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2 Skyrius. Pradiniai IKT jguadziai
2.1 (Issamiau) Apie kompiuterius
2.1.1  Kompiuteriy tipai
2.1.1.1 Stalo

Stalinis kompiuteris yra asmeninis kompiuteris, skirtas naudoti fiksuotoje vietoje. Tai néra
neSiojamas. Ankstyvi dizaino turéjo horizontaliai dedamas kompiuterio korpusg, ant kurio
ekranasiaus ekranas gali stovéti. Si orientacija buvo siekiama sutaupyti vietos. Siuolaikinio dizaino
daznai turi vertikaliai montuojamas kompiuterio korpusg skirtas stovéti ant arba po
stalu.Kompiuterio korpusg paprastai siejama su ekranasiaus, kolonélés, klaviatlra ir pele lynai ar
laidy. Stacionarls kompiuteriai paprastai yra skirta nemokamai lizdus pagrindinéje plokstéje, kurioje
papildomos jrangos gali biti pridéta, todél kompiuteris bus palaipsniui tobulinama vartotojas,
pridedant diskai grafikos lentos, papildomi RAM ir tt

EL
»

lliustracija 1 : Rinkinys stalo kompiuteriy

2.1.1.2 NeSiojamas kompiuteris

Nesiojamas Kompiuteris kompiuteriai (mazesnés versijos, kurios yra daznai vadinamas neSiojamieji
kompiuteriai) yra asmeniniai kompiuteriai, skirti neSiojamy naudojimui. Nesiojamas kompiuteris
sudarytas i$ daliy: ekranasius, kompiuteris, klaviatira, pelé (LieCiamas valdymo skydelis) ir
garsiakalbius j vieng vienetg.Nesiojamas Kompiuteris turi baterijg laive, kuris yra kaltinamas
naudojant kintamosios srovés maitinimo adapterj. Nesiojamas kompiuteris gali turéti maziau
duomeny apdorojimo galia, nei kompiuteriuose uZ lygiavertes kainas, bet j kompaktiSkumas ir
perkeliamumas privalumai daznai nusveria $j klausimg. Nesiojamas Kompiuteris paprastai yra maziau
vartotojo konfigliruojama techninés jrangos nei atitinkama darbalaukyje, nes paprastai néra erdveés
pridéti papildomos aparatinés jrangos prietaiso viduje.
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lliustracija 2 : Rinkinys neSiojamas kompiuteris

2.1.1.3 Mini kompiuteris

Mini Kompiuteris yra mazas, lengvas, maZzo galingumo neSiojamasis kompiuteris, kuris turi maZiau
duomeny apdorojimo galia, nei normalaus dydzio Nesiojamas Kompiuteris, bet vis dar tinka teksty
apdorojimo programa, veikia interneto narsyklé ir belaidziu rysiu prie interneto.

lliustracija 3 : Mini kompiuterio pavyzdys

2.1.1.4 Viskas-viename

All-in-one kompiuteriai tampa vis labiau populiarus, naudojant pokycius Nesiojamas Kompiuteris
technologijy paneigti, kad atskiros kompiuterio ir ekranasiaus poreikj.All-in-one PC asmeninis
kompiuteris sumontuotas ant kaip standartinio ekranasiaus stalo, bet su kompiuteriu pastatytas prie
ekranasiaus jrenginio uZpakalinéje dalyje. Jis paprastai yra varomas kintamosios srovés adapteriu ir
turi USB prievadus pritvirtinti pele, klaviatirg ir kitus prietaisus. All-in-one kompiuteriai daznai turi
jutiklinio ekrano galimybes pastatytas, leidZia vartotojams bendrauti su programomis lieciant patj
ekrana. Jie atitinka stalo pagrjstas komforto poreikius - o ne reikalauti, kad vietos ar po stalu vieta PC
langelj. Jie jiems truksta pritaikymas standartinio kompiuterio, kuris paprastai skirtas nemokamai
slots pridéti papildoma jranga, pavyzdziui, galimybes diskai, vaizdo plokstés ir tt

10
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lliustracija 4 : Viskas —viename kompiuteris

2.1.1.5 Planseté

Plansetinis kompiuteris neSiojamas prietaisas su lietimui jautriu ekranu. Jis gali turéti lizdus prijungti
kitus prietaisus sgveikos tikslais. Planseté kompiuteriai gali blti maZesnis varomas kaip lygiaverciai
Nesiojamas Kompiuteris, dél apribojimy dydzio, todél gali bati apribota programinés jrangos, kad jie
gali blti paleisti. Kai planSetés yra pastatytas naudoti paprastesnj smartfon operacinés sistemos,
pavyzdziui, Android, Windows Phone ir i0OS, skirtos maziau galingy masiny. Kai plansetés jrengta
plunksna (arba rodykle), kad bity lengviau atrinkti smulkiai.

lliustracija 5 : tipinis plansetinis kompiuteris

2.1.2  Stalo kompiuterio dalys
2.1.2.1 Apzvalga

Stalo kompiuterio gali bati suskirstyti j pagrindiniy jos komponenty, kurie paprastai kompiuteris, jo
ekranasius, jos garsiakalbiai, jo klaviatlra ir jos pele. Tai parodyta iliustracija 6. Yra kity iSoriniy
jrenginiy, kurie taip pat gali bati sujungti.

11
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Monitor

Speaker

Mouse

lliustracija 6 : A labelled diagram of the main components of a Desktop PC

2.1.2.2 Ekranas

Ekranas yra kompiuterio ekranas. Kai kurie integruotus garsiakalbius, o kai turi jutiklinio ekrano
funkcionalumg, bet visi ekranass yra priemoné vaizduoklio. Senesnés versijos linke bati didelis ir
sunkus su CRT (katodiniy spinduliy vamzdis) statyti, bet Siuolaikiniai ekranass naudoti daug lengvesni
ir mazZiau nepatogus LCD ir plazmos ekrano technologijos

lliustracija 7 : A selection of ekranass

2.1.2.3 Kompiuteris

Kompiuteris atveju (kartais taip pat Zinomas kaip pagrindinis jtaisas arba centrinio procesoriaus)
paprastai susideda i$ plastiko ar metaline déZze sumontuotg arba vertikalioje arba horizontalioje
padétyje. Tai yra pati Kompiuteris, kurig sudaro motina lenta, procesorius, diskai, vaizdo plokstés,
RAM ir maitinimo. Ji taip pat paprastai turi jjungimo / iSjungimo ir reset jungiklis ant priekinio. Tuo
vieneto gale (Zr. iliustracija 9) bus lizdy skaicius, kuris turi bati pridétas kitas dalys Kompiuteris ir
maitinimo kabeliu. Taip pat gali bGti maitinimo jungiklis gale. Yra paprastai taip pat USB lizdy skaiciy,

12
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iS  kuriy kai kurie gali bQti ant vieneto priekyje, kad baty lengviau naudotis.
Kompiuteris Sios formos leidZia atnaujinimus, nes jie daznai turi laisvo laiko tarpsnius ir elektros
jungtis, ar pridedant naujg jranga

lliustracija 8 : kompiuterisydézés

lliustracija 9 : A view of the back of a PC showing the numerous sockets to connect the various peripheral devices

2.1.2.4 Pele

Pelé yra jrenginys, kuris leidZia sgveika su ekrane Zymiklis. Juda pelé juda pelés Zymeklj.Pelé taip pat
turi du ar daugiau mygtuky ir kartais ratuka.Funkcionalumas yra paaiskinta Input Devices skyriuje
(2.2.1 skirsnis). Dauguma Siuolaikiniy pelés naudoti USB jungtj sujungti su kompiuteriu, jie vis délto
gali bati belaidis arba naudoti PS / 2 jungtj.

lliustracija 10 : Pelés valdymo jrenginiai

13



K //)
* * ‘

Education and Culture DG

Yra daug prietaisy tipus , kuriy , kad pelé funkcijg, taciau gali dirbti Siek tiek skirtingais budais .
Santrauka tipy yra pateikti Zzemiau.

- Mechaninis pelé : Namai sunku Rubber Ball, ritininis kaippelé juda . Jutikliai viduje Pele
kiino aptikti judéjimg ir jj iSversti j informacijg, kurikompiuteris interpretuoja .

- Optinis pelé : Naudoja LED jutiklj planSetéop judéjimg ir tada siuncia isjungti Sig
informacijg Kompiuteris uz linksmai munching .

- Infraraudonyjy spinduliy (IR ) arba radijo daZniy bevielis pelé : Su abiejy Siy tipypelé
relés signalas bazinés stoties laidinio prie Kompiuteris aisiais Pele uoste. Bevielis pelé
reikalinga elektros energija , kuri ateina su baterijy forma.

-Pelé su daug mygtuky : Papildomi mygtukai gali bati uZzprogramuoti daryti konkreciy
dalyky , pavyzdziui, narsyti internete arba pasukti puslapius, kai jis skaitote dokumentg .
Tipiskas mygtuka - ified pelé turi apie penkis mygtukus.

- Trackball pelé : kaip apverstg pelé . Uzuot Roll pele aplink, jis naudojate savo nykstj ar
pirStas ridenti rutulj ant pelé . Visa contraption lieka stacionari, todél nereikia daug vietos
, 0 jo laidas niekada pasireiskia susivéles .

- Stylus pelé : Kita pelé mutacija patiko meninio tipo yraplunksna pelé, kuri atrodo kaip
raSiklj ir remiasi specialiu trinkelémis.

- Akumuliatoriniai 3 -D pelé : Sis pelé natira gali bati nukreiptas j Kompiuteris ekrane kaip
TV nuotolinio valdymo pulteliu.

Daugiau informacijos galima rasti adresu http://www.dummies.com/how-to/content/the-
different-types-of-kompiuteris-mice.html )

2.1.2.5 Klaviatira

Klaviatlira yra klavisy su raidémis skaiciy ir simboliy j juos rasyti teksto jvesties j Kompiuteris
kolekcija. Jo pilnas funkcionalumas detailed in the jéjimai skyriuje (0 skyriy).

lliustracija 11 : PK klaviatiiras

2.1.2.6 Garsiakalbiai

| Garsiakalbiai yra iS garso iSvesties priemonés ant kompiuterio. Yra paprastai dviejy garsiakalbiy

sistema - nors ten gali bati daugiau nei du Garsiakalbiai - ar kartais visai. Garsiakalbiai paprastai stovi
arba iS Ekranas puse ir daznai turi keletg valdikliy reguliuoti garsumg ir pusiausvyrg ir maitinimo

14
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jungiklj. Taip pat yra Zinoma, Garsiakalbiai turi bQti integruotas j kompiuterio pagrindinio aparato ar

"Ekranas".

lliustracija 12 : PC garsiakalbiai

2.1.2.7 Marsrutizatorius arba modemas

Marsrutizatorius ar modemas yra jtaisas, kuris leidZia jusy Kompiuteris turéti rysj su internetu. Jis gali
bati prijungtas prie jisy Kompiuteris laidine arba "belaide" ry$j. Sie prietaisai yra labai jvairios
iSvaizdos, bet turi bendrg naudojimg jungiantis vieng ar daugiau kompiuteris prie interneto.

lliustracija 13 : A wired and wireless router

2.1.2.8 Spausdintuvas

Spausdintuvas yra naudojamas spausdinti dokumenty kopijas ant popieriaus. Kai kurie
spausdintuvai gali spausdinti tik juoda ir balta, o kai kurie gali padaryti spalvotus spaudinius.
Daugelis spausdintuvy turi kitas funkcijas pastatytas pavyzdZiui, skeneriams, todél jiems
naudinga, kaip kopijavimo aparatai

lliustracija 14 : A selection of printers

15
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2.1.2.9 Skeneris

Skaneris gauti dokumentg ar nuotrauka, iSsaugotg Kompiuteris kopijg. Tai gali biti vertinama kaip
elektroninio kopijavimo rasiuoti. Kai kurie spausdintuvai taip pat turi skeneriai pastatytas j juos -
Zinomas kaip All-in-One Printer / skeneriai.

lliustracija 15 : Skeneris

2.1.2.10 Internetine kamera

Internetiné kamera yra kamera jtaisas, kuris gali leisti Zmonéms apie kitg kompiuteriss tave
matyti (jei leisite jiems). Kai internetine kameras turéti mikrofong (Zr. kitg skyriy) pastatytas
leidziant jiems uzfiksuoti ir vaizdus ir garsg. Kai ekranas (ypac¢ nesiojamas Kompiuteris
kompiuteris) turi internetiné kamera pastatyta ant virs (kaip desinéje jvaizdj iliustracija 16)
ekrane.

Built-In
Webcam

lliustracija 16 : Internetiné kameras (left a USB internetiné kamera, and right a built in internetiné kamera in a
nesiojamas kompiuteris kompiuteris)

2.1.2.11 Mikrofonai

Mikrofonas prietaisas, kuris jungiamas j savo Kompiuteris ir leidzia kalbéti j jj. Tai gali bati
naudinga balso jéjimai kontroliuoti Kompiuteris ar kalbos j tekstg jéjimai. Tai taip pat
naudinga rysiy programas, kur jus galite kalbéti su Zmonémis kita kompiuteris. Kai
mikrofonai stovéti ant stalo arba klipas su Ekranu. Kiti gali bati i$ ausiniy komplekto dalis.
Nesiojamas kompiuteris turi integruotg mikrofona.

