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Beginning
You must know Step 1 and 2.
This course provides you have connection to internet.
This is a basic orientation about how to use internet.
Internet is changing all the time. What you see here may not be what you
see on your computer. When this happens you have to guess what to do.
This is realaty in this business and you must accept this to be able to learn
about computers.
One of the biggest problems when using internet is to know all usernames,
mailadresses and passwords. In the end of this booklet is an adresslist which

hopefully can help you.

Create folder C:\Documents\Internet

Webbreader Microsoft edge
Click window to the left in activityfield
Search for edge
Click right an mark fasten in activityfield

Start webbreader Microsoft edge
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When edge is starting usually a special webpage is poping up f.ex. http//
google,com

Adress to this page (URL-adress) you will find on top of screen in the long
square.

If you like to start with another page you clickon top to the right, star with
lines/Tools or cogwheel

& 8| G coge + ™ LR
o @ e google.com % = L 8
Installningar 4=

Valj ett tema

Ljust

Oppna Microsaft Edge med

En specifik sida eller specifika sidor

5 hupyjgoogle comy X

+ Lagg till ny sida

Gppna nya flikar med

Vanligaste webbplatserna och farslag pd inn

Importera favoriter och annan
information

Importera frén en annan webblasare

Faltet Favoriter
Visa faitet Favoriter
&

Radera webbdata

Valj vad du vill radera

Kento
info@liljedalsdata se

Synka dina favoriter, din slista, populara webbplatser
ach iningar i alla dina Windaws-eaheter

Avancerade installningar

Visa avancerade instaliningar
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Enter studyit.eu

Enter Windows 1-6, Windows 7-9, Windows 10-17
Now you have studied 3 pages

Now you can move forwards or backwards with right and leftarrow on top
to the left.

Searching a webpage by adress
If you are interested of company you often can try an address

You can try http://.volvo.com eller http://volvo.se

Com is standing for a commersial organisation and se is standing for
sweden

Test this

Now you hopefully see webpage of Volvo
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If you move cursor over this page you will see cursor changing to a hand in
different places

Here you can click to find pages linked to the page and showing further
information. If you want to return you click left arrow on top to the left

If so change adress for startpage and click OK.

URL-adresses you use are stored in a list. Click the small arrow to the right
in the field and you can see these adresses.

Seaching with search engine
If you don’t have an adress you can use a search engine to find information.
One of the most famous is google.

Suppose you are interested in information about how to build a violin but
you don’t know how to find such information.

Write build violin in search field and click search or press <Enter>

You will get a list of addresses where there is information about building
violins and a little information about what is written on each page

Search engine also tell you how many pages are found

Choose f.ex. Violin builder Ragnar Othelius building a violin in Orebro.
Clicka the link about building a violin.

Here you can see how to build a violin.

If you fail with an address you think is okay you can try a search engine
and find the page in this way

To print information from internet
Suppose all this information seems to be interesting and you want it printed.
Click Tools/Print or press <Ctrl> + P.
If you want to save this information for later use click Tool/Arkiv//Save as.
Save the file as violin building in your Internet folder.
Suppose you are interested of a small part of page.

Mark the part you are interested in.
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Click right and choose copy.

Start Word, click right and choose past.

To create information on internet

To pay bills

Start Edge and write http:/studyitblogg.liljedalsmarina.se as an URL-adress

Tank digitalt

This is a blogg

Suppose you want to ask how many A4-pages can be saved in an USB-
memory with capacity 4 MB.

Click comments in lower edge of screen.

Now you can ask your question.

Click <Send>

Hopefully owner of blogg will answer your question in a future insertion.

Creation of a blogg you can learn by Step 5

Advantages with paying bills by internet are that the program keeps your
suppliers data stored so you don’t have to registrate them every time. You
can also order the payment long time before it’s time to pay f.ex. if you are
not t home when it is time to pay.

You can also check status on the account any time.
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Disadvantages is you have to write the long OCR-number for every bill.
Here is now an instruction about how this may work.

If you get problems with paying by internet your bank has the duty to help
you.

When you enter the bank and wish to pay by internet you get the adress to
the webpage you have to use plus an PIN-code.

