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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.  
Alternatively, send the application form and cheque, made out to SHCUG, to the 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  2015committee@gmail.com   !
Weekly activities held in Unit 5 and 6. 
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,	 	 Genealogy	 	 	      Maxine Gray 	  4869-4958 
from 10 am to 12 noon.	        	 	 	 	  
Wednesday mornings. 	 	 	 Tutoring by appointment.	      Maxine Gray          4869-495	  !
Upcoming events. 
Presentation on Pages-version 5.2.2- The Basics, Monday, June 29, from  2pm  to 3.30 pm, in Uit 5. !
In this issue. 
1  Cover-page and committee members. 
2  Joining and payment options, activities and contents. 
3  From your committee.	 	 	 	 	 	 	 	 By your committee 
4 Pictures of our birthday party.		 	 	 	 	 	 By Martina Oprey 
5  PDF files.	 	 	 	 	 	 	 	 	 	 By Martina Oprey	    
6  From Windows to Mac..	 	 	 	 	 	 	 	 By Val Dickson 
7  Gmail and the Spam box.	 	 	 	 	 	 	 By Victor Sweikert 
8  Notice Board	 	 	 	 	 	 	 	 	 By Martina Oprey 

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

Winter has arrived in the Highlands and people once again are all rapped up in warm clothing. Therefore our 
coordinators of  the Monday “Members Helping Members” sessions do make sure that the heaters are switched 
on a bit earlier, to take away the chill.  !
Reflecting on the month just gone by, we are pleased to announce that our birthday party, held on May 23, has 
been a most pleasant occasion (see page 4). Despite the fact that some members unfortunately had to cancel out 
at the last minute, we still had 47 people sign the members list. As always there was much talk and laughter, an 
indication that all enjoyed the gathering and were having a good time. We like to thank Geoff  Piggott for being 
the MC for the afternoon, as well as for skilfully cutting the birthday cake. Our thanks also goes to our catering 
team composed of  Wendy Ryan, Sue Cosgrove and Denice Quigg. They did a fantastic job, making sure that 
all were looked after with drinks and nibbles. Peter Jackson, Rodney Andrews and Peter Cosgrove receive our 
thanks also for helping setting up Scott Hall before hand and cleaning up after. With your help these jobs were 
done in record time.  !
A small display of  computers and software (Microsoft and Apple) spanning more than 20 years of  information 
technology had been set up in Unit 5 and 6, for members to have a look at. The old commodores, from the 
around 1982, proved the stars of  the display. Several of  our older members remembered these, some telling us  
that they had used them. The fruity coloured iMac from 1998 attracted also much attention as well as previous 
software programs, the oldest on floppy disks. It made us all realise how much had changed in a short time. !
On  Thursday, July 2 SHCUG will be holding a “Get to know Windows 10” session for our PC users. If  you 
have Windows 7 or Windows 8.1 installed on your computer, you might have noticed the small white ‘windows’ 
icon sitting in your notification tray, bottom right on the task bar, that’s what we are going to talk about. A basic 
Excel course is also planned, so keep your eyes open in your Inbox for notification. !
Our heartiest congratulations to Desmond Kennard, one of  SHCUG’S original members, for receiving the 
OAM in the recent Queen’s Birthday honours.  Well done Desmond and we are honoured to have you 
amongst our members. 
Over the years Desmond has been involved in many museums including Sovereign Hill, Ballarat, the Museum 
of  Applied Arts and Sciences in Sydney and the big job with the Australian Bicentennial Exhibition way, way 
back in 1988.  What a time that was! 
  
Our ‘Genes Group” is made up of  people who are enthusiastic about researching their ancestors. We welcome 
any SHCUG member to come along on the first Tuesday of  each month to Unit 5 at 10-12. 
Last session was on Rootschat.com, an organisation with its members helping other members. It is a free site 
and if  you get stuck on a branch of  your family, whether it be here in Australia or World wide, there are lovely 
people willing to help. 
  
July will be a ‘round the table’ session, problems thrown in, help given and who knows you might just find that 
leaf  in your tree that has been missing. We will be talking about Family History programs also.  As we could 
well continue on after 12, bring some lunch and enjoy a chat. !
Lastly, put a date in your diary for Saturday 5 December, 2-5pm, for our end of  year do.  !
Your committee. !
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PDF files: What they are and why we use them.

PDF stands for “Portable Document Format” and was developed by Adobe Systems as a means for digital file 
exchange. The main idea behind the file format is to enable all computer users to be able to open, review, and 
print the documents saved in PDF formats. This means that users, whether they are PC users with Microsoft 
Windows or Apple Mac running OSX and don’t have the software with which the files were originally created, 
can still see the document as it was original designed and laid out, including all its fonts and graphics. Some of 
the beneficial features of PDF documents are listed below.	
!
1	
 Share files with others who don't have the same software.	