16
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lliustracija 17 : Microphone for a PC

2.1.2.12 CD, DVD ir Blu-ray diskai

Dauguma kompiuteris sukdréme j diskg skaityti ir / ar rasyti CD, DVD ar Blu-ray disky.
Staliniame kompiuteryje, tai paprastai ant vieneto priekyje. Nesiojamas Kompiuteris arba
viskas viename, masina daznai ant vieno i§ masinos pusése. Déklas atsidaro paspaudus
mygtuka arba Salia dékla. Jterpimo diska jie paprastai automatiskai paleisti. Padéklas gali bati
uzdarytas Svelniai stumdami jj atgal arba kartais spausdami mygtukg OPEN / CLOSE dar
karta.

lliustracija 18 : DVD diskai neSiojamas kompiuteris, desktop and all-in-one machine

2.1.2.13 Laidai ir jungtys

IStalo kompiuterio dalys sujungtos laidais, kuriy kiekvienas turi skirtingg paskirtj serijos. Siame
skyriuje nustatyti laidus ir kur jie turéty bati pritvirtinti, kad jiosy Kompiuteris veikia tinkamai.
Maitinimo kabelis: maitinimo kabelis daZniausiai yra storas laidas su dideliu jungtis su trimis
skylutémis jj.

17



* X x //?

" ol Education and Culture DG
ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW Lifelong Learning Programme

A

lliustracija 19 : Power connector

Ekrano kabeliai: Yra trys pagrindinés risys ekrano kabeliai, DVI, VGA ir HDMI.Pirmieji du, yra gana
didelis, daznai ateina su sraigty detaliy, kad saugy rysj prie lizdo. Sujungti juos pirmiausia turite
stumti kistuka j lizdg, o tada (naudojant arba pirstais arba atsuktuvu) prisukti srieginés jungtys iki
pirsSto jtemptas.HDMI kabelis yra moderni alternatyva ir tiesiog stumia in

~@

lliustracija 20 : VGA display connector (left) DVI display connector (MIddle) and HDMI (right)

Tinklo kabeliai: Tinklo kabeliai paprastai turi fiksavimo mechanizma.I$ Lingiy plastiko gabalas
uzsifiksuos uztikrinti tinklo kabelis lieka tvirtai savo lizdg. Norédami atjungti tinklo kabelj turite
paspausti ant klipo o traukdami kistuka is lizdo.

4

lliustracija 21 : Network connection

USB kabeliai: USB kabeliai yra labiausiai paplites lizdai prijungti periferine jrangg, pavyzdZiui,
fotoaparatai, pelé, klaviatira, internetiné kamera, telefonas ir tt jisy Kompiuteris. lie yra
standartizuotas lizdas ir turéty turéti USB simbolis (Zr. iliustracija 22) tiek lizdg ir kiStukg. Jei simboliai
yra suderintos, kistukas tiks lizdg.USB jungtis netelpa j lizdg, jei ji yra neteisinga atvirksciai.

18
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lliustracija 22 : A USB plug and the USB symbol

Garsiakalbiai: garsiakalbis kabelis naudoja rysj, panady j ausiniy kidtuka. Sie tinklai daznai yra spalva
koduotas, su zaliu kiStukas Zalig lizdg. Mikrofonas: mikrofonas taip pat naudoja ausiniy tipo kistuko.
Sie tinklai daznai yra spalva koduotas su rausvu kistukas rozineé lizda.

r

lliustracija 23 : A microphone connector

PS / 2: Tai yra senojo stiliaus Jungtis pelé ir klaviatdra. Ji daZniausiai buvo pakeistas dabar su USB
uostus, kurie leidZia daug daugiau bendro rysio prietaisy. Tai buvo taip pat daZnai spalva koduojama
naudojant purpurinj kistuko ir lizdo, kad klaviattra ir zalia kistuko ir lizdo uz pelé.

lliustracija 24 : A PS/2 plug for old style pelé and klaviatiira

LPT JUNGTIS: Kai kurie vyresni kompiuteris vis tiek gali turéti lygiagreciai uosty prijungti iki
Spausdintuvai Skaitytuvai ir kitus periferinius jrenginius, bet ir vél tai i esmés dabar buvo
pakeistas su USB jungtimis. Lygiagretusis prievadas yra didelis ilgas jungtis su 25 skyliy ir
daZnai varztas jungtis kaip Ekranas kabelis.

.‘
~\a

A |
j

/
=

lliustracija 25 : A parallel port

Nuoseklusis prievadas: Kai kurie vyresni kompiuteriss taip pat gali turéti serijos uostuose,
kurie vél buvo gerokai pakeistos su USB jungtys naudojimui. Kai kurie vyresnio amziaus ar
daugiau specialios jrangos dar gali naudoti serijos rysj. Norédami prijungti juos prie
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Siuolaikinio kompiuterio be nuoseklyjj prievadg, serijos USB konverteris kabelis gali bati
perkamos.

lliustracija 26 : A serial plug connector

Firewire: Tai buvo pristatytas kaip greiciau rysj pakeisti USB 1, bet kadangi USB 2, firewire
buvo didZia dalimi pakeité per USB, kuris gali perduoti duomenis beveik lygiaverciy greiciu.
Firewire buvo daZniausiai naudojami vaizdo jrangos ir iSoriniy standZiyjy disky, ir Apple (kuris
i$ pradziy suklreé technologija), jeigu duomeny perdavimo greitis yra raktas.

lliustracija 27 : A firewire plug

Kiekviena jungtis auksciau turi savo lizdo tipg. Socket tipai prieinami ir jy padétys gali skirtis
nuo kompiuterio j kompiuterj. Be iliustracija 28 Tipiskas PC rodomas i$ galo. Kiekvienas
jungciy, buaty pazenklinta.Sujungimy dauguma yra sugrupuoti kaip jie yra sumontuoti
tiesiogiai dél Kompiuteris plokste. Taciau yra atskiri pozicijas elektros energijos sgnaudy (is
maitinimo bloko dalis) ir papildomo ekrano i$éjimai (sumontuoti pasirinktinai grafikos
plokste).

20
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Power socket

Power rocker switch

PS 2 connectors
(mouse = green,
1 keyboard = purple

Serial port

2 Parallel port

VGA socket
for monitor L.

1| Network socket

4 x USB sockets

Video card containing
additional display
outputs with an
option for VGA (left),
S-Video (central) and
DVI (right)

Microphone (pink),
Speakers (green)
and Auxiliary input
(purple) sockets

lliustracija 28 : A labelled diagram of the back of a PC unit showing the various sockets for connection

2.1.2.14 Pagalbiné techniné jranga

Si medziaga bus teikiama ATLEC projekta (www.atlec-project.eu), kurios pagrindinis tikslas pagalbiniy
technologijy mokymo.

2.1.3  NesSiojamo kompiuteris dalys

2.1.3.1 NeSiojamas kompiuteris

Nesiojamas Kompiuteris yra penki pagrindiniai dalims Stalo kompiuterio vienoje neSiojamasis jtaisas.
Jis turi ekranas, garsiakalbiai, kompiuteris, yra klaviattra ir jutiklinis kilimélis Zymiklio valdymo
jrenginj (kuris veikia kaip pelé). A Nesiojamas kompiuteris taip pat gali turéti integruotg j jj
mikrofonas ir internetiné kamera.
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Touch Pad

lliustracija 29 : A diagram showing the key parts of a nesiojamas kompiuteris kompiuteris

2.1.3.2 Energijos prievadai

Energijos prievadai veikia kaip baterija, kuri yra paprastai montuojamas priziarint Nesiojamas
Kompiuteris nugaros recharger.Maitinimo 3altinis turés biti prijungtas prie maitinimo ir jjungtas j
Nesiojamas Kompiuteris, jei jj naudoti ilgesnj sesijy ar baterija yra maza.

lliustracija 30 : a power supply for a neSiojamas kompiuteris kompiuteris

2.1.3.3 Pele

Pelé daZnai yra prijungtas prie Nesiojamas Kompiuteris kontroliuoti rodykle, nes tai gali bati lengviau
naudoti nei nesiojamas kompiuteris sujungtas prie lie2iamo valdymo skydelio prietaiso. Nesiojamas
kompiuteriss retai turi PS / 2 jungtj, taigi USB yra jprastas bldas prijungti pele.

lliustracija 31 : A selection of pelé pointing devices
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2.1.3.4 Lie¢iamas valdymo skydelis

Dauguma nesiojamy kompiuteriy turi prisilietimams jautrus prietaisas Atlieka pelé operacijos. Jis
paprastai yra montuojamas arti priekinio krasto Nesiojamas Kompiuteris.LieCiamas valdymo skydelis
rodomas iliustracija 32. Jis gali blti naudojamas panasiai kaip pelé. Vilkdami pirStu per trinkelémis
pavirSiaus juda pelé Zymeklj visame ekrane. Spusteléje kairjjj mygtukg veikia kairiojo Pele
spustelékite. Paspaude desinjjj mygtukg veikia kaip teisinga Pele paspaudimu. Visi vilkite ir dukart
spustelékite Parinktys elgtis kaip normalus pelé (zr. 2.2.1.2 skyriy - ". Naudojant Pele" yra dalis
desinéje puséje lieciamas valdymo skydelis, kuris veikia kaip ratukas PaleidZiant pirStu aukstyn. ir ant

Sios lie¢iamas valdymo skydelis dalis slinksite dabartinj langg aukstyn ir Zemyn.

lliustracija 32 : A lieciamas valdymo skydelis on a nesSiojamas kompiuteris kompiuteris

2.1.3.5 Pgalbiné mechaniné jranga

Add items here specific to user group

"w e

2.1.4  Kompiuteris jjungimas ir iSjungimas, bei
Saugus prisijungimas

2.1.4.1 Kompiuterio paleidimas

"Galia" mygtukas
Pirmasis Zingsnis jjungiant Kompiuteris nukreipiantys j "Power" arba "On / Off" mygtuka. Jis paprastai
turés kaip dél j toje iliustracija 33 nuotraukas mygtuky tie simbolj.

lliustracija 33 : A selection of power buttons showing the power symbol

Jjungti Stalo kompiuterio, jums reikés paspausti ant Kompiuteris atveju vienas ir taip pat mygtukg ant
Ekranas su tuo paciu simboliu. Pirma paspauskite mygtukg ant Ekrano. Jis turéty ateiti, taciau
negalima rodyti nieko prasmingo. Kitas spauskite mygtuka ant Kompiuteris atveju. Tai tikriausiai, kad
pypteléjimas ir dlizgima, o kai Zibintai gali ateiti. dél
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ekranas , jums bus matyti , kiek prane$imy mirksi ir i$jungti kaip Kompiuteris krovinius iki . Sis
procesas gali uZtrukti minute ar dvi. Jums reikia laukti , kol pamatysite prisijungimo ekrane .
Norédami jjungtiNesiojamas Kompiuteris Kompiuteris , pirmiausia turite jg atidaryti. Kai Nesiojamas
kompiuteriss tiesiog atlenkite , kiti turés tiesioginj arba isSslystan¢iomis uzsegimas laikancius
Nesiojamas Kompiuteris uzdarytas . Norédami atidaryti tai jums reikés skaidriy laimikj arba
paspauskite mygtuka pries atidarydami Nesiojamas Kompiuteris . Kitas suraskite maitinimo mygtukga,
kuris yra paprastai rasti virS tos klaviattra klavisy ir bus Zymimas kaip tas iliustracija 33 simboliu
:elektriniy mygtukus rodo maitinimo simbolis atrankos ir paspauskite jj tvirtai vieng karty. Tai
tikriausiai, kad pypteléjimas ir dizgimg . ) ekranas ir kai Zibintai gali ateiti . Dél Ekranas , jds tada
pamatysite , kiek pranesimy mirksi ir i$jungti kaip Kompiuteris krovinius iki . Sis procesas gali uztrukti
minute ar dvi. Jums reikia laukti , kol pamatysite Zurnalg ekrane.
prisijungti

Priklausomai nuo jusy Kompiuteris sistemos ,ekrane Zurnale gali atrodyti kitaip , taiau labiausiai
zurnalo ekranuose tik reikés jdéti dviejy dalyky, vartotojo vardg ir slaptazodj. Vartotojo vardas jau
gali bati laikomas saraso arba kaip piktogramg . Jei yrajlisy Zurnale piktogramg pavadinimas
spustelékite jj ir jveskite slaptazod]. Jei yra du teksto laukelius , jveskite savo vartotojo vardg jpirmg ir
slaptaZodj j sekunde. Tai bus tiek bati raidés - tai reiskia, kad jums reikia naudoti kapitalo ir maZosios
raidés teisingai. )JvedeslaptaZodj atsijunkite mygtukg ir Kompiuteris turéty ir toliau atsisiysti
programine jrangg . Po minutés ar dviejyKompiuteris turéty bati paruoSta naudoti.
Pavyzdys jkrovos
Yra taipiS paleidimo iki Nesiojamas Kompiuteris kompiuterj j "Windows 7" pavyzdys. Pirmas dalykas,
kurj reikia padaryti, tai atverti Nesiojamas Kompiuteris . Kai kurie tiesiog atlenkite kiti turi SliauZiklj
arba mygtuka laimikj islaikyti juos uZrakinti. KaiNesiojamas Kompiuteris yra atvira, rasti maitinimo
mygtuka. Tai gali blti vertinama iliustracija 34 kaip sidabro centrinés mygtuka su meélynos Sviesos po
juo . Dél jjungimo mygtuka ,masina pradeda paleisti. Ji pirmg kartg rodo, ekrano uzZsklanda , kad
gamintojas ( kaip pavaizduota iliustracija 34 ), ir tada sakoma, kad jis yra " Starting Windows " (kaip
iliustracija 35 ) .