You probably must download a security program which is necessary to be
able to use the box where you registrate your PIN-code to go further.
Enter the adress you have got and follow instructions.

Suppose you will pay your first bills.

Enter f.ex. Handelsbanken.se

/= Handelsbanken - Windows Internet Explorer

Lol sl [ hitp://handelshanken.se/
€5~ | Sok efter webben... PHI @ ~ v ~ @& -~ D @ -

= P— = R EY
¥ ¢ |22[+ | @ Hendelsbanken XI‘Y;Yahoo! Sverige ]vaahoo! Sverige hr,avahoo! Sverige ] I B - &= v| T3« | sida v £ Verktyg =

delsba e = Ga direkt till - Siik
Privat Faretag Om banken Kontoret Loggain -

Lagga in

o 1
Internet och telefon Nar vill du besdka os _Personal banking nternettjansten

-Corporate bankin =P
4 g 54 blir du Intemetkund

TS Vi ar(-MarkeiOn-Line
=5 Aktivera

Konton och kort

dar g-ConfirmationsOn-Ling

2. sen -Institutionell

kapitalfarvalining Logoa in privat
Logaga in foretag

Betala och dverfira

Privatian och krediter

Bostad och balan

m

Spara och placera

Har du svart att bestka oss under expeditionstid? Vi vill Varning for falsk
Pension och férsakring uppmarksamma dig pa att vi ar tillgangliga for tidsbokning E-pOEt

bade fore och efter vara oppettider. Valkommen att Mer information
Private Banking kontakta 0ss och boka tid for radgivning! rEEEEE

- Man-Ons 8.15-17, Tors 8.15-18, Fre 8.15-16
Barn och faralder Om kontoret
Ung och student ;
Fega och vinn med oss ga"g';”’gmz" —
BankiD L i
- Provplacera i vara nya aktieindexobligationer och 96122 Saffle
Prislista se hur du kan tjana pengar utan att ta onédiga Karta
risker. Vill du sedan kbépa 4r det enkelt. Clearingnr 6304

Bli kund hos oss = e "
» Provplacera och anmal dig har

Logqga in privat

Kontakta kontoret
Telefon 0532 46280

Fax 0533 46888
Dags att g6ra om hemma? » Vi pa kontoret
Gar du och funderar dver en ny soffa? Eller &r det " . -
2 dags for en renovering? Oavsett anledning kan vi ?ﬂgﬁgﬁﬁgg&:;‘g;ﬂ
li‘ N hjaGIPa dig T,Ed finansieringen tor 10.00-17.20
aa 4 *=0E@omhemma fre 10.00-15.00 =2

Klar @ Internet | Skyddat lage: Pa #100% -

2 Handelsbanken - Wi... SV ¢ T CEdn 0757

Click down arrow and choose private.
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(2 Handelsbanken - Loggain

EANKENS STARTSIDA

Handelsbanken

NG i 7 Koniskaoss =

Skog Lantbruk

Om banken

Logga in - Privat

Logga in genom att klicka pa det inloggningssatt du vill anvanda.

\ Kortlasaren »
ansluten med sladd

m

y ~
y igﬂfj:ren » g\\\\a erl\:deamamn »

Skydda din dator
Se till att alitid ha ditt virusskydd uppdaterat.
Sakerhet

Samma kortlasare med eller utan sladd

Loggar du in med sladden ansluten krdvs farre knapptryckningar for aft signera dina bankarenden.
Du méste ha ett sékerhetsprogram installerat pd din dator for att logga in med sladd.

Utan sladd kan du legga in fran vilken dator som helst.

Ladda ner sakerhetsprogrammet
Mer om inloganing med koridsaren
Hiélo med inloggning

i} Favoriter | {5 & | Forslag pa webbplatser ~ @& | WebSlice-galleri ~

‘ & hitps://secure.handelsbanken.se/bb/glss/serviet/... | | i - ~ [ m® v Sidav Sakerhetv Verktyg~ @~
-
- B
i3 BanklD s&kerhetsprogram - Legitimera m
Jag legitimerar mig mot L
secure_handelsbanken. se
Legitimering med Bank|D
BankiD:
21 Jan wals BankiD - i f)
Tryck pé knappen ') ag legitimerar mig"' for att fortsstia, I
BankiD
Jag legitimerar mig I [ Awbryt ] [ Hidlp... ]
Klar & Internet | Skyddat lige: Pa v ®|10% -