2	
 Share files with others who use a different platform (Mac, Windows, Linux, etc.)	
 	
 	

3	
 	
 Share files that will look the same (layout, fonts) on multiple computer systems.	
         
4	
 	
 Share files that can be protected from unauthorised viewing, printing, copying, or editing.	
         
5	
 	
 Create interactive forms that can be shared via email and the Web.	
         
	
 	
   
Our newsletter “Keyword” is created with “Pages” which is part of the iWork suite that comes preloaded on all 
new Apple computers. Before the newsletter is uploaded to our Website it is first converted to a PDF file. By 
doing so the newsletter maintains the original document formatting for both printing and viewing on multiple 
computing platforms used by our members. 	
!
Our tutors at times come across members who are as yet not familiar with PDF files and therefore do not know 
how to convert a document into a PDF format. To help them, find below instructions for PC users, who want to 
convert a “Word” document for instance into a PDF file. The instructions are for Microsoft Office, version 
2010 and 2013 and the other for version 2007, as there is a slight difference between the two versions. 	
!
Microsoft Office, version 2010-2013.	

Step 1: open the “Word” document you wish to convert to a PDF file. Step 2: click on “File” and choose “save 
as” from the list given. Step3: in the next window look for the “File types” field and click on “create PDF/XPS 
document”. Step 4: In the next window click on the icon “create a PDF/XPS”. In the pop-up dialog box enter 
the name and location of the PDF. Click the “publish” button to create the PDF. 	
!
Microsoft Office, version 2007.	

Open the Word document you wish to convert to a PDF file. Click on the “File” button found in the top left 
hand corner of the pop-up window. Choose and click “Save as <PDF or XPS” from the choices given. In the 
next window, type the name and location of the PDF document where indicated. Last step: click the “Publish” 
button, this will convert the document to PDF format and open it in Adobe Reader (if you have installed it).	
!
Apple/Mac.	

Converting documents to PDF, using the Apple platform, is as follows. Open the document (this can be a 
Microsoft Office document or any from the Apple “iWork suite”) you want to convert to a PDF file. Press the 
Command + P keys, this will make the print window drop down. In the print window, look at the bottom left 
hand corner where you find a button with the letters “PDF and a small arrow” on it and click on the arrow.  A 
small window will drop down and from that choose and click “Save as PDF”. The next window that drops 
down is the usual one where you type the name of the document and the location to save it too, in the spaces 
indicated. To finish: click the “save” button and you will have created a PDF file, a copy of the original 
document. 	
!
Should the document you converted be a template to be used over and over again, do remember to keep the 
original copy.  Once a document is converted to a PDF format, it can’t (easily) be changed or edited.  	
!
I know there is software that will allow you to edit documents in PDF format, but that is another story.	

	
 	
 	
 	
 	
 	
 	
 	
 	
 	
 	
 Martina Oprey.	
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From Windows to                                                                Mac...	

A year ago I inherited an Apple 4s iPhone from family who insisted I must dispense with the outdated 
flip phone...now I can’t live without it...a real lifeline, which familiarised me with the OS X system, 
while day and night-time reading consisted of, From Windows to Mac, Mac for Beginners, Mac 
Basics etc.	


And two years ago my daughter said (after much Windows frustration), “Just get a Mac”, so I 
continued this research journey on the theory of Mac. plus an earnest savings program. Reaching 
my goal coincided with Apple’s rare decision to price match, even Googling the cheapest for me.	


Two weeks ago with money in hand (marvellous kids made the final top up for Mothers Day, Yea) I 
had the wonderful experience of putting my card on the counter for a Mac (faintly considered a 
reconditioned one) from the Sydney Apple store where I’d been attending free Mac workshops for 
some time, while in Town for weekly medical treatment...An array of willing expert staff helped set up 
my Mac ...I chose a MacAir 13” Yosemite, with no moving parts (but bought a Superdrive to plug in to 
watch Movies and backup to disc) since I travel a lot...there were cheers as I left, my 1.3Kg Mac 
neatly popped into a case, purchased on special elsewhere! No worries. The 4GB of memory will 
meet my needs, with ample SD card slot and two USB3 ports, and great graphics.	


From Whacky Windows (sorry) to Magic Mac is an obvious trend... I am now putting all that theory 
learned into practice...I must say the Mac is a dream to use...perfect keyboard (high on my list, as a 
touch typist), excellent size, screen and weight, and ease of use...I’ve transferred .odt documents to 
pdf in a breeze (with guidance from Martina), but every aspect is so easy, so enjoyable...Mac does 
the thinking, anticipating, suggesting the most intuitive alternatives.	


I like the layout, the ease of finding what I need...the lithium-polymer battery lasts for ages......all just 
so common sense. Within each program, like Pages (Word) there are huge choices...... having 
always used a mouse to navigate I was prepared to buy one but the magic trackpad responds (set 
up) to my feather touch, with multiple gestures... two finger touch for a right click, three-finger swipe 
for another screen etc.	