Press <F2> to enter setup

lliustracija 34 : PradZios ekranas
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lliustracija 35 : The machine is 'Starting Windows'

Po minutés ar taip ji pasieks prisijungimo langg, kaip parodyta iliustracija 36.Prisijungimo langas Siuo
atveju yra jsteigti 3 vartotojams, Andy, Emily ir Jack. Siekiant prisijungusiam vartotojui reikia
paspausti ant savo piktogramg. Taip pat yra keletas kity varianty prisijungimo ekrane.Mélyna
piktograma apatiniame kairiajame ekrano kampe yra nuoroda j "Lengvos prieigos nejgaliesiems
centras." Kai paspaudéte, tai rodo kai kuriy prieigos galimybiy palengvinti (Zr. iliustracija 37), kuri gali
padéti vartotojui prisijungti ir naudotis "Windows".

lliustracija 36 : Windows 7 login screen
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lliustracija 37 : The ease of access centre from the login screen

Kai vienas iS naudotojy piktogramos yra paspaudéte, Siuo atveju "Andy", slaptaZzodis langas (kaip
matyti iliustracija 38).Vartotojas turi jvesti savo slaptaZzodj, naudojant klaviatlira, o tada spustelékite
rodykle, esancig Salia jo. Kaip galima matyti iliustracija 39, kaip slaptazodis jvestas, personazai
pasirodo kaip juodu apskritimu. Tai yra paslépti vartotojo slaptazodj ekrane ir ne klaida. Jis skirtas
suteikti vartotojui vadovas, kiek simboliy jie jvedéte be iSvilioti slaptazodj pasaliniams asmenims. Kai
jvedamas slaptaZodis, vartotojas paspaudzia rodykle Salia slaptaZzodzio laukelyje (arba paspaudzia
klavisa "Enter") toliau.

Kai prisijungimo ekranai neturés vartotojy sarasg, taciau turés dvi dézés. Vienas jvesti vartotojo vardg
ir jvesti kitg slaptaZzodj. Jei tai yra tuo atveju, vartotojas turi jvesti savo vartotojo vardg ir slaptazodj j
langelius ir spustelékite rodykle arba paspauskite ENTER.

lliustracija 38 : The password entry screen for user 'Andy'
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lliustracija 39 : Typing the password

Po slaptaZzodj jvedéte teisingai Windows toliau jkelti j vartotojo prisijungiate. Jeigu slaptaZodis jvestas
neteisingai masina paskatins juos pabandyti dar kartg. Kai teisingg slaptazodj duota, "Sveiki atvyke"
ekranas bus jkelti (kaip iliustracija 40), kuris rodo sékmingg prisijungimg. Po trumpo laukti,
darbastalio turéty pasirodyti su savo pazjstamais piktogramos. Dél kai léCiau kompiuteriss patartina
palaukti, kol sistema pilnai pakrautas ir jsitaisiau prie$ bandant dirbti su masina.Aparatas yra
paruostas naudoti, kai Sviesos nurodant disko, nustos mirkséti ir iSjungti.

lliustracija 40 : Welcome screen

2.1.4.2 Kompiuterio iSjungimas

A) ISéjimas iS programos

Rengiant iSjungti Kompiuteris, pries uzdarant masing, svarbu uztikrinti, kad visi darbai, kad buvo
padaryta iSsaugotas. Meniu Failas spustelékite Jrasyti visus dokumentus dirbate. Po to paspauskite
"X" kryZminio piktograma virsutiniame desiniajame lango. Tai turéty uzdaryti programa. Yra daugiau
apie tai j "naudojantis Kompiuteris skiltyje.

B) Programiné jranga ISjungti iS meniu Pradéti

Kai paraiskos nedirba galite pradéti nutrikusio masina. Tai paprastai daroma naudojant pelé, bet taip
pat gali biti daroma tik su klaviatdra.
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Naudojant Pele uzdaryti:
Spustelékite Pradeéti uzduociy juostoje (jei uzduociy juostoje nepasirodo Zingsnis iki apatinés ekrano
pelé, kad atrodyty).

P:‘I Microsoft PowerPoint 2010

j
all Programs D -

Log Off @] Shut Dawn s

%7 start | && windows Live Me. .. & Cyprus ggﬁsﬁfﬁg

lliustracija 41 : Clicking the start button brings up the Shut Down button

In Windows XP there is a ‘Log off’ and a ‘Shut Down’ button in the start menu (lliustracija 41). Log off
will take the user to the log in page (it will first ask for confirmation that the user wants to log off).
Shut down will offer a list of options (lliustracija 42). Shut Down should be selected to shut the
kompiuteris down completely. Out of interest here is what the other options do:

e Shut Down - shut the kompiuteris down completely.

e Restart — shut the kompiuteris down and restart it again immediately

e Standby — a power saving mode that leaves your kompiuteris ready to be used again
immediately

e Log Off Username — takes the kompiuteris back to the login screen

e Hibernate — a shut down mode that will bring your desktop back as it was on restarting

Shut Down Windows

Shut Down Windows

'y

Copyright € 19852001 _ ¥

@ ‘What do you want the computer to do? (il “What do you want the computer to do?
restar [ |Restart

Log off cmp3burtoam
Ends your session, shuts down Windows, and starts Shut down

Windows again.

Stand by
Hibernate

[ OK J[ Cancel ][ Help

lliustracija 42 : The Shut Down button brings up this window (left), and clicking the dropdown reveals the menu shown
right.

Naudojant klaviatura uzdaryti:

Dél klaviatlira vartotojas turi paspausti "Windows raktas" - tai turés kaip [] ar ir dedamas ties
klaviatdra arti Ctrl ir Alt klaviSus apacioje simbolis. Naudojant rodykle aukstyn raktas vartotojas gali
déti paryskinimg ant Shut Down. Paspaudus klavisg "Enter" atlieka operacijg. Aukstyn ir Zemyn
rodykles perkelti vartotojui per tg patj iSskleidZziamajame varianty, kaip aprasyta auksciau.Vartotojas
turi pasirinkti parinktj jiems reikia, ir paspauskite "Tab" nukreipti démesj j OK mygtuka. Paspaudus
"leiti" vél bus jjungti iSjungti.

"Windows 7" yra vienas mygtukas "Start" meniu vadinamas "Shut Down" (Zr. iliustracija 43: The
"Shut down" i$ "Windows 7" uzduodiy juostos / Start buttonlliustracija 43)

28



K ///
* * ‘

Education and Culture DG

lliustracija 43 : The ‘Shut down’ button from the Windows 7 task bar / Start button

A) ISjungimas Ekranas

Po uzdaryti, kad Kompiuteris bus daugeliu atvejy automatiskai iSsijungs. Jei jis pasiekia ekrang,
kuriame teigiama "Dabar saugu iSjunkite Kompiuteris", maitinimo mygtukas gali bati spaudZiamas,
Taciau dél darbastalio masina ekranas liks rezerve, ir gali bati iSjungtas, paspausdami jjungimo
mygtuka dar karta. Tai tg patj mygtuka, kaip buvo panaudota jjungti anksciau.

2.2 Sudétingesni jvesties jrenginiai
2.2.1 Pelé/lie€iamas valdymo skydelis

2.2.1.1 Pelés dalys

Pele prietaisas kontroliuoja vartotojo ranka ant pavirSiaus, paprastai stalas. Ji turi jutiklj po
(naudojant vieng kamuolj, ar Sviesos) stebéti savo pozicijg ant stalo. Kaip jums judéti Pele jis juda
pelés Zymeklj ekrane.Pelé paprastai turi bent du mygtukus (Zinomas kaip kairiojo ir desSiniojo Pele
mygtukais) ir taip pat daznai turi ratuka tarp jy.Pelé gali turéti daugiau mygtuky ir funkcijy nei jie, bet
dauguma funkcijy gali bati pasiektas naudojant tik tuos valdiklius anksciau iSvardyty.

Left Mouse Button

Scroll Wheel

Right Mouse
Button

Palm Rest
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2.2.1.2 Pelés naudojimas

A) Persikélimas Zzymiklj

Norédami perkelti ekrane Zymeklj perkelkite pele aplink ant stalo.

B ) Kairé Pelé Spauskite

| kaire pelé paspaudimasvienu paspaudimu ir iSleidimo kairéje Pele mygtuka. Tai
vadinamapaspaudimo, nes garsas tai daro . Kairéje spustelékite paprastai bus pasirinkti elementg
ekrane.

C) Desinysis pelé mygtukas

Teisé pelé paspaudimasvienu paspaudimu desinéje pele mygtuka. Teise pelé spustelékite paprastai
aukléti pasirinkimy jvairiy dalyky , kuriuos galite padaryti meniu.

D) Dukart spustelékite

Dvigubas paspaudimaspaspaude kairjjj Pele mygtuka du kartus paeiliui terminas . Dukart spustelékite
atrinks ir tada aktyvuoti veiksmy. Pavyzdziui dukart spragteléjus ant darbalaukyje piktogramos bus
atidaryti failg ar taikymo .

E) vilkimas

Vilkimas kurvartotojas paspaudzia pele mygtuka ir turi jj Zemyn. Tada vartotojas pajudina Pele per
parg . Sis procesas " vilkdami " leidZia objektg turi biti atrenkami ir persikélé per ekrang .

F) Slinktmi. Slinktis yra terminas naudojamas sukamo ratuko apibtdinimui. Tai daznai naudojamas
slinkti lango su slinkties juostoje jo puséje turinj . GeleZinkeliy ratuku nuo taves bus perkelti
dokumenta j virsy ir sukti link jas slinkite Zemyn dokumenta.

2.2.1.3 Lie¢iamas valdymo skydelis

Nesiojamas Kompiuteris kompiuteriss yra skirtos lie¢iamas valdymo skydelis jtaisas, kuris veikia kaip
pelé, kai naudojimas, kurio faktiné pelé yra nepraktiska. Ji turi lietimui jautry plota, vilkdami pirstu,
kuris juda pelé Zymeklj. Ji taip pat j kaire ir j deSine mygtukus kaip ir pelé. Kai Pele pagalvélés turés
nedidelj thumbstick prietaisg, kuris gali bdti naudojamas slinkti tarp daikty ar Pele rodyklés
judéjimo.LieCiamas valdymo skydeliss taip pat daznai turi slinkties sritj, esancig desSinéje puséje
trinkelémis leisti przewijanie langai (panasus j ratuku ant pelé). Kai lie¢iamas valdymo skydeliss turés
centrinj mygtuky atstovauti spusteléjus Zemyn Pele ratuku. Funkcionalumas paprastai elgiasi kaip
pelé - Zr 2.2.1.2 skyriuje.
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lliustracija 44 : A labelled photo of a lie¢iamas valdymo skydelis

2.2.1.4 Pagalbinés priemonés pelés valdymui

Windows yra programinés jrangos tweaks skaicius, kuris gali padaryti pelé labiau prieinamas ypac
vartotojams. Jie gali bdti jjungiamas ir iSjungiamas naudojant "prieinamumas vedlj" galima gauti i$
prieinamumo meniu pagal aksesuarai.

* Naudokite skaitiné klaviatlira, o ne pelé - leidzZia skaitmeninis klaviatira dvigubai daugiau kaip pelé
e Pelér Zymeklis - keisti spalva ar dydj pelé rodyklé

® Pele mygtuka parametrai - jjungti uz kairiarankiams vartotojas Pele

¢ Pelé rodyklé greitis - pakeisti pelé rodyklé greitj

Jvairis dizaino pelé gali padidinti naudojimo tikriems vartotojams lengvai.Bevielis pelé galéty iSvengti
problemuy, kurias sukelia laidai, ar kelio kamuolys gali blti naudinga, kai vartotojas apribojo judéjima.

2.2.2 Klaviatura
2.2.2.1 Mygtukai

Klaviatlra yrajtaisas, skirtas leisti vartotojui jvesti duomenis ir informacijg j Kompiuteris . Jis susideda
iS jrenginio su keliais mygtukais (arba klavisy ), prijungtas prie Kompiuteris kabeliu - ar kartais be laidy
. Raktai daZnai sugrupuoti pagerinti klaviattra funkcionalumga. Rakty grupés yra parodyta Zemiau:
Laiske raktai yra sugrupuoti, ir daZniausiai pateikiami " QWERTY " formatu (parodyta meélynai
iliustracija 45 ). Taistandartinis maketas , kad kai suZinojo leidZia greitai spausdinimo greitj. ligas bar
maZiau uz jy vadinamastarpo , kuris prideda tarpa tarp jvesty Zodziy.