Click <l identify myself>

Now you have to registrate your PIN-code to get further.
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e(:, ‘cure handelsbanken.se/private/ O = & Svenska Ha.. & & X |I & Handelsbankens Internettja... *

Start Konton och kort Betala och dveridra Lan Spara och placera Pension och farsakring
Konton och kort v Vanliga drenden I
Namn Saldo : Disponibelt belopp * Betala > I
Allkonto 2088.58 2088,58 Gverfira > i
Affarskonto - Egen firma 129,00 129,00 Kommande transaktioner > I
Utférda transaktioner >
Kommande betalningar (7) -
Bankgiroinformation >
Datum : Mottagare - rian s Belopp =
2013-06-13 VARMLANDSBYGDENS.. Allkonto 395,00 % E-brevlada (4 olista)
2013-06-18 TELIASONERA SVERIGE... Allkonto 215,00
: Skicka nytt meddelande [A
2013-06-24 TELE2 SVERIGE AB Allkonto 219.00
2013-06-28 TELIASONERA SVERIGE... Allkonto 120.00 l].l Ekonomisk éversikt
2013-06-28 TELIASONERA SVERIGE... Allkonto 218,00 a“ Internet, mobil och BankID
2013-07-01 Grums kommun Allkonto 1 860,00 .
© Dinkundbonus
2013-07-01 TELIASONERA SVERIGE... Allkonto 934,00
Totalt 964,00 Nyheter i Internettjinsten
Se alla kommande transaktioner > ) -
https://secure.handelsbanken.se/private/ h m = ’1andeISb°‘ S
v - '  ——
{ — 2 | 2 1 w5 |
uE] @“ ;g |—"!_-_:JI @ F"':':'_II / o & B =S -

If you want to see the status of your account you click on it.

Under your accounts you can see the bills which shall be payed.

If you want to pay bills click Pay to the right.

Liljedalsdata Step 3

Sida 8



af\_ ‘ 2 https:fsecure. handelsbanken.se/private/=) O = @ Svenska Ha.. B & X || (& Handelsbankens Internettja... | ‘ MY T ioh

Lt
Klicka pa Klar for att registrera betalning. Nar alla betainingar ar registrerade, klicka pa Utfar. I
Far aft ta bort/andra sparade mottagare for Internet- och Mobiltiansten, ga till Eetala och dverfora = I
Mottagare
Fran konto: MValifanfsan &3
Betala till “alj fran listan [=]
¥ Registrera ny mottagare L
Belopp:
Betaldatum: 7 Tidigaste betaldatum: 2013-06-10
OCR eller
meddelande:
Kategori: Wil frén listan [ | (ej obligatorisk)
Ny kategori:
Klar Rensa
Kontakta oss pa kontoret ‘ Saffle i
« [ I -— r
i - = e —
- > ) ws = = s G L
Bl- 0 2 1z @8 = e

Here you choose which of your accounts you want to pay from.

First time you pay to a supplier you click < Registrate new reciever> and
registate bank giro or corresponding

Reciever name is now shown and if you have marked save reciever tis is
stored so you easily can pick it up next time.

Registrate Total amount, Date and OCR-number/Invoicenumber and click
<Ready>.

The bill now is shown down on screen and you can start with
Next

Hen all bills are ready you go on with <Done> and you must sign in with
the box again.

Print a page with all bills. This is your reciepe.

Marketing on net

Write URL-adress http://studyit.eu

This is a webpage where a company show information about activity, open
times, contact possibilities a.s..o.
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Social media

Overview

Click the link Blogg.

Here the company gives actuell information and customers can make a
comment or write a question.

Click link Blogg.
Her you can do business with the company.
This is an exampel showing howe organizations and companies can make

marketing on internet. Step 5 shows how to build webpage and Step 6 how
to build a blogg and webshop.

Facebook, Twitter, Youtube and Instagram are different social media.
You can say these are built of bloggs and search engins. Step 5 and 6.
Chatt

Man skulle kunna beskriva en chatt som att ett antal manniskor har
mojlighet att tala med varandra via nétet.