The myriad of keyboard shortcuts are easy to learn, and there are many that provide a wide network 
of options...Mac ‘auto saves’ but also gives options to have multiple copies in different places. I can 
see all the apps at a glance... a very clever, logical and beautiful system.	


It is early days of course, but I am so excited about the possibilities in my new Mac and what it can 
do for me, simply, effortlessly, intuitively, without frustration, and worth every cent...it is certainly a 
pleasure that I didn’t experience with a previous expensive Laptop and a tedious Netbook...I will still 
set the kitchen timer for a 30 minutes stretch-break....anyone can be cool but it takes practise to be 
awesome!	


From Val ... alias Awesome-Hi-tech-Mac-Granny	




!!!
Gmail and the Spam box. !

It has been a couple of  “Keyword” issues since I talked about the traps we can fall into when inter 
acting on the internet via email accounts or browsing/researching via the World Wide Web.  
Unfortunately, the traps are still there. SHCUG members, particular those who are new to computing 
and are using Gmail, might not know that Gmail is programmed to ‘sort’ their mail and any mail it 
regards as suspicious will end up in their ‘Spam’ folder.   !
But, Gmail isn’t infallible and members should therefor check their Spam folder for mail that isn’t 
‘Spam’.  To do this, hold the cursor over the left hand column on the Gmail page and that column 
should expand.  Click on the word ‘More’ and this column will expand further revealing the ‘Spam’ 
folder.  Clicking on the Spam folder will open it and you can see what is in that folder. If  there is mail 
in this folder that you identify as not being spam, you can either open the message or just tick the box 
to the left then click the ‘Not Spam’ button at the top and the program will place this message in the 
‘In Box’ where  you can deal with it normally.  !
If  you keep getting email from a sender that continually goes into the ‘Spam’ folder when it isn’t spam, 
your action of  highlighting these emails and clicking ‘Not Spam’ will eventually train Gmail to place 
like emails in the ‘In Box” initially. Many email programs will have similar features, so they can be 
trained.  But this does require you to check your programs’ ‘Spam’ folders regularly and especially if  
you are waiting on an email from a person or company.  !
My Internet Provider is Bigpond and I recently received an email, allegedly from Bigpond, in the 
Spam folder that advised “someone had attempted to login to my Bigpond account on Thursday, 
(yesterday) from an unrecognised location.”  The message then said I needed to complete a sign-in 
verification to keep my account safe.  It then advised I should supply my user name and password 
urgently otherwise “we shall suspend your account”.  It concluded with ‘thanks Bigpond Account 
Services.  It was obviously an attempt to obtain my personal information for my Bigpond account so I 
had no hesitation in clicking “Delete forever’ icon.  So, Gmail identified correctly this email was a con.  !
In a recent issue of  CNN, a newsletter from Westlakes Seniors Computer Club, were some good tips 
on Good Habits to get into when using the internet –  
• 	Beware of  Emails Asking for Personal Information.  
• 	Keep Passwords in a Safe Place.  
• 	 If  you Bank online, Monitor Your Bank Account Regularly.  
• 	Keep Quiet on Social Media.   
The more you share about your personal life on social media, the better chance criminals will have of  
guessing your online habits, your passwords and security questions.  Keep your social media accounts 
private. !
Our tutors are well versed in using the internet. Should you need some help with emailing, come to 
one of  our Monday Help sessions (Unit 5 at HarbisonCare Burradoo) and speak to one of  them. !
Victor Sweikert. 
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!
Have you got slides and want to 

transfer these to your computer, but 
don’t know how? !

SHCUG has the equipment to scan slides 
to your computer and burn to a CD. 

For information email: 
 2015committee@gmail.com 

Notice Board
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           The  
          Southern Highlands Computer Users Group  

      is proudly sponsored by

I asked the Lord to tell me 
Why my house is such a mess 

He asked if I’d been compute-ring 
And I had to answer ‘yes’ 

He told me to get off my butt 
And tidy up the house 

And so I started cleaning up 
the smudges of the mouse’I wiped and 

shined the topside, 
That really did the trick. 

I was just admiring my good work. 
I didn’t mean to click. 

But click ,I did, and oops- I found 
a real absorbing site 

that I got SO way into it- 
I was into it all night. 

So nothing’s changed, except my mouse. 
It’s as shiny as the sun. 

I guess my house will stay a mess, 
while I sit here on my bum. !

Sent in by Val Dickson. 

!
Attention 


Apple Group Members.
!
A presentation on 


Pages, version 5.2.2-the Basics.

Will be given on Monday afternoon, 


June 29.

From 2pm to 3.30pm, in Unit 5.


 

If you wish to attend this session 

email: martinaoprey43@gmail.com
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