Kai klaviatdras turi skaiciy klaviatirg j deSine (parodyta iliustracija 45 Zalia spalva ) , kuriame yra
skaiciy ir dazniausiai matematinius operatorius . Tai leidZia greitai numeris darbg. Kai klaviatiras
neturite skaiciy klaviatlirg , siekiant, kadklaviatira daugiau kompaktiskas. Tai yra bendras Nesiojamas
kompiuteriss arba neSiojamieji klaviatlras . Taciau visi klaviatliras turi virs raidés (kaip parodyta
iliustracija 45 raudona ) numerius. Yranavigacijos klavisais centre rinkinys ( pavaizduota iliustracija 45
purple ), sudaryta is rodykliy klaviSus , namy ir pabaigoje, ir tolesnio puslapio apacig, jterpti ir iStrinti
. Likusieji raktai taip pat yra svarbus, ir toliau jy atitinkami naudojimo bidai iSvardyti..
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‘Number Keys‘

‘Function Keys
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Controls Number Pad

lliustracija 45 : The key groupings on a klaviatiura
Dél klaviatlira taip pat yraspecialiy klaviSy skaicius. Jie yra tokie :

Shift : # Taimodifikatoriaus raktas. Kai Sis mygtukas yra laikomas kaip kitg mygtuka, ji daro
rodomaspakaitinis " virsutinis " simboliy . Kai naudojama su raidZiy klaviso bus pakeisti laiSko byla.
Kai naudojama su viena is su apatinés ir virsutinés pasirinkimo klavisy (pvz., " {" arba " [ " )virSutinis
variantas bus rodomas.

Kontrolé: Ctrl Tai taip patmodifikatoriaus raktas. Ji atlieka specialias operacijas , kai paspaudziamas
kartu su kitais klavisais . CTRL klavisg leidZia daug naudingy klavisai turi bati atliekamas . Kai
kuriedazniausiai naudojami yra Sie:

o crtlir X - iskirpti

e Ctrlir C - kopija

e Ctrlir V - pasta

¢ CTRL ir Z - atSaukti

e CTRL- pasirinkite

Yra daug kity, irfunkcionalumas dazZnai keiciasi priklausomai nuo programos, kuri yra naudojama tuo
metu.

Alt : Taimodifikatoriaus raktas, naudojamas " pakaitinis " raktg funkcija. Kurias Alt klavisy
kombinacijos atliekamos funkcijos skiriasi priklausomai nuo programos naudojamas. Dazniausiai jie
leis nuorodg (arba ne pelé vartotojy prieigg ) prie meniu.

Caps Lock : Caps Lock yrasvirtinis jungiklis . Paspauskite jj vieng kartg irvisy simboliy jvedéte atveju
jsijungs . Paspauskite jj dar kartg , kad jjungtuméte bylg dar kartg. Yra daznailemputé klaviatira , kuri
Zymi, ar ne caps lock perjungti yra . Caps lock taip pat gali bati naudojami siekiant iSskirti raides
vartotojas be pakankamo dviem rankom variklio kontrolés turéti pamaing, o rasyti.

Langai:langai raktasspartusis meniu Pradéti arba pasiekiant meniu nenaudojant Pele priemonémis. Ji
taip pat leidZiai$ nuorody, susijusiy su judéjimo ir maksimaliai / sumaZinti langy skai¢iy . Sios
nuorodos yra iSvardytos 0 skirsnio " Aukstojo Naudojant Kompiuteris "

Skirtukas : * Tab "yraraktas naudojamas tekstg suderinti j lenteliy forma dokumente . Jis taip pat
naudojamas langy j ciklg tarp nuorody HTML narsykliy. Skirtukas perkelia akcentg j kitg nuoroda.
Shift ir skirtukas perkelia akcentg j ankstesnj nuoroda. Tai naudinga hipersaito atrinkus ne pelé
vartotojams .

Enter: 8 Yra du jvesti (kartais vadinama graza arba grjzimo ) raktus. Yra vienas su raide grupés , daznai
pazymeéta rodykle nukreipta Zemyn ir j kaire desine. Taip pat yra vienas apacioje desSinéje puséje
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skaiciy klaviatiirg - paprastai pazymétos "Enter" . Abu raktai atlieka tg pacia funkcija , kuri yra
paprastai baigti ir jrasas ir atlikti procesa. Tai daznaiklaviatlira ekvivalentas spusteléjus mygtukg OK su
pelé . Naudodami teksty apdorojimo paketg ,jvesties klavisg veiks kaip veZzimo grjzti - pradedant
naujg pastraipa.

Backspace : | Backspace raktas leidziavartotojui istrinti paskutinj simbolj jie jvedéte . Laikant grjzties
klavisg bus pakartotinai trinti simbolius .

IStrinti :iStrinti raktas (kartais uzrasu " del ") leidzia istrinti simbolj priesais curser taska. Jis taip pat
gali bti naudojami tokios funkcijos kaip istrinti laikmeng i$ dokumenty arba istrinti failg i$ aplanko.
Pabégti : (kartais pavadintg " esc ")pabégti raktas yranebedalyvauti ir baigiant programas nuoroda.
Tai daznaiklaviatlra portalo paspausdami iSéjima , ne, mesti arba atSaukti mygtuka. Jis taip pat
naudojamas kaip klaviatlira Saukinj stabdymo mygtuka daugelyje HTML narsykliy.

Yra dvylika funkciniai klavisai visoje standartine klaviatlra virSuje , kuri leidZiavartotojui atlikti
nuorodas j funkcijas (tai parodyta oranzinés iliustracija 45 ), taip pat. To pavyzdys langai yraF1
mygtuka, kuris paprastai skambina j pagalbos sistemg dabartinio taikymo .

Daugiau prieinamy klaviatlira varianty yra prieinami, jskaitant didelio teksto, dideliais klavisais,
didelio kontrasto , spalvy koduojami klaviatdras ir supaprastinty klaviatdras .

2.2.2.2 Pagalbines priemones Kklaviatdros naudojimui

"Windows XP" yraprograminés jrangos tweaks skaiCius , kuris gali padarytiklaviatira labiau
prieinamas ypac vartotojams. Jie gali bati jjungiamas ir iSjungiamas naudojant "prieinamumas vedIj "
galima gauti i§ " Start" meniu / Visi Programos / Reikmenys / prieinamumas " Windows XP".
Windows 7 , Siy tweaks kontrolé randama " Lengvos prieigos nejgaliesiems centras ", kuris yra po "
meniu Pradéti / Visos programos / aksesuarai / Lengva Access / Padarytiklaviatlra lengviau naudoti "
arba paspaude Windows klavisas + U kartu ir tada pasirinkdami " Padaryti klaviatiira lengviau naudoti

¢ Paspauskite klavisus derinius vienu metu - padeda su Shift, Ctrl Alt ir langy rakty naudojimg .

e Ignoruoti pasikartojancius klavisy - neleisti netycia paspaudus klavisg, per daug karty .

» Groti garsg paspausdami caps lock , skaitmeny blokavima , arba slinkties spyna - apsaugo nuo
atsitiktinio spaudziant uZrakto raktai

¢ Papildomas klaviatlira Pagalba - rodo papildoma klaviatira padéti, kai ji yra prieinama, naudinga
ne pelé vartotojams.

* Naudokite skaitiné klaviatlira, o ne pelé - leidZiaskaitmeninis klaviatira dvigubai daugiau kaip pelée
Ekrane klaviatira - yraekrane klaviatlra galima naudoti, kai fizine negalig apsaugo nuo fizinio
klaviatdra naudojima. IS ekrano klaviatlra surinkimo parodyta iliustracija 46 . Windows 7Ekrano
Klaviatlira yra prieinama per " Lengvos prieigos nejgaliesiems centras ." Tai galima pasiekti paspaudus
Windows Key + U kartu. Tada pasirinkite " Start ekrane klaviatira " . "Windows XP" ,ekrane Klaviatira
galima jjungti i$ " meniu Pradéti / Visi Programos / Reikmenys / Priemonés / Ekrane Klaviatdra " .
Naudinga spartusis Windows XP taip pat "Windows klaviSas + U, kuris pakelia Utility Manager su
kontrolés procediry, ekrane klaviatlra, Pasakotojo ir Lukg . Taip patUtility Manager nustatymas
paleisti jy paleidimo metu .

,"i, On-Screen Keyboard

File Keyboard Settings Help

lliustracija 46 : A screen capture of the Windows XP on-screen klaviatiira
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Skenavimo Klaviatiiras -nuskaitymo ekrane klaviatira gali bati naudojamas su komutatoriai leidzZia
vartotojams su ribota fiziniy gebéjimy , kad blty galima jvesti tiksliai j klaviatdra . Skenavimo
klaviatdras , kaip antai " TECLA " skenavimo klaviatdra , valdyti taikant kartotinj nuskaityti klavisy .
Pirmaklaviatlra nuskaito Zemyn pabréziant kiekvieng eilute i anksto intervale ( mazdaug 1s ).
Vartotojas perzitréjimy jungiklj , kaieiluté kuriame pobdd] jie nori specifikg. Programiné jranga
nuskenuoja iSilgai eilés , pabréZiant kiekvieng mygtuky paeiliui. Vartotojas perzitréjimy jungiklj
jjungti  raktg jie nori. Tecla galima tiek PC, tiek ir "Android" jrenginiy

Nuspéjamasis tekstas - Nuspéjamasis tekstas buvo daZniausiai naudojami senojo stiliaus mobiliyjy
telefony ( tik su skaiciy klaviatirg ), siekiant paspartinti galimybe jvesti abécélés simbolius . Jis
naudoja pastatytas bibliotekos ZodZiy nuspéti, kurios ZodZiai yra jmanoma is spausdami kiekvieng is
raidziy klaviSus tik vieng kartg. Kai yra daugiau nei vienas galimas Zodis formuojama, ji silillo sgrasg,
kurjvartotojas gali slinkti gauti Zodj jie nori. Taigi, pavyzdziui,6 raktas turi MRO ir3 raktas turi DEF ,
todélderinys 6,3 gali bati " man " arba " i$ " . Daugeliu atvejyskaiciy kodas formuoja unikalig Zinia,
kadvartotojo noréjau radyti be saraso reikia. Sis jvesties stilius gali leisti didesnius mygtukus ,
teikianciais panaSias spausdinimo greitis iki visiSkai klaviattras . PanaSiai , Microsoft Word ir
Siuolaikiniy mobiliyjy telefony ,auto jrodymas funkcija gali atpazinti blogai Zodziai parasyti ir pateikti
pasitlymus dél korekcijos , apriboti klavisy skaiCius ir tikslios rasSyti reikia

Kalbéjimo atpazinimas - Nuo "Windows Vista" iSleidimo, kalbos atpaZinimas buvo pastatytas j
Windows ir leidZia vartotojui valdyti prietaisg ir jveskite naudojant balso ( kalbos j tekstg ar STT ) ir
balso komandas. Kai kurie iS naujausiy iSmaniyjy telefony turi panasius jrankius Integruoty leisti
balso komandas ir diktantas ar greitai paieskai internete naudojant balso. Kalbéjimo atpazinimas
akivaizdziai reikalauja mikrofong ir galima rasti " Start Menu / Control Panel / Lengvos prieigos
nejgaliesiems / Kalbéjimo atpazinimas " Windows 7 . Tai néra pagal nutyléjimg su j Windows XP.

2.2.2.3 Klaviatiros trumposios nuorodos

Windows Yra daug klavisai, kurie gali bati naudojami. Kai kurie veikia ir naudojamas manipuliuoti
langus ar susipaZinimo programas ir priemones . Kai kurie yra bendro pobidZio ir atlikti panasiag
uzduotj, langy ir vidiniy taikomyjy programy ( pavyzdziui, "Microsoft Word" arba " LibreOffice
radytojas ) . Kai yra specifinés tam tikros programinés jrangos paketai. Cia mes pateikiame daZniausiai
naudojamas nuorodas . Norédami gauti pilng sarasg rasite A priede

DaZniausiai pasitaikancios klaviatiira klavisai , skirti naudoti su Windows :

e F1: atidaro "Pagalba" Windows - ar programa, kurig Siuo metu naudojate.

o CTRL + ALT + DELETE : ISkvieskite atsijungimo / Task Manager galimybes

¢ ALT + TAB : perjungia tarp atidaryty programy

¢ ALT + F4 : Baigti programa jus naudojate

¢ paspauskite SHIFT + DELETE : istrinti ir punktg ( aplenkiant Siuksline )

¢ Windows Key : pakelia pradZios meniu ( NB tai jis taip pat galite naudoti CTRL + ESC)

e Windows Key + L : UZrakinti Kompiuteris

¢ F10 : suaktyvina meniu juostos parinkciy ( suteikia gerg prieigg prie meniu komandas i$ klaviatdra )
¢ paspauskite SHIFT + F10 : Atidaro nuorody meniu pasirinkto elemento (panasu j desine paspaudimu
pelé)

e CTRL + SHIFT + ESCAPE : atidaro Windows Task Manager

o ALT + | : Atidarykiteidskleidziama saraga

o SHIFT : Laikykite nuspaude klavisg SHIFT , o jdéjus CD aplinkkeliy Autorun funkcija.

o ALT + SPACE BAR : Rodo meniu leidZia langy manipuliacijos ( atkurti, sumazinti, padidinti , uzdaryti,
perkelti arba pakeisti lango dyd;j )

e CTRL + TAB: Perkelti skirtukus j sudétine Dokumenty sgsajos programos (pvz., tarp atviros skirtuky
interneto narsykle)
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¢ ALT + F6 : Perjungti daug langy veikia toje pacioje programoje.

e Ctrl + S : Prisiminti

DaZniausiai pasitaikancios programa spartieji klavisai Windows :

e CTRL +: Pasirinkti viska

e Crtl + C: Kopijuoti

e CTRL + X: ISkirpti

e CTRL+V : pasta

e CTRL + Z : AtSaukti

e CTRL + Y : Perdaryti

¢ CTRL + B: Paryskintas perjungti

e CTRL + P Spausdinti

o Ctrl + | : Kursyvu perjungti

e CTRL + U : Pabrézti toggle

e ALT + "pabraukta raide iS programos meniu " : atidaro meniu , kad
e CTRL + F pakelia radimo langa

DaZniausiai pasitaikancios Byla ir Explorer klavisai :

* F2: Pervadinti objekta

* F3 Parodo "Windows Search

e ALT + ENTER: Rodyti savybiy langas

DaZniausiai pasitaikancios Interneto Narsyklés Nuorodos

¢ F5 : atnaujinti esamg puslapj (taip pat CTRL + R)

¢ TAB: ciklai Zemyn iS URL baras kiekvieng nuorodg , iSskleidZiamajame arba teksto jvesties laukelj
puslapyje.

