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Our Education Centre. 
The central point of all our activities for PC and Apple users.

   Unit 56 HarbisonCare, 2 Charlotte St, Burradoo, 2576, NSW. 
www.shcug.org.au 

How to join SHCUG.                                                                                                                                          
Visit our Education Centre and drop in at one of our weekly activities to collect an application form. 
Payment can be made in cash or by cheque and handed to a tutor. Fees are $40 single or $60 couple. 
Alternatively use EFTPOS transaction IMB Bank:  BSB number is: 641 800 and the account number is.
200456000, or send the application form and cheque, made out to SHCUG, to following address:  
The Treasurer,SHCUG,c/-HarbisonCare, 6/2 Charlotte St, Burradoo, NSW, 2576. 

Renewing memberships. 
Renewal forms are sent out each year in early December to all current members by email, with all the 
relevant information needed to renew membership for the upcoming year.  

Correspondence: Letters to the committee can be addressed to shcugcontact@gmail.com   

Weekly activities held in Unit 56                                                                                    Contact 
Monday mornings, from 10 to 12 noon	 Members Helping Members.          J & M Oprey         4862-1584 
Monday afternoons, from 1 to 5 pm.	                           Apple Group	             Richard Spear      4872-1960 
	 	 	 	 	 	 	 	 	 	              Martina Oprey     4862-1584 
First Tuesday of the month, from 10 am onwards.	 Genealogy	             	  4871-2873   and   4868-1229 
Every 2nd and 4th Friday of the month, 	 	 Games Morning	  
from 10am to 12 noon.        	 	 	 	  

Upcoming events. 
Morning tea in Scott Hall on 17 December, from 10am to 12 noon.. 
  
In this issue. 
1   Cover-page and committee members. 
2   Joining and payment options, activities and contents. 
3   Renewal Application Sheet 
4   From your committee.   		 	 	 	 	 	 	 	 By your committee   
5  Free word processing programs. 	 	 	 	          	 	 	 By Martina Oprey 
6   File extensions and why they are important.                                        		 	 By Ron Cunnew 
7   File extensions and why they are important. 		 	 	 	 	 By Ron Cunnew 
7   Take Ctrl of your computer!           	 	 	 	 	 	 	 From W.S.C.C 
8   Sell-Buy-Swapp-Freebies.  	 	 	 	 	 	 	 	 By Martina Oprey 
9   Notice Board.  	 	 	 	 	 	 	 	 	 	 By Martina Oprey	  
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John Sue
Ron Martina

Rodney

From your committee

Peter

Here we are, a few more weeks and we are at the end of  yet another year.  

Your committee met at Friday 6 December. All were present except Ron Hampton who was still battling a 
cold. Work has started for the AGM which will take place in Scott Hall on Tuesday 5 February, starting at 10 
am, followed by a General Meeting. The financial report and Presidents report will be sent to all members in 
the middle of  January, 2019. SHCUG is heading towards its 25th birthday (May 2020) and your present 
committee is very hopeful that this milestone will be reached.  

A gentle reminder to all our members that the time has come again to renew memberships. Our fees are the 
same as last year, $40 dollars for a single membership and $60  for a couple. Very good value as SHCUG is 
open every week to its members seeking assistance with all kinds of  IT questions or problems. Membership 
sheets and money can be handed each Monday to Martina in return for a receipt or paid with cheque send by 
mail or by Electronic Funds Transfer. Renewal Application Sheet is on page 3.  

Don’t forget that on Monday 17 December we have our Christmas morning tea, starting at 10am in Scott 
Hall, to celebrate another successful year. There will be lucky door prizes and something for the winner of  the 
trivia quiz. So be in it to win it.  

Your committee would like to wish all our members a  

Happy Christmas and all the very best for 2019.  

Our weekly “Members Helping Members” sessions will commence again on Monday, 7 
January, 2019. 

Your committee. 
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Free word-processing programs
Not so long ago we could buy Microsoft Office on a CD, copy it onto our computer’s hard drive to be used for 
many years. Nowadays Microsoft Office is available as a download from the Internet and by yearly subscription 
only. There are at least four versions you can choose from, depending on your needs. The cost of  these versions 
ranges from the most basic at $88 per year to $188 for the more sophisticated version. A fifth version, Microsoft 
Office for Home&Business 2019, can still be purchased outright  for $345. So, what are the alternatives if  you 
don’t want to be paying these costs? Luckily, there are word processing programs free for the taking. Find below 
some Maxine Gray found on the website: www.makeuseofit.com  

Besides the word processing programs mentioned above, there are many more to be found on the Internet. The 
last two, AbleWord and Thinkfree Office Word Web, I found on a Lifewire website. In Windows 10 you have 
Word Pad and NotePad. There are also Libre Office and King Office, both free downloads.  So, there you have 
it, all you need to do is find the websites, read the reviews and download the one that suits you best, all for free. 

