statement and Terms of Service. ad d re Ss
[ ]

0 Unlimited meetings for up to 40 minutes and 100 _ _
participants each Or sign up with

Q Automated captions to help make meetings more
inclusive

- o G 0

SR S — Click the blue
Zoom s protected by reCAPTCHA and the Privacy ¢ con ti nu e’ b utton to
proceed.

0 Secure, HD-quality audic and video
o 3 editable whiteboards

0 Team Chat for collaboration, file sharing, and more

si—
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- C 2% zoom.us/signup#/signup/verification?entry=signup

Z00Mm

-

* 6 GO @

Already have an account? Sign In Support English ~

Check Your Email For A Code

Please enter the verification code sent to your email address chavezz.rose@gmail.com

Can't find the email? Click here to resend.

i Open Outlook

M Open Gmail

Next, the page will say
‘Check Your Email
for a Code’.

You will need to check your
personal email address for
a code.

When you find the code in
your personal email
address, go back to Zoom
and enter the code in the
boxes.

Click the blue ‘continue’
button to proceed.



&€ > @G % zoom.us/signup#/signup/activate?enableEduServiceFlow=false >k &6 GO O N eXt’ th e p age WI ll
200Mm Already have an account? Sign In  Support English v Say ¢ C re ate YO u r
Account’.

Create Your Account

P— - , - , ,MTNaE:er:.fourfuu name and password. | A password Wlll need
&N : to be set for your
n hew Zoom account.

ast Name
Chavez

000000000000000

Click the blue,

‘continue button to
proceed.




< - C % usO5web.zoom.us/myhome & W ® If.;a 3 0

Let’s text!

Sign up for texts and save 50% off your first 2 months of Zoom
Workplace Pro! Plus get exclusive access to special offers, the latest
product updates, mobile tips & tricks, and more!

—_

»

5
&

Phone Mumber

Sign me up for Zoom Text Alerts”

By checking this box and submitting this form, you consent to receive recurring marketing text messages from Zoom
Video Communications, Inc. at the mobile number you entered above. Messages may be sent using an autodialer or
other automated system for the selection or dialing of telephone numbers. Your consent to receive automated
marketing messages is not required as a condition of any purchase. Terms apply to Zoom Workplace Pro offer.
Message and data rates may apply. Message frequency varies. Text STOP to cancel or HELP for help.

Zoom SMS Terms | Privacy Statement

No thanks

Once the page has
finished loading, a
pop-up window
will appear.

To avoid getting
text alerts, click
‘No Thanks’ in the
bottom right, hand
corner.



2% usO5web.zoom.us/myhome

Zoom

PERSONAL

Home
Profile
Meetings
Webinars

Phone

Personal Contacts
Personal Devices
Whiteboards
MNotes

Docs
Recording

Clips

Included in your plan:

Q Search Support

Plans & Pricing

Rose Alby Chavez

You are currently on a Basic Plan (Free)

© Meetings ) Whiteboard Q) Team Chat ) Mail () Calendar

®clips @ Notes ) Docs

View Plan Details

Manage Plan

O

o % & B I O

1.888.799.9666 Contact Sales Request a Demo

Schedule Join Host ~ Web App ~ u

Schedule Join Host

Personal Meeting ID
932 007 4505 [_g

Meetings Visit Meetings
No Upcoming Meetings

Test Audio and Video

Do more with Zoom
Workplace Pro

Once you clear the
pop-up box, you will
see your account
with your name.

**At this time, you have completed the sign-up process for Zoom.**
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