¢ SHIFT + TAB : ciklai atsargines kopijas nuorodos , dropdowns ir teksto jvesties dézés
e CTRL + TAB: perjungia atidarytus skirtukus

e CTRL + + : Priartinimas

e CTRL + -: Atitolinimas

e Ctrl + N : atidaro nauja langg

e CTRL + T atidaro naujg skirtuka

¢ ENTER: Pazymi esamg nuorodg arba iSskleidziamajame arba sudaro tekstas jvedamas
e CTRL + W: uZdaro dabartinj skirtuka

e CTRL + U : PerZilréti ISeitinis kodas

¢ CTRL + P Spausdinti

e CTRL + D : Pridéti Zyme

e Ctrl + H : Rodyti paieskos istorija

e CTRL +J : Rodyti parsisiysti

DaZniausiai pasitaikancios Prieigos klavisai :

* SHIFT ( paspauskite 5 kartus ): Toggle Stickykeys

o Teise SHIFT +] : Perjungti FilterKeys

o NumLock ( laikykite 5 sekundes ) : Jjungia ToggleKeys

e Kairysis ALT + kairysis SHIFT + NumLock : Perjungia PeléKeys

e Kairysis ALT + kairysis SHIFT + PrintScreen : Jjungia didelj kontrastg
DaZniausiai pasitaikancios nuorodos naudojant specialias Windows raktus :
¢ "Windows klavisas + R: Run dialogo langas

¢ "Windows klavisas + M: Sumazinti visus

¢ paspauskite SHIFT + Windows klaviSas + M: JT sumazinti visas

¢ "Windows klavisas + E: Atidarykite Windows Explorer"

* "Windows klavisas + F : leskoti failus ir aplankus

¢ "Windows klavisas + D : Sumazinti langus rodo darbalaukj

¢ "Windows klavisas + TAB: Ciklas per uzduociy juostos mygtukus
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¢ "Windows klaviSas + U : Atidarykite " Lengvos prieigos nejgaliesiems centras "
¢ Taikymo raktas : rodo Nuorody meniu pasirinkto elemento
A priedélyje rasite pilng sarasg sparciyjy klavisy kombinacijos prieinama "Windows".

2.2.3 LieCiamas ekranas

Kai kurie kompiuteriai ir ypa¢ mobiliyjy jrenginiy, tokiy kaip smartphonach ir planseté kompiuteriss ir
all-in -one kompiuteriss yra jrengta su sensoriniu ekranu . Jutiklinis ekranas gali aptikti buvimg ir vieta
liesti jo ekrane . Tai leidzia tiesioginés sgveikos su ekranu neskelbiant tarpinio pelé ar stebéti kamuolj
tipo prietaiso reikalavimus.

Naudoti,jutiklinis ekranas veikia panasiai kaip pelé . Touchscreen su pele kartografavimo paprastai
nustatyti Siy standartiniy varianty , nors tai daznai konfigiruojami programiné jranga:

¢ Palieskite ekrang = Kairé Pele Spauskite

¢ du kartus greitai Palieskite ekrang = Dukart kairéje spustelékite

e Palieskite ekrang ir laikykite = teisé Pele Spauskite

e Palieskite ir tempkite pirstu ekrane = Spustelékite ir vilkite

o Palieskite ir brakstelékite aukstyn / Zemyn / j kaire / j deSine = Slinkti Lapas j virSy / Zemyn / kairén /
desinén (Uzsitiens yratrumpas vilkite ta kryptimi, po kurio isleidimo )

Kai jautriais ekranais yra pajégi registruojant kelis darbus vienu metu. Tai atveria daugiau galimybiy
sgveika. Multi - touch jrenginius yra kity galimybiy , jskaitant :

e Palieskite pirstu ir nyksciu, ir juos kartu ( Ziupsnelis ) = Zoom Out

e Palieskite pirstu ir nyksciu ir vilkite juos nuo kito ( sklaida ) = Padidinti

e Palieskite vienu pirStu tadaantra = DeSiniuoju pelés mygtuku spustelékite

CROReRY

Drag item Flick finger Tap and hold
Nudge Pinch Spread Slide finger

lliustracija 47 : Diagrams showing the modes of interaction with a touchscreen (Original works by Rachel Glaves.
Converted to Pencil by Frédéric Vandaele. URL: http://evoluspencil.googlecode.com/files/touchscreen.zip)
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2.3 ISvesties jrenginiai
2.3.1 Ekrano nustatymai

2.3.1.1 Ekrano rezoliucija

Ekrano raiska reiskia atskiry tasky , kurie gali blti rodomi kiekvieno matmens skaiciy. Jis paprastai yra
atstovaujama dviem skaiciais , plotis x aukstis (pvz., 640 x 480 ). Jei daikty jlsy ekrane pasirodys per
mazas, vienas paprastas bldas padidinti dydis yra sumaZinti ekrano skiriamajg geba

"Windows XP" ir atidarykite ekrano rezoliucija nustatymus ,desiniuoju pelé spustelékite darbalaukio
fong pakelia meniu. Pasirinkite "Ypatybés" iS meniu , tada pasirinkite skirtukg Nustatymai. Tai leis
sukurti dialogg rodoma kaire iliustracija 48 . (Pastabaparodyta dialogas yra dviejy ekrano sistema . Jei
JUsy pasirinkimai yra keli ekranai , jls galite spusteléti ant mélyna ekranus sunumeruoti 1 ir 2 ir
redaguoti savo rezoliucijas atskirai). Pagal tai yraslankiklj juosta " Ekrano skiriamoji geba " su galimy
varianty . Galimos parinktys gali skirtis ir priklauso nuo grafikos galimybes savo Kompiuteris , bet
paprastai galima atsisakyti rezoliucijg , taip padidinant dydis objektai rodomi ekrane.
Windows 7 desiniuoju pelés mygtuku spustelékite darbalaukio fong ir pasirinkite " Screen Resolution
" . Tai leis sukurti dialogg parodytg j iliustracija 48 dedinéje. Siame dialoge yraiskleidZiamajame

slankiklio juosta " Ekrano skiriamoji geba " su galimy varianty . Galimos parinktys vél skirtis ir
priklauso nuo grafikos galimybes savo Kompiuteris , bet tai paprastai galima sumazinti rezoliucijg ,

taip padidinant dydis objektai rodomi ekrane..

(== =]

P
(I [B <« All Control Panel ems » Display » Screen Resolution [ 43 ] [ Search Con.. o]

Themes | Desktop | Screen Saver | Appearance | Settings |

-

[iiag the monitor icons to match the physical arangement of your monitors

Change the appearance of your displays

1] 2] e V=
Display: 1.LA2405 ~
1. Plug and Play Moritor on NVIDIA GeForce 6200 Series GPU £ ‘ Resolution:
Screen resolution Color quality

less [}—— Mo Highest 32 bit 3
1440 by 900 pivels 10 N | m

m

[] Make this my main display Advanced settings
Make text and other items larger or smaller
[ Idertify ][ Troubleshaot ] [ Advanced What display settings should I choose?

lliustracija 48 : The 'Display Properties' dialogue in Windows XP (left) and Windows 7 (right)

2.3.1.2 Ekrano opitimizavimas

Programiné jranga kontroliuoti apie jusy Kompiuteris grafika taip pat turéty leisti koreguoti rySkumg
ir spalvg. Priklausomai nuo to, kg grafikos aparatiiros jlsy masina naudoja, bldy, kaip patekti
parametrai gali skirtis.TipiSkas NVIDIA valdymo pultas veikia "Windows XP" bus rodomas iliustracija
49, ir kaip galima matyti yra slankmaciai reguliuoti rySkumg, kontrastg, skaitmeninés gyvumo, gama ir
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vaizdo galandimas. Tai valdymo pultas gali blti pasirinktas iS ISpléstiné skirtuke "Display Properties"
lange. Tai kur jums reikia rasti konkrety tvarkyklés programine jrangg jlsy konkretaus grafikos
plokste, jei yra (taip pat gali bati tiesioginé nuoroda j jj iS iSple¢iamojo sgraso rasto desSiniuoju pelés
klavisu ant darbastalio fong).

“Vous can adhet desklop color selings or your cplaye. o evhance piuae cualy f pou ate using elevisons

1. Select the displary you would like ta change.

=
P L1c0s (2 of

Cobe chagyel:
W Al charrets v

(@ sz ot

lliustracija 49 : the NVIDIA control panel

"Windows 7" suteikia "kalibruoti spalva" rutina, kuri leidZia po Zingsnio koregavimas Zingsnis gauti
savo spalva ryskumas, kontrastas, gama ir tt jsteigti bati optimizuotas jlsy pageidavimus. Norédami
pasiekti Sig deSiniuoju pelés mygtuku spustelékite darbalaukio fong, pasirinkite "Personalizacija”,
tada "Kalibruoti spalvg". Jums tada reikia vykdykite ekrane pateikiamas instrukcijas.

2.3.2  Ekranas nustatymai

Dauguma Siuolaikiniy ekranass leisti koregavimai turi bati atliekami su ryskumas, kontrastas ir
spalvos naudojant Ekranas meniu. Tikslinant Siy priemoniy yra individualus kiekvienam ekranas
marké ir modelis, ir taip apibldinant prieigg prie Siy meniu c¢ia galima apibendrinti tik.Mygtuko
nustatytg ant HP Ekranas pavyzdys pateiktas iliustracija 50 ir pavyzdys gaudyti meniu, kad jis pakelia
pavaizduota iliustracija 51.
Paprastai yra meniu mygtukas, i$ + pora ir - mygtukai ir OK.Meniu mygtukas turi aukléti meniu. Plius
ir minus mygtukai turéty leisti tada slinkite per parinktis, ok, mygtukas turéty leisti jums naudotis
meniu elementus. Antriniai meniu tada navigacija tg patj metoda, kol pasirodys norimas nustatymai
buvo pasiektas. Jei néra mygtukus ant "Ekranas" uZ predescribed laikotarpj (dazniausiai mazdaug 30
sekundziy), ekrane meniu uZsiveria.

lliustracija 50 : An example of the buttons that may be found on a ekranas
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lliustracija 51 : An example of the menu of options that may be available from the ekranas settings menu

2.3.3 Programineé jranga rodanti nustatymus

Windows nustatymai:

Langy, galite pakeisti perzitréti jusy puslapiy iSvaizda. Tai galima padidinti teksto pavadinimas bary,
dropdowns ir meniu visoje "Windows" programy dydj. Tai daroma Windows XP "is" Display
Properties "," ISvaizda "kortele. Norédami pasiekti to, deSiniuoju pelés mygtuku spustelékite
darbalaukio fong ir tada pasirinkite skirtuka ISvaizda. Yra iSskleidZziamajame c¢ia kuri turi galimybes
"normalus", "Didelis Sriftai" ir "Extra Large Sriftai", kaip parodyta kairéje gaudymo iliustracija 52.
Windows 7 $i nuostata gali blti atvertas, pasirinkdami "Valdymo skydas" i§ meniu Pradéti ir tada
pasirinkdami "Ekranas". Jums bus pateikta su radijo mygtukais maZesnio, vidutinio ar didesnio teksto,

kaip parodyta desinéje gaudymao iliustracija 52.

Display Properties

Themes | Desktop | Sereen Saverl Appearance | Settings @U"i » Control Panel » All Control Panel Items » Display < [4] [ seorch con. p]
(-]
Control Panel Home P . N
= [.;‘ Make it easier to read what's on your screen
= o Adjust resolution “You can change the size of tet and other items en your screen by choosing ene of these options, To
o a fF Iy enlarge just part of the screen, use the Magn fier tool.
Active Window [= ]3] § & temporar
i, ) Calibrate color
Change display settings
Message Box ‘ PO et @ Smaller - 100% (defautt Preview
s fjust ClearType
Set custom text size (DPI)
5 Medium - 125%

o Larger - 150%

Windaws and buttons: .
Apply

‘Wmduws P style v |
LColor scheme:
| Default [blue] |
Eont size:

Mormal v .