	 	 	 	 	 	 	 	 	 	 	 	      Martina Oprey

Word Online is a bit simpler than Word from 
Microsoft Office and lacks features such as Split 
View and style creation. You will only be able to 
save files to the default Microsoft format of  docx. 
To use Word Online you need to sign up for a free 
Microsoft account. 

Google Docs works anywhere and for everyone. It 
offers all the basis tools that you need for creating 
and editing stylish documents. Start with a beautiful 
template or get back to an older version. With the 
collaboration tool you can add comments and real 
time editing options. Google Docs saves you writing 
automatically. 

Pages is the preferred word processing software for 
Mac users, but you don’t need a Mac to use Pages 
for iCloud. By signing up for an iCloud account, 
you can use this program anytime, anywhere. Pages 
for iCloud has an easy-to-use set up and is not hard 
to master. People you are collaborating with will 
need to have an iCloud account as well.  

OnlyOffice is probably the lesser known online word 
processor, yet is by no means less capable than those 
others mentioned here. The layout and features are 
very much like those of  Microsoft Word. Documents 
can be uploaded to Google Drive and Dropbox. You 
can collaborate in real time with anyone, not just 
OnlyOffice users.

AbleWord Thinkfree Office Word Web

AbleWord is for PC users only and can be used 
with Windows 7, 8 and 10. Common file formats 
can be opened and saved to DOC, DOCX, PDF, 
RTF and HTML/HTM. AbleWord has all the 
functions that are found in full versions of  word 
processing programs, such as font, paragraph, 
styles, columns, image, border, header, footer, etc. 

Thinkfree Office Word Web lets you edit existing MS 
word documents, create new ones from scratch or via 
templates. You can save documents offline in a Word 
or PDF file format. You will find lots of  regular tools 
with which to make shapes, text boxes, symbols and 
more.You can also add images to your documents, 
page numbers, headers and footers, etc. 
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In unit 56 the other day I overheard two of  our tutors talking about file extensions and what the function of  
these were. This got me thinking about how many of  our members would know about file extension, what they 
mean and the purpose of  having them. But, more to the point, how to display them, because the default in 
Windows is to “hide extensions for known file types”. So, this article is for those who are as yet not familiar with 
file extensions or know little about this subject. Not wanting to go too deeply into it, find below a brief  
explanation about file extensions and why we should have some knowledge about it.  

What is a file extension? 
A file extension, sometimes called a “file suffix” or a “filename extension”, is the character or group of  
characters (Usually, but not limited to 2 to 4 characters), after the period (.) that makes up the entire file name. 
An example is: November Keyword.pages. The name of  the document is “November Keyword”, and 
”pages” is the filename extension.  

What is the purpose of  a file extension? 
The file extension helps your computer’s operating system, for example Microsoft Windows, Linux or Apple, to 
determine which software program the document or file is associated with. Putting it in other words, the 
document named “November Keyword.pages” was produced using the software program “Pages”.  

Can Microsoft Windows and Apple exchange documents without problems?  
No, this is not always the case. If  I were to email the document ”November Keyword.pages” to a person 
who also has an iMac, that computer will have no problems with it, as the operating system of  the iMac 
recognises the file extension and opens it with the Word Processor, Pages, which is preinstalled on all Apple 
devices.  

However, if  I emailed the same document to a Microsoft Window user, that computer will encounter problems 
opening and reading the document. Firstly, because PC users do not use the software program “Pages”, 
secondly a computer running Windows does not recognise the language Pages is using. For PC users to be able 
to open and read this document the file needs to be changed beforehand into a format that a computer running 
Windows can read. This can be done by converting the document ”November Keyword.pages” into a 
Portable Document File. The name of  the document stays as is “November Keyword” but the file extension 
is now “.PDF” and this format can be read by Microsoft Windows, Linux and the Apple operating system. 
Most Word Processors will have the ability to create a pdf  file in their “Save as” option. 