On internet you can reach a number of webpages which different persons,
companies and organizations have developed. Often there are links to other
textpages and maybe a webshop.

On certain pages you may leave information. F.ex. you want to buy a
product, pay a bill or ask a question.

Sending mail by Internet

Here is fundemental exercise about mailing. We use free mailadresses.

This mailprogram is situated on internet an dcan be reached by all
computers.

If you have another supplier of mailadress you maybee want to use a
mailprogram situeted on your own computer f.ex. Thunderbird.

In step 4 we order a mailadress from one.com and install this in
Thunderbird. Here you even can create groups mail to a group.

Advantage is you reach your program faster and there are more finesses
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If you use a mailprogram situated on your computer you must registrate the
name of the server

Advantage with these programs is less time to open program, no advertising
and more possibilities.

Yahoo

Suppose your name is Andersson and play in an symphony orchestra.
Your pal is Bengtsson living in Africa.
Andersson crates a mailadress

Note all adresses and passwords carefully. Don"t think you will
remember.

Now you are Andersson and will create an mailadress
There are companies where you can get a mailadress for free. You have to
pay to see all advertising. If you want to delete | Yahoo click arrow down

and choose Idon’t like advertising/Ready

You must follow all instructions carefully and not registrate own alternativs
exept where you have to do this.

Enter http://google.se and click Mail.

@ sSafari Arkiv Redigera Innehdll Historik Bokmérken Fénster Hijalp 8 9 3 o) tors1218 Q Q =

® ® < @ se.yahoo.com

Apple iCloud Facebook Twitter Wikipedia Yanoo! Nyheterv Populira v textalkwebbshop v
A Hem E-post Nyheter Sport Svar Mobil A . % = ;

hvbild Skirmavbild Macintosh HD
ng 15.png

YAHOO! |

L

g Mail Nyheter Sports Svar Mobil Messenger Vader Skirmavbild  CELYTTDISKT
11.png

y

Skarmavbild Skarmavbild
12.png a 10.png
e Vastra Gotaland @
4 héalsoskal till att 4ta avokado varje dag

Att avokadon &r nyttig &r ingen hemlighet. Den innehaller ett
overfléd av ndringsdmnen och férutom mindre méngder av... " Skérmavbild
13.png

B

Idag Fre

19°12° 17°11

one.com.webloc

Student fran Géteborg gor pengar med ” !
system Skirmavbild S
14.png

Denna g}ulde hjalpte mig att &ndra mitt liv och arbeta hemifran + studyit.compan:
mindre &n 4 timmar om dagen ebloc

U
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If you don’t have an account

Down the page there is alternative Registrating. Click here and write your
data

You choose mail adress but as you can not use an adress which is occupied
you often must find a rear alternative. If you for instance write
andersson9991 the adress will be andersson9991@yahoo.com. Write the
address in adresslist which you find where this booklet was

If you have an account

If you have an account you will be logged in to this which is shown by an
icon with first letter in address of account. Click on icon an choose add or
handle account when you want to create a new one

QD % o) fre1316 Q Q =

@ Safari Arkiv Redigera Innehll Historik Bokmarken Fonster Hijalp

im] & login.yahoo.com
Apple iCloud Facebook Twitter Wikipedia Yahoo! Nyheterv Populdra v textalkwebbshop v

andersson9991@yahoo.com - Yahoo Mail Yahoo - inloggning ; Macintosh HD *

Hantera konton !

Andra, l4gg till eller ta bort Yahoo-konton pé den hér datorn BILDERV
med latthet.

Anders Andersson Kontoinformation j

Logga ut
andersson9991@yahoo.c... age .
Skarmavbild
a 10.png

Bengt Bengtsson
bengtsson9991@yahoo.c...

Carl Carlsson

carlsson9991@yahoo.com one.com.webloc

L&gg till konto Logga ut alla konton 'studyit.:mpan
ebloc

EU-lag: Genom att logga in accepterar jag kan stélla in cookies p& min webbiasare,
Villkor (Uppdaterad) | Sekretess (Uppdaterad)

RO=OU " aBiReROO - @FsIFR-RaEHO §

Click add account
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Apple iCloud Facebook Twitter Wikipedia Yahoo! Nyheterv Populdra v textalkwebbshop v |+
YAHOO, Macintosh HD *
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Loggain !