Large Fonts

Extra Large Fonts Cancel Devices and Printers

lliustracija 52 : The display properties appearance box in Windows XP (left) showing the font size
dropdown,

Taikomieji specialieji nustatymai:
Kai kurios programos leidZia perjungti nustatymus per juos , kadpuslapis aisSkesnis priartinimo arba
langg ( tekstas ir grafika yra iSple¢iami ) arba teksto dydj ( tekstas tik yra padidintas )
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o Langy Padidinti

Per meniu Rodymas daug paraisky rasite mastelj . Didinti mastelio procentg leis tekstg ir vaizdus
daugiau , mazéjapriartinimas procentas bustekstas ir vaizdai maZesnis. Per interneto narsyklés lange ,
galite naudoti vaizdg ar nustatymy meniu arba naudojant klavisy kombinacijg CTRL + + bus padidinti,

ir CTRL + - nutolins

"Internet  Explorer"  suteikia  Siuos  parametrus  pagal Page / Zoom meniu
"Google Chrome" teikia Sias nuostatas pagal verZliarakc¢iu ( pritaikyti ir kontrolés) meniu
"Mozilla Firefox" teikia Sias kontrole pagal Rodyti / Zoom meniu.
. Srifto dydis

Taip pat yra galimybé kai kuriose narSyklése priartinti tekstg be priartinimo kitg turinj
Internet  Explorer suteikia Sias nustatymg pagal Page / Tekstas dydis meniu.
"Google Chrome" Teikia Sias nuostatas pagal veriZliarakéiu ( pritaikyti ir kontrolés) / Options / po
variklio gaubtu / Web Content / Srifto dyd;j varianta.
"Mozilla Firefox" teikia Sias kontrolés Rodinys / Zoom / Zoom Tik tekstas . Taiperjungti kuris jjungia
normaly priartinimo valdiklj j priartinimo teksta tik tada, kai tikrinami .

2.3.4  Garso nustatymai

Reguliavimas garsumo / nutildimas per programinés jrangos

Norédami reguliuoti garsumg, naudojant programine jranga, galite naudotis i uZduociy juostos
kontrole.Garsumas reguliuojamas pasirinkdami garsiakalbio piktogramg (kaip parodyta iliustracija
53). Paspaudus ant piktogramos atidaro garso slinkties juosta, kuri gali bati slydo aukstyn ir Zemyn su
pelé arba aukstyn / Zemyn klaviatlira stréliy. Taip pat iSjungti mygtuka ant Sios kontrolés, kuri, kai
paspaudéte bus iSjungtumeéte visus garsus iS Kompiuteris ir parodyti garso iSjungtas piktograma (taip
pat pavaizduota iliustracija 53). Vél paspausdami mygtukg bus vél jjungti garsg. Kai garsas yra
nutildytas, Garsiakalbiai piktograma uZzduociy juostoje pati taip pat rodo, kaip tirio iSjungtas
piktograma.

LD = ®

v
2 2
Mixer = Micss
= 5
Lo el i
=g

Volume Muted

Speakers Icon

lliustracija 53 : Adjustment of the sound volume from using Windows 7

Kai kurios programos turi garso kontrole pastatytas ant svarbaus Windows garsumo lygj. Media
grotuvai daZnai sukiiréme tirio kontrolei per Ziniasklaidos lange. Sie tinklai daZnai yra atstovaujama
labai panasiai kaip standartiniy langy kontrole.
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Garsumo naudojant jrangg

Aparatlra patikslinimai tlrio paprastai yra pagaminti naudojant surenka ir mygtukai patys
Garsiakalbiai.Garsiakalbiai daZnai turés garsumo rankenéle ir maitinimo jungiklj, leidZiantj
kontroliuoti apimtis tiesiogiai iS patikimo Saltinio. Jeigu tdris yra ant Garsiakalbiai ir jUs patiriate garso
praradimo, verta patikrinti, kad garsas néra nutildytas arba labai mazZai programinés jrangos (zr.
iliustracija 53)

2.3.5 |vadas j pagalbines iSvesties technologijas

Tiek Windows 7 ‘"ir "Windows XP turi tam tikry priemoniy nejgaliesiems.
Norédami prieiti prie " Lengvos prieigos nejgaliesiems centras " Windows 7 eikite j " Start Menu /
Priedai / Accessibility / Lengvos prieigos nejgaliesiems centre" , arba paspaude Windows klavisas + U.
Tai leis sukurti dialogg parodyty iliustracija 54 . Dialogas lydi garso pasakojimo jos turinj. Jo
pagrindinés funkcijos yra pradéti Magnifier , pasakotojo ir didelio kontrasto funkcijos.
Norédami prieiti prie " Utility Manger " Windows XP ", paspauskite " Windows Key + U ( Tai iskelia
dialogo dézés parodyta iliustracija 55 ) . Tai leidZia prieigg prie Pasakotojo , Magnifier ir ekrane
klaviatra funkcionaluma. Naudokite " Start / Control Panel / Prieinamumas Funkcijos " ir atidarykite
tolesniy priemoniy pagalba , pavyzdziui, klaviatira nustatymy, garso nustatymy didelio kontrasto
rezimu , Pele nustatymus ir tt (kaip matyti iliustracija 56 ) Taip patPrieinamumas vedlys , kuris leidZia
jums conlliustracija "Windows XP" , kad atitikty jasy poreikius. Surasti §j Skyriuje " Start / Control
Panel / Prieinamumas Funkcijos / Conlliustracija Windows dirbti su regéjimo , klausos ir mobilumo

|'C:9‘ » Control Panel » All Control Panel ltems » Ease of Access Center

Control Panel Home .
Make your computer easier to use

[+ _
% Change administrative settings chk access to common tools

You can use the tools in this section to help you get started.
Windows can read and scan this list automatically. Press the SPACEBAR to select the highlighted tool.

[] Always read this section aloud [#] Always scan this section
7 start Magnifier A& Start Narrator
= Start On-Screen Keyboard P oset up High Contrast

Mot sure where to start? Get recommendations to make your computer easier to use
Explore all settings
When you select these settings, they will automatically start each time you log on.

Use the computer without a display

Optimize for blindness

Make the computer easier to see
Optimize visual display

Use the computer without a mouse or keyboard

Set up alternative input devices

Make the mouse easier to use

Adjust settings for the mouse or other pointing devices

Make the keyboard easier to use
Adjust settings for the keyboard

[ Q oo &

Use text or visual alternatives for sounds

Set up alternatives for sounds

! '| Make it easier to focus on tasks

Adjust settings for reading and typing

poreikius"
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lliustracija 54 : The 'Ease of Access Centre' window in Windows 7

Marrator iz a text-to-zpeech program that can help people with low vizion
zet up their awn computers or use other people's computers. M arratar
might not perform well with some programz and only speaks in English.

Mozt users with visual impairments will need a screen reader with higher
functionality for daily use,

Far a list of Windows-bazed screen readers, see the
Uitility Manager Microzoft Web site

To have Narrator repeat this or any test, press CTRL + SHIFT +
SPACEBAR.

I agnifier iz not running
Marratar iz running
On-Screen Keyboard iz nat running

[] D not show this message again

Marrator can read aloud menu commands, dialog box
optiohs and mare.

Options for Magnifier

[ Start automatically when | log in

Announce events on screen
Read twped characters

[ Start automatically when | lock my deskiop [[] Mave mouse pointer to the active item

[]Start automatically when Utility Manager starts | St st Gl

Help ] I ak l ’ Cancel [ Help H Woice... H E it

lliustracija 55 : The Utility Manager brought up by Windows Key + U in Windows XP

Accessibility Options

K.eyboard |5|:|und Dizplay | Mouze | General

Stickyk.enz

Ilze Stickyk.eys if you want to uge SHIFT, CTRL, ALT, or
Windows logo key by prezsing one key at a time.

[]UJze Stickykeys Settings

Filterkays

Il1ze Filkerk.eyz if pou want Windows to ignore brief or repeated
keyztrokes, ar slow the repeat rate.

[]Uze Filerk.eys Settings

Togaglekeys

I1ze Togaglek.eps if vou want to hear tones when pressing
CAPS LOCK, MUM LOCEK, and SCROLL LOCEK.

[]Use Togglekeys Settings

[ ] 5how extra keyboard help in programs

k. l [ Cancel
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lliustracija 56 : Accessibility options accessed on a Windows XP machine

Ekrano didinamasis stiklas

Ekrano didintuvai, kai atidarytas sudétos juostele prie ekrano kur yra rodomas didesnis portalo
ekrano dalyje (iS pradziy po pelé rodyklé) virSuje.To pavyzdys yra pateiktas j iliustracija 57
nuotrauka.Juosta gali bati kei¢iamas vilkdami jo apatinis krastas. Windows 7, jei lupa juostelés
tempia su pelé tampa laisvai plaukioti didintuvai dézuté, kuri padidina ko jis tempia daugiau.
"Windows XP" langas gali buti perkeltas ir dydj, bet ne perdéti, o nutempé.

Jei nustatymai mygtuku kelig Lukg elgiasi gali blti pakeista. Jis gali biti pagaminti sekti Pele Zymeklj,
kad klaviatlira démesio, arba teksto Zymeklj. Ji taip pat turi spalvy inversija parinktj. Lukg variantai
turi panasias funkcijas tiek Windows XP ir Windows 7

ViPi

Virtual Portal for Interactign and ICT Training t!: People with Disabilities

"Microsoft" Pasakotojas

Pasakotojas - taip pat pradéjo nuo prieigos meniu lengvai - bus skaitomi garsiai, ekrano turinj
démesio, o taip pat balso jéjimai naudojami nuo klaviatdra . Tai iS esmésekrano skaitytuvg , bet su
gana ribotas funkcionalumas . Nors daug maziau sudétingas neiant ekrano skaitymo programos
visiskai, tai yra pagal nutyléjimg visose Windows sistemose , leidZiantis greitai ir lengvai ekrano
skaitymo galimybe , kai specializuota ir brangi programiné jranga yra neprieinama.

High Contrast

Didelio kontrasto nustatymai galimi i$ prieigos centro patogu , ir galima nustatyti j vartotojo asmeninj
pasirinkimg naudojant " personalizavimas " langg. Tema tada gali bati jjungtas ir iSjungtas nuorodg "
Kairysis ALT + kairysis SHIFT + PrintScreen " arba naudojant Zymeés langelj Access centro patogu . Yrais
didelio kontrasto temas galima Windows 7 su variacijomis balta ant juodo, juodai balta ir su skirtingy
spalvy varianty pasirinkimas . Taip pat yra galimybiy pakeisti piktogramas darbalaukyje , Pele
nurodymus ir uZzduotis juostos nustatymai galimi is Stiliaus lange.

Tekstas j kalbg programos

Nors tai nerodoma pagal numatytajj su Windows diegimo , yra daug pagal uzsakyma tekstas j kalbg (
arba TTS ) paraisky galima svyruoja nuo laisvai brangus su balsams , akcentai, kalby ir parametrus
minios. Dél vartotojo, kuris remiasi garso iSvesties tokia programa gali bitiverta to.

Daugiau informacijos apie laisvo teksto j kalbg programine jrangg, Sie istekliai gali bati naudingi :

e http://www.naturalreaders.com/index.htm

e http://www.dyslexia.com/helpread.htm

Ekrano skaitytuvai
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Veélgi, nors nenumatyta Windows diegimo pagal nutyléjima, verta paminéti Sio kurso , kad
papildomos skaitytuvo ekrano programiné jranga yra prieinama tiek komerciniu poZitriu ir ne
komerciniais tikslais . Ekrano skaitytuvai yra net labiau universalus nei tekstas j kalbg programos
suteikia papildoma funkcionaluma per klaviSus , kad skirtingy rasiy naudojimo . Jais siekiama tiek
nustatyti ir aiskinti, kas yra ( ar bty rodomas ) ekrane . Aiskinimas yra perteikta apie vartotoja per
tekstq j kalbg . Ekrano skaitytuvai gali bGti naudojami tais atvejais, kaivartotojas yra aklas ,
silpnaregiams, turi mokymosi negalig , arba negalite perskaityti .

Pavyzdziai ekrano skaitytuvus , siunc¢iamy su kai kuriy konkreciy operaciniy sistemy : "Microsoft"
Pasakotojas , Voiceover , Emacspeak, Yasr, speakup , Gnome ORCA ( Linux aplinkose ) ir NVDA (
neregimajai Desktop Access) . Yra taip pat komerciniai paketai - yra placiau naudojamas - pavyzdZiui,
JAWS , Langy akis, delfiny ir ZoomText Lupa / Reader .

Atnaujinama Brailio displéjai

Dél Brailio skaitytojy yraapie naudojant atnaujinama Brailio ekranas galimybé . Nors brangus ir tik
nedaug Brailio Igsteliy ( 18-40 ) Siy ekrany gali leisti ekrano skaitytuvg produkcija bus rodomas Brailio
rastu.

2.4 Kompiuterio naudojimas

2.4.1 Darbastalio piktogramos

Darbastalio paprastai bati nuorody (ir pavyzdys parodytas iliustracija 58) numerj. Dukart spusteléje
Sios ikonos su pelé yra greiiausias bldas atidaryti programa arba failg jusy Kompiuteris. Programos
jds naudojate labiausiai turéty nuolat turéti savo darbalaukyje, ir jei jie néra js galite padaryti vieng
po arba vilkdami elementg iS meniu Pradéti j darbalaukj, arba vilkdami aplankg arba failg j darbalaukj
laikydami klavisg "Alt".

My Autodesk 3ds
Computer  Max 2011 6.

resvolutionpeople

44



xn ///
* * v
* *

* 5k :
Education and Culture DG

lliustracija 58 : A capture of a desktop showing a number of shortcut icons which can be used to open programs, files and
folders.

2.4.2 Busenos juosta

UZduociy juostoje yra dar vienas greitas budas atidaryti programa arba perjungti programas, taip pat
turéty pateikti jums su iSsamesniu sgrasg programy, kurias galima j savo kompiuterj.Uzduociy
juostoje yra dazniausiai randamas ties ekrano apacioje, nors jis gali bati perkeltas i$ Sony ar virSaus.
Kai kompiuteriss yra nustatyti taip, kad uzduociy juostoje matomas visg laika, taciau kitiems reikia
atskleisti jg pateikia:

¢ Paspaudus Windows klavi$g ant klaviatlra

» vilkimas pele prie ekrano apacioje (arba ekrano dalj, kurioje jis buvo graZintos j buvusig padét;j
krasto..

“ViPi>

resvolutionpeople

e | o s ol w) SEman
lliustracija 59 : A screen shot of the desktop with the task bar visible

o UZduocdiy juostoje suteikia prieigg prie daikty skaicius :
¢ "Start" meniu - "Windows 7 spustelékite Windows simbolj kairéje puséje meniu. "Windows
XP" spustelékite ant ZodZio " Pradéti " . Sis meniu yra daug programy nuorodas , taip pat
nuorodos sarasg, kad prieituméte aplanko sistema , valdymo pultas, jrenginius ir
spausdintuvus ir Zinynas ir palaikymas.
» Ploksteés atstovaujantys programas, kurios jau atidarytas . Paspaude ant "Outlook"
piktograma pavyzdziui bty perjungti rodo atvirg langg Outlook ir slepiasi . Siekiant suderinti
atvirg programa darbalaukio jgytas Zinias, tiesiog spustelékite jo piktograma uzduodiy
juostoje .
eLaikas ir data galima rasti deSinéje puséje. Paspaude ant Sios pakelia kalendoriy ir laikrod,j.
eGarsiakalbiai ikona -, kuri suteikia prieigg prie garsumo ir nutildymo kontrolei siekiant
greitai prisitaikytiKompiuteris Zaidimy garso nustatymus ( Zr. 2.3.4 skirsnj).
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¢ Kitos nuorodos - ten gali bti ir kity nuorodos prikabintos prie uzduociy juostos , leidzianti
prieigg prie kontrolés ar programy . Tai gali bti dedamas ten jums, arba pacios programos

diegimo metu.

W‘ Microsoft Word 2010

: Microsoft Outlook 2010 L

icture
Music
@ soogic chiome > @ L]
\ Computer - »
Autodesk 3ds Max 2011 64-bit
ont
i rinters

3 resvolutionpeople

A Windows Live Messenger
o

| Getting tartea [ [ —
n; Connect to a Projector
‘; Remote Desktop Connection
Sticky Notes
( .§ Snipping Tool
J) Paint »

< XPs Viewer

> AllPrograms

(S oo an T Al s

FlG S0 sl =)

lliustracija 60 : A capture of the desktop with the task bar and start menu visible

2.4.3 “Pradzios” meniu juosta

Meniu Pradéti (pavaizduota iliustracija 60) numatyta pagrindiné priemoné pradedant programas.
Pirma aukléti uzduociy juostg ir paspauskite pradzios, arba tiesiog paspauskite "Windows" klavisg
klaviatira, kuri bus automatiSkai atidaryti uZduociy juostos ir meniu Pradéti.
Daugelis i meniu Pradéti elementai yra tiesiog nuorodos, bet kai kurie elementai yra
iSvardyti.Puikiausias pavyzdys sgrase yra "All Programs" variantas. Galite pasakyti, tai yra sarasas,
kaip ji turi rodykle jj. Paspaude ant "All Programs" atidaro visas programas ir programy grupiy turimy
sgrasa. Kai faktiniai programos nerodo j pirminj sgrasg, bet j pietus sgrasa. PavyzdZiui, jei norite rasti
skaicCiuoklés programg turite pasirinkti "Visos programos", tada "Priedai", kur rasite nuoroda
skaiciuokleé.

2.4.4  Langai

"Windows" yra uz programy turite veikia jasy darbalaukio konteineriai. JUs galite valdyti juos taip,
kad tie, kurie norite matomi ir tie, kuriy nenorite matyti, yra pasléptas, arba uZdarytas.
Norédami uZdaryti langa, jas turite paspausti "x" piktograma virsSutiniame desiniajame kampe (zr.
pavyzdj langg iliustracija 61). Tokiu bldu bus galutinai uzdaryti langg. Jei turite nejrasyty darbg, jums
bus pasillyta jg iSsaugoti iki langas uZsidarys. Norédami padidinti langg (kuris sukels langg per visg
ekrang) Paspauskite ant kvadratiniy piktogramos Salia x. Be maksimaliai lango Si piktograma bus
pakeisti j "Atstatyti" piktogramg (dvi dézZés viena priesais kitg), kuris kai paspaudéte sukels langg grjzti
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j buvusj dydj. Siekiant sumazinti langa, spustelékite ant linijos piktogramg 3alia atkurti / padidinti
piktograma. Daro tai apsaugo lango prieinami jums, ir tam, kad atnaujinty jg spustelédami atitinkama
piktograma, kuri atrodo uzduociy juostoje.

| Untitled - Notepad =Nl e
File Edit Format View Help
This is an example window -

4 F

lliustracija 61 : An example of a window

Norédami perkelti langg, vartotojas turi spustelékite ir vilkite ant pavadinimo juostoje lango. Langai
taip pat gali bati kei¢éiamas paspaude ant lango sieny ir vilkdami. "Windows 7" sillo tam tikras
specialias funkcijas maksimaliai vilkdami langg j ekrano virSuje, arba maksimaliai per puse ekrano,
vilkdami langg j kaire arba j deSine ekrano. Daugelis langai turés iSskleidZziamajame meniu sgrasg i$
Yemiau pavadinimo juostos puslapio viruje. Siuo atveju mes turime failg, redaguoti formatas,
perzidreéti ir Zinynas. Spusteléjus atsidaro papildomas meniu variantus.

DaZnai lango turinys yra per ilgas ar platus, kad galima ekrano plotas, ir tokiais atvejais daZznai
atsiranda slinkties juosta desinéje puséje ir / arba apacioje lango (kaip pavaizduota iliustracija 62).
Siuo atveju turinys gali bati perzidrétas spustelédami ir vilkdami slinkties juostas su pelé, arba
naudojant rodykliy klaviSus klaviatdra.

| Untitled - Notepad ==&
File Edit Format View Help
This is an example window -

here is some more text

here is some more text

m

here is some more text
here is some more text
here is some more text
here is some more text

4 1 2

lliustracija 62 : A window showing scroll bars due to oversized content

2.4.5 Pagalba

Kompiuteriss yra daug informacijos , kad padéty jums juos integruoti j savo operaciniy sistemy
naudoti. Svarbus ir naudingas bruozas "Windows"Zinyno sistema. Operaciné sistema pati ir dauguma
programy bus pastatytas pagalbos faily, kurie leidzZia vartotojams rasti atsakymus j klausimus, kuriuos
jie gali turéti.

v

Norint naudotis Zinyno sistemg , galite paspausti F1 ir klaviatira arba spustelékite "Help" is
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programos meniu sistemg , arba taip pat" Pagalba ir parama" nuoroda j "Start" meniu . Jei paspausti
F1, o naudojant programag bus aukléti pagalbos failus dél Sios konkrecios programos . Jei paspausite
pirmasis ant darbastalio fone jis bus parodytas bendras Windows pagalbos ( kaip pavaizduota
iliustracija 63 Windows 7 ir iliustracija 64 Windows XP ) . Vienas i$ pirmyjy nuorody ji pakelia yra tai,
kad " SuZinokite daugiau apie " Windows pagrindai " ( Windows 7 ) ir" Windows pagrindai " Windows
XP". Sis pagalbos skyrius suteikia pagalba , susijusig su klausimais, dél kuriy mes mokomés &ia rasiy
daug, ir suteikia rankas praktika ir patirtj, naudojant "Windows" funkcijas . Patartina turéti skaityti
per kai ten medziagos siekiant susipazinti dar su kompiuteriu

Kai atidarote pagalbos sistema paprastai yrais meniu parinkciy sgrasas irpaieskos juostg . Jei jvedate
uzklausg j paieskos juosty ir paspauskite grjzti - arba paspauskite ant didinamojo stiklo,pagalba ,
sistema ieSkos rezultatus , kurie padés jums . JUs taip pat gali pereiti j teisingg srityje padéti dukart
spusteléje nuorodos numatytas zinyno meniu.

@WindowsHe\p and Support = [@ =] @WindowsHe\p and Support = [@ =]
&) ﬁb - il é% Ask Options + @ &) ﬁb - il é% Ask Options +
‘ Search Help Pl ‘ Search Help Pl

p Find an answer quickly
5
Enter a few words in the search box above.

Not sure where to start?

= How to get started with your computer
m Learn about Windows Basics

= Browse Help topics

More on the Windows website

with your PC.

Featured this month:

® What's new in Windows 7

» Getting started with Windows 7

Q More support options

Check out the Windows website, which has
information, downloads, and ideas for doing more

€ Online Help ~

Windows Basics: all topics

‘Windows Basics topics are designed to introduce you to personal computing and the
Windows operating system. Whether you're a beginning computer user or someone
with experience using a previous version of Windows, these topics can help you
understand the tasks and tools you need to use your computer successfully.

Learn about your computer

Introduction to computers

Parts of a computer

Using your mouse

mn

Using your keybeard

Turning off your computer properly

Desktop fundamentals

The desktop (overview)

The Start menu (overview)

The taskbar (overview)

Desktop gadgets (overview)

Working with windows

Using menus, buttens, bars, and boxes

Programs, files, and folders

e Using programs

Working with files and folders

Getting started with printing

Getting started with Paint
Internet, e-mail, and networking
e Getting started with e-mail

» Understanding security and safer computing

Q More support options
€ Online Help ~

lliustracija 63 : The Windows 7 Help menu (left) and the window having clicked 'Learn about Windows Basics' (right)
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@ Help and Support Center

'\3 Back. '\) Cb ﬂ Index ‘E"_n"\sv‘Fa_vorites @Histnrg S@port .ﬁ Qptions
search [ ) @ Help and Support Center

Set search options i Professional

Pick a Help topic Ask for assistance

YWhat's new in Windows XP E| Invite a friend to connect ko vour computer with Remote Assistance
Music, ¥ideo, games, and photos
Windows hasics E| Get support, or find information in Windows XP newsgroups

Protecking your PC: security
basics

Pick a task

Metworking and the Web E| Keep your computer up-to-date with Windows Update
Working remotely
System administration E| Find compatible hardware and software for \Win

E| Undo changes our computet with Ssystem Restore

EUSIIIIT_IIZ_I!‘Ig your computer [$| Use Tools to view your computer information and diagnose problens
Accessibility —

Did you know?
Printing and faxing
Performance and maintenance
Hardware n through an Inkernet
Fixing a problem

Send your feedback to Microsoft

lliustracija 64 : The Windows XP Help system window

2.4.6 Bylos ir katalogai

Kompiuteris turi daug informacijos , kad padéty jums juos integruoti j savo operaciniy sistemy
naudoti. Svarbus ir naudingas bruozas "Windows"Zinyno sistema. Operaciné sistema pati ir dauguma
programy bus pastatytas pagalbos faily, kurie leidzZia vartotojams rasti atsakymus j klausimus, kuriuos
jie gali turéti.