Because each software program has its own file extension, there are many thousands of  them. Some programs 
can recognise other formats besides their own. For example, on my iMac I can open and read Microsoft Word 
documents (docx), even though I haven’t got the program, Pages will open it. This isn’t so the other way around 
, Microsoft Word on a PC computer can’t open a Pages document. Likewise early versions (1997-2003) of  
Microsoft Word cannot open the later (.docx) files. 

Images too have a file extension, TIFF, GIF, JPG and PNG. Most photos have the file extension “.JPG”, take a 
screen shot of  your computer screen and the file extension is “.PNG”. Music and movie files do also have a file 
extension, mp3 and mp4a (read by iTunes) for music and .MOV for movies are just a few examples. 

Are all file extensions safe to open? 
The Mac OS provides considerably more protection against this problem but… 

Not all file extensions are safe to open, especially if  your computer is running Microsoft Windows. There are at 
least 50 known file extensions that can potentially infect your computer. The most common one is .EXE. A file 
with an executable File extension (EXE) means that the file format supports some ability to run an automatic 

   File extensions and why they are important.
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task. This is in contrast to other file formats that just display data, play a sound or video. In other words, if  you 
open a file with an EXE extension, your computer could without your continued permission, run one or more 
operations programs contained in that file, damaging your computer. Play it safe, never open an executable file 
from an unknown source, such as in suspicious emails or from unfamiliar websites.  

Also, some data files can contain “Macros” which are executable. A couple of  examples are Word and Excel 
files. 

How do we know what the file name extension is? 
The default in Windows is to “hide extensions for known file types” and this is exacerbated by the default user 
account having “Administrator” rights which allows executable code to run without alerting you. 

In Windows, changing the rights of  the user account is a bit too complex for this article but the file name 
extensions can be displayed by going to “View” in the File Explorer and putting a check mark (tick) in the little 
square box alongside “File name extensions” in the ribbon at the top. 

If  you’re unsure if  a file is dangerous 
Save it to some convenient place e.g. the desktop but DO NOT OPEN IT! 
Then upload it to the website “virustotal.com” where it will be checked out by about 60 different antivirus / 
anti malware programs. If  this procedure yields a negative result you can be reasonably sure that the file is safe 
to open.  The same procedure can be used to check out a URL (link to some website). 

Members who have questions about the above article are invited to come to the “Members Helping Members” 
sessions on any Monday (10am to 12 noon for PC’s) and speak to one of  our tutors.  

	 	 	 	 	 	 	 	 	 	 	 	 By Ron Cunnew 

Take Ctrl of Your Computer!
We know you all want more Ctrl over your computer, right? Well, here are some Ctrl key shortcuts that will 
save you time and trouble. 
  
Ctrl+F = Find something on a page – in a browser, text editor, PDF editor, ebook, etc. To remember this easily, 
think F = FIND. 
Ctrl+P = Print the document you have open. Whether it’s a web page, a Word doc, PDF file, text file, etc. 
Think P = PRINT. 
Ctrl+N = Opens  new window in the program that’s running. Think N = NEW. 
Ctrl+S = Saves the document you’re working on. Think S = SAVE. 
Ctrl+H = Shows your browser’s history. Think H = History 
Ctrl+J = Shows a list of  downloads in your browser. Think J= Junk. Is your downloads folder full of  junk? 
And let us not fail to mention: 
Ctrl+A = Select All 
Ctrl+C = Copy 
Ctrl+V = Paste 
Ctrl + Z  = Undo 
Ctrl + Y  = Redo 
When typing text in most word processors, highlight the text and use the following shortcuts: 
Ctrl + B = Bold 
Ctrl + U = Underline 
Ctrl + I = Italics 
Ctrl + K = Create a hyperlink 
  
Most of  these work on any version of  Windows. 
	 	 	 	 	 	 	 	 	 From Westlakes Seniors Computer Club.
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Free for the taking. 
Five ink cartridges. 

1x yellow, 1x red, 1x blue, 2x black. 

For the following Epson printers, 
XP 100, XP 200, XP 300, XP 310, XP 314, 
XP 400, XP 410 
WF 2510, WF 2520, WF 2530, WF 2540.
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Wanted 

Have you got an article that you 
wish to publish in Keyword. 

Have you got something to sell, 
want to swap or give away, 

advertise it in Keyword. 

Please send it to 
shcugcontact@gmail.com

     The  
    Southern Highlands Computer Users Group Inc  

      is proudly sponsored by

Notice Board
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