Skarmavbild . FLYTTDISK1

11.png
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12.png a 10.png

-
" skirmavbild z
s

one.com.webloc

Skarmavbild :

14.png

L 2

[ Fortsatt Problem med att
vara inloggad logga in?

Har du inget konto? Anméla sig +studyit.compan:

ebloc

EU-lag: Genom att logga in accepterar jag att Yahoo kan stélla in cookies p min webblésare.
Vilikor (Uppdaterad) | Sekretess (Uppdaterad)

PrO=0U " a1 1RROO - ®FsxITRh-ReBC ¥
Click registration in lower part of screen
Write first and last name
Choose a password
This mailadress is on row 1 adresslist. Write your own on row 2
Write birthday and sex

You have to write a phonenumber and you have to confirm this with a code
sent by SMS

Mailprogram in Yahoo

Login as Andersson
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l Inkorg
Olast
Stjarnmarkt
Utkast
Skickad

Mer

Vyer
PN Foton

B Dokument

Mappar

+ Ny mapp

Safari Arkiv Redigera Innehdll Historik Bokmérken Fonster Hjilp
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avbild Skdrmavbild Macintosh HD *
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ng - 11.png
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Skirmavbild Skirmavbild
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.

Sortera v

Yahoo Mail Welcome to Yahoo! 'Welcome to Yaf

" skirmavbild

one.com.webloc

Skarmavbild ’

14.png
*studyit.compan

PHO=OU " a1lReROO - ®FsIFR-Ra BT §

You can delete mail by marking it and click trash bag
You can read a mail by clicking on it

If you have got advertising mail you can delete it by clicking | don’t like
the advertising/Ready

Independent mailprogram you have inbasket as starting point. Here you can
see your mail, choose mail you want to read and delete old,mail

Logout as Andersson by clicking icon A on top to the right an choose logout

Bengtsson is registrateing a mail address

Now you are Bengtsson and you will create a mail adress.

Click Yahoo and mail up to the right

Click the icon and choose handle accounts

Click add

Writ first and second name

You choose but as cannot use an address which is you have to find out

something rear. If you write bengtsson9991 the whole address will be
bengtsson9991@yahoo.com

Choose a password

Mailadress is in row 3 adresslist. Write your own on row 4
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Maybee you have to verify by SMS

Click mail

Click goon

Click Inbasket

Bengtsson has got mail from Yahoo

Delete the mail

Log out as Bengtsson by clicking icon B and choose logout
Andersson is sending mail to Bengtsson

Now you are Andersson and are going to send mail to Bengtsson

Start edge and enter yahoo

Login as Andersson and click mail

Write your username/mailadress

Answer yes on question if mailadress and password will be saved.

Click inbasket

Click <Write> to the left on screen

Si Arkiv  Redigera Innel Historik Bokméarken Fonster Hjdlp L = o)) tors13:25 =
@ safari Arkiv Redi hall Historik Bokmérke jail g o = o) Q Q

# mail.yahoo.com

N

Apple iCloud Facebook Twitter Wikipedia Yahoo! Nyheter v Populdra v textalkwebbshop v

avbild Skirmavbild Macintosh HD *

YAHOO’ MAIL meddelanden, dokument, foton eller persone o o ‘zng 15","9_
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ng.  1.png
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Write mailadress of bengtsson. It will be saved so you only have to write a
b and mark the address next time.

Write concert in june

8 D 3 o) tos1712 Q Q =

-
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Apple iCloud Facebook Twitter Wikipedia Yahoo! Nyheterv Populdra v textalkwebbshop v
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|
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Write text as above

Click bottom <Send> down to the left

Logout as Andersson by clicking icon A up to the right and choose logout
Bengtsson is answering Anderssons mail

Now you are Bengtsson and has just arrived to home from steppes of Afrika

Click yahoo and icon of Andersson. Change to icon of Bengtsson and click
mail.

Click login
Click on inbasket

Now you can see you have got mail from Andersson about the concert in
june ( In this moment it seems to take a long time until the mail has arrived)

Open letter by clicking the text from Andersson
Click <Answer> down the screen

Write in square
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Hallo Anders!