Norint naudotis Zinyno sistemg , galite paspausti F1 ir klaviatira arba spustelékite "Help" i$
programos meniu sistemg , arba taip pat" Pagalba ir parama" nuoroda j "Start" meniu . Jei paspausti
F1, o naudojant programg bus aukléti pagalbos failus dél Sios konkrecios programos . Jei paspausite
pirmasis ant darbastalio fone jis bus parodytas bendras Windows pagalbos ( kaip pavaizduota
iliustracija 63 Windows 7 ir iliustracija 64 Windows XP ) . Vienas i$ pirmyjy nuorody ji pakelia yra tai,
kad " SuZinokite daugiau apie " Windows pagrindai " ( Windows 7 ) ir" Windows pagrindai " Windows
XP". Sis pagalbos skyrius suteikia pagalba , susijusig su klausimais, dél kuriy mes mokomés ¢&ia rasiy
daug, ir suteikia rankas praktika ir patirtj, naudojant "Windows" funkcijas . Patartina turéti skaityti
per kai ten medZziagos siekiant susipaZinti dar su kompiuteriu

Kai atidarote pagalbos sistema paprastai yrais meniu parinkciy sgrasas irpaieskos juostg . Jei jvedate
uzklausg j paiesSkos juostg ir paspauskite grjzti - arba paspauskite ant didinamojo stiklo,pagalba ,
sistema ieskos rezultatus , kurie padés jums . JUs taip pat gali pereiti j teisingg srityje padéti dukart
spusteléje nuorodos numatytas Zinyno meniu
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™ Computer

€ Network

sub-folderl Date modified: 14/03/2012 14:40
File folder

h

1% Computer

€ Network

3 items

[=1@]=] e E=E]=]
@@vl + Libraries » Documents » Folder b + [ 4| [ Search Foider £ @le !+ Libraries » Documents » Folder » sub-folderl ~ 43 [ Search sub.. P
Organize v = Open Share with = E-mail Burn  » #e- Al @ Organize ~ Share with Burn Mew folder # O @
¢ Favorites Documents library Arrange by Folder = 't Favorites Documents library P EEL Folder ~
B Desktop Folder B Deskiop sub-folderl
Download Download:
< D““’”b“ g sub-folderl < D"""l']“ - [filel jpg
* Dropbox | sub-folder2 v ropoox = file2jpg
% Recent Places %] Recent Places =
| sub-folder3 [ file3jpg
3 Libraries i Libraries
| Documents %] Documents
o Music o Music
[ Pictures & Pictures
B Videos B videos

lliustracija 65 : Some example folders showing a structure where files are saved into a sub-folder

[=r=]=]

v Libraries » Documents » Folder »

GO

Qrganize v Share with = Bumn Mew folder

Documents library

Folder

b

sub-folderl

't Favorites
B Desktop
14 Downloads
' Dropbox

5 Recent Places ‘n

sub-folder2

4 Libraries
%] Documents
& Music
&) Pictures

B videos
1% Computer

€ Network

I 3 items

v\&,His tder P |

2~ 0 @

Arrange by:  Folder ~

b

sub-folder3

lliustracija 66 : Folders in the Large icons view give a preview of their contents

2.4.7

Byly tipai

Langai gali bati jsteigtas parodyti, kas yra Zinoma kaip faily plétinius . Tai yra (paprastai 3 ar keturiy
simboliy ) priesagos , kurie ateina po failo pavadinime tasku . Jpg yrapavyzdys pateiktas IN iliustracija
65 , kuri yravaizdo failo aplankuose. Nustatymas rodyti faily plétinius galima rasti i$ meniu Pradéti /
control panel / Aplanko parinktys / ir skirtuke Rodymas nuimkite varnele " Slépti Zinomy faily tipy"

langelj.

Kas toks yra nebaigtinis bendry plétiniy sgrasas .

Tekstiniai failai ir dokumentai - tai dokumentai, kurie gali bati redaguojama teksto redagavimo ar

kompiuterio tipo taikymo

e doc arba docx - . . Microsoft Word dokumentas
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e odt - . LibreOffice Rasytojas dokumentas

e txt - . Teksto failg

. o rtf - raiskiojo teksto failg

¢ pdf - . "Adobe Porlentelé Document Format

Skaiciuoklés ir duomeny bazés - tai faily, sukurty skaiciuokle arba duomeny bazés programg,
pavyzdZziui, Microsoft Excel arba Microsoft Access

o xls xIsx arba - . . "Microsoft Excel" skaiciuokle

e dai - . LibreOffice Calc skaiciuoklés

e db - . Duomeny bazés failg

. * MDB - "Microsoft" duomeny bazés failas

e csv - . Kableliais atskiras vertés failg

. ® XML - Extensible Markup Language failg

Web puslapiai - tai interneto puslapis failai

. htm arba html ar xhtml - . . Hiperteksto kalba

e css - . Pakopiniy stiliy (taikoma formatavimg HTML dokumentuose)

. ® PHP - hiperteksto anksto procesorius failg

. ® JS - javascript failg

Vaizdai ir nuotraukos - tai yra vaizdo failus, jie gali bati nuotraukos , logotipai, grafikai arba
diagramos, iliustracijos ir kt .

. » bmp - rastras ( nesuspausty )

e tga - . Targa grafinis

. ® jpg - suspaustas vaizdas

.  gif - grafinis perdavimo formato failas

. o Tif - tagged vaizdo failas

e EPS - . Aplieti PostScript failas (vektorinis paveikslélis formatas )

Garso ir muzikos failus - tai gali blti muzikos failus, sistemos garsus , garso jrasai ir tt

. » mp3 - suspaustas muzikos failg

. » WAV - nesuspausty ( lossless ) garso failg

¢ WMA - . "Windows Media Audio formatas

Vaizdo failai - tai vaizdo ir garso derinama, TV programas, filmus ir vaizdo kameros jrasy teig . Yra
daug jvairiy formaty Sio failo tipo .

. ® Mp4 - MPEG - 4 daugialypés terpés failg

* mov - . QuickTime "filma

e WMV - . "Windows Media" vaizdo failas

. * MPG - standartas suspausto vaizdo failo

. ® FLV - Flash video failg

* AVI - . Garso / vaizdo tarpai failg

Program Files - tai paleidpiamieji failai, kurie reiSkia, kad jie yra programos, kurios gali veikti jasy
kompiuteryje. JUs turite blti atsargus, veikia visus failus su Siais plétiniais , jei jie kile i$ nepatikimo
Saltinio , pavyzdZiui, elektroniniu pastu ar internetu.

. » SikSnosparnis - DOS Batch failas

¢ Exe - . "Windows vykdomajj failg

. [t - DOS komandy failg

. e stiklainis - Java archyvas failg

Sistemos Failai - Sie failai yra naudojami jlisy Kompiuteris ir jo programomis , o jie dirba . Jums
nereikia rankiniu bddu redaguoti, perkelti arba pasalinti Siuos failus.

. » DIl - dinaminio saito bibliotekos ( tai iSankstiné sukompiliuota kodas)

e drv - . Tvarkyklé

. ® Ico -piktograma failg

. ® sis -Windows sistemos failo
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. ® kabina -Langai kabinetas failg

Suspausto failus - tai Faily archyvas - daznai naudojami kai kopijavimas darbg arba perkelti tarp
masiny darbg per lazda, elektroniniu pastu ar internetu . Sie failai bus pateikta viena faila, arba daug
faily suslégti j mazZesnius failg, bet vis dar kuriame yra visas originaliy rinkmeny duomenis. Unzip
programa reikia iSskleisti juos ir naudoti failus jie telpa .

e pasto - .Zip archyvas

* RAR - . WinRAR suspaustas archyvas

Slideshow failai - tai failai , sukurti pristatymg programos, pavyzdziui, "PowerPoint"
® pasas arba pptx - . . "Microsoft PowerPoint" pristatymas

. ® PGS - "Microsoft PowerPoint" Sou

. ® ODP - LibreOffice Impress presentation

2.4.8 Byly perkélimas ir kopijavimas

Svarbu, kad baty galima lengvai rasti savo failus j savo Kompiuteris ir kad tai yra svarbu, kad baty
galima laikyti savo failus tvarkingas ir tvarkinga struktdra. Siekiant Sio tikslo, ji padeda mums bdti
galima perkelti failus aplink ir juos grupuoti aplankus. Yra keletas bidy, kaip pasiekti perkelti failus.s.

2.4.8.1 Byly perkélimas ir kopijavimas su pele

Perkelti failus ir aplankus su pelé gali bati pasiektas naudojant " drag and drop " process.
Pirmiausiavartotojas turi atidaryti failo jie norite kopijuoti arba perkelti vietg. Antravartotojas turi
atidaryti vietg jie nori failg baigti . Norédami perkelti failg j kitg vietg ( tame pacdiame diske ) tiesiog
pasirinkite failg spustelédami ant jo, ir tada vilkite failg j naujg vietg , ir palikite jj ten. Norédami
perkelti kelis failus , pazymékite juos po vieng laikydami CTRL laiku ( tai leisvartotojui pasirinkti kelis
failus ) . Arba, kad pasirinktuméte daug faily sgrase pasirinkite puslapio virsuje , laikykite Shift ir tada
pasirinkite apacios vieng ( tai bus pasirinkti apatine ir virSutine failus ir visus failus tarp ) . Kai visi failai
yra atrinkti, atlikti vilkite ir upusé nuo grupés . Norédami sukurti failo kopijg j naujg aplanka ir
paliktioriginalg pradiniame aplanke , palaikykite Crtl kai jis upus¢ failus. Reikéty pazyméti, kad ,
jeinorima vieta yra ant atskiro disko Sis procesas bus nukopijuoti faila , o ne perkelti jj pagal
nutyléjima. Norédami judéti tarp disky (pasalintioriginalus ) failg palaikykite Shift kai metant failus

o [@][R

@Uv\ « Documents » current location
Organize v =] Preview v Sharewith v >
¢ Favorites Documents libr...
Bl Desktop current location

& Downloads

# Dropbox
4 Libraries h

| Documents filel.jpg file2jpg

Arrange by

& Music

k=) Pictures

).

1% Computer

file3jpg

€ Network

l l fileljpg  Datetaken: Specify date taken
= % | JPEGimage

<[ [seorchaes
Organize v Share with v New folder

¢ Favorites Documents libr...
B Desktop desired location
& Downloads

Arrangeby:  Folder v

# Dropbox This folder is empt

5| Recent Places

3 Libraries l l
5 Documents - :

& Music

&) Pictures P T )
| = Move to desired location
B Videos —_

1% Computer

€ Network

0 items

I

=~ 0 @

lliustracija 67 : dragging and dropping a file (filel.jpg) from its current location to a new desired location
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2.4.8.2 Byly perkélimas ir kopijavimas su ‘Kirpti’,
‘kopijuoti” ir ‘jklijuoti” komandomis

Jei pageidaujama, perkelti ir kopijuoti failus galima atlikti naudojant iskirpti, kopijuoti ir jklijuoti
komandos (ar jy klavisai CTRL + X, Ctrl + C ir Ctrl + V atitinkamai. Pirma faily, kurie yra reikalingi, kad
blty perkeltas, turi bati pasirinktas naudojantis pele arbaklaviatira. Kitas vartotojas paspaudzia CTRL
+ C kopijuokite failus arba CTRL + X, kad perkeltuméte failus. vartotojo parenka vietg, kuri turi bati
perkelti. CTRL + V baigs kopijuoti arba jklijuoti failus..

2.4.8.3 Byly trynimas (ir atstatmas), “Siuksliné”
Failai gali bati iSbrauktas i$ katalogo pagal pirmajg atranka, o po to paspausdami arba:

1. IStrinti rakta

2 . Desiniuoju pelés mygtuku spustelékite pele ant failo ir pasirinkite " IStrinti " i$ meniu.
3.CTRL+D

Visiauksc¢iau bus paskatinti vartotojg ' Ar jus tikrai norite istrinti §j failg ? " . Taip atsakymas bus
perkelti failg j " Recycle Bin " . Jokio atsakymo, bus atSaukti veiksma. Kad baty iSvengta naudojant
Siuksline ,paspauskite SHIFT kartu su 1 ir 2 punktuose gali bati naudojami. Tai paskatins vartotoja, ar
jie nori istrinti failg. Failas, kuris buvo perkeltas j Siuksline gali bati atgautas dukart paspaude "
Siukslinés " piktograma darbalaukyje deSiniuoju pelés klavisSu ant failo , kuris buvo istrintas ir
pasirinkite " Atkurti " . Punktas turéty pasikartoti, kur ji buvo isbraukta i3 . Siuksline gali bati istustinti
visam laikui pasalinti failus iS kompiuterio ir atlaisvinti vietos diske. Tai daroma , paspaude deSiniu

klaviSu ant Siukslinés ir pasirinkdami " I13valyti $iuksline " i meniu. Si veikla bus i$trinti visus

elementus metu Siuksline.

2.4.8.4 Duomeny grazinimas

Gera idéja kurti atsargines kopijas savo svarbius duomenis. Kompiuteris diskai gali biti pazeisti, laikui
bégant, arba smugio ar gaisro, o kartais ir duomenys tampa sugadintas ir tampa nejskaitomas.
Logiska to daryti kopijas svarbiy byly (Zinomas kaip kurti atsargines kopijas failus) j atskiras diskas,
iSorinj kietajj diskg (USB kietajj diska ar parkeris vairuoti) arba tinklo diskg (pvz., ZMI, "SkyDrive", ir tt)
reguliariai.

Kai stalo kompiuteriai turés kelis diskus jy, kur failai gali bati saugomi tiek uztikrinti apsaugg nuo
disko gedimo.NeSiojamas diskas saugomas kitoje vietoje, arba i$ tinklo disko naudojimas bus
apsaugoti ir nuo vietos aplinkos pavojy, tokiy kaip potvyniai ar gaisrg, kuris gali sunaikinti visus
vietinius diskus.
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2.5 Paprasto tekstinio arba skaiciuoklés dokumento
sukurimas ir iSsaugojimas

Zodis procesorius yra vienas i naudingiausiy programy savo Kompiuteris. Jis leidZia jums sukurti,
modifikuoti ir skaityti visus dokumentus, rasys, pavyzdziui, laiSkus, ataskaitas, ir net kursus, kaip Sis.