Even | thought our concert was great. | hope | will see you again next
summer

Regards Bengt

Click <Send> on screen

Logout as Bengtsson by clicking on icon B to the right and logout
Andersson is reading answer of Bengtsson

Now you are Andersson

Click yahoo

Login as Andersson

Icon A is shown

Click mail

Click Inbasket and text

Now you can see you have got mail from Bengtsson concerning concert in
june

Read answer by clicking on text
Above answer you will see your own mail and answer from bengtsson
Logout as Andersson
Enclosing a document
Finish Internet and start Word
Now you are Bengtsson and writeing a book
Write The white lepard in the middle of first page
Format text
Write chapter 1 in the middle of second page
Write chapter 2 in the middle of third page

Save the book in Document\Internet as white lepard
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Start Edge and go to yahoo

Login as bengtsson

Click Mail and Inbasket

Now you are going to send the book to Andersson
Click <Write> and write “The white lepard” as subject
Hallo Anders!

I am sending you my new book. I hope you get time to read it and give me a
comment soon

Regards Bengt
Click clip <Enclose file>
Find The white lepard and click twice on it
Above <Send> you now see The white lepard
Click bottom send as usual
Logout as Bengtsson
Andersson is opening enclosure
Now you are Andersson
Login as Andersson
Click Mail and Inbasket

You can see you have got mail from Bengtsson. Clip to the right is showing
there is an enclosure

Mark mail

Down the screen you see file The white lepard is enclosed
You can choose show or collect file

Start to show. Here you can see document. By clicking Archive/Print you
can print document

You can return by icon in activity field

If you choose Get the file you can open it as a wordfile or save in a suitable
folder
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Logout as Andersson

Control panel

Click window down to the left, serch and fasten the control panel in activity
field

Start control panel

+ B > Kontolipsaelen »

Justera datorns installningar

E 8 & =S 208 0 &

Valj program
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Step1-4
Worddok

& OneDrive
@ Documents

8 Den hie dstor

3 30-cbjekt
& Bilder
Dokument
B Fimer
$ Hirmtade filer
D Musi
1 Swivbord

nhet (E) Audio CO

- USB-enhet (F)

- USB-enhet (F)

b Natverk Todos Data System A8

ifan Skifan

The Document Foundstion

iver 11 for SQLL Server Microsoft Corporation

S installerade program Semms

43 objekt

Hér hittar du de program som finns installerade i datorn.

Om du far problem med ett program kan du testa med att ta bort det har och
gora en nyinstallation

Klicka visa enheter

b S - .

2 Den har dator » Dokument

# Snabbitkomst
B Sirivbord
& OneDrive

indecfiler

s5en program 2014-filer ]

Ockument

Stegs9
Step1-4 Kontrollpanelen » Maskinvaca och fud » Enheter och skrware
Worddok

& OneDrive

@ Documents

[ Den hae dstorm

b= < @D
- -

- 5 oo, s e
B Fimer B
T

D Mo

e R ™ p

Jan (jandstor) Jan Gan-hp) JANDATOR

2 OVO-RW-enhet (E) Audio CD

- USB-enhet (F) Skrivare (5

- USB-enhet (F)

-
o Natverk - =i g

HP LasedetPro  Microsoft Print
Mi2w toPOF

Har hittar du t.ex. dina installerade skrivare

Hogerklicka pa en skrivare
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| OESKTOP-TSS  USBKeybowrd  USBOPTICAL
7 MOUSE

8 . Muttimedieenheter (3

il il

Jan (jan-hp) JANDATOR

M
Jan (jandston)
i

Oppnai st fenster
Visa utsksftsiobls

Ange som standardsiaivare
Utskrtsnstaliningsr
Egenskapes forskavare
Sapa genvag

Ta bort enhet

Hér kan du t.ex. gora skrivaren till standardskrivare. Det innebér att den
skrivaren kommer som forslag nér du vill gora en utskrift

Om du far problem med utskriften kan du kontrollera utskriftskon. Om det
finns en ko kan du radera den och férhoppningsvis kunna fortsétta
utskriften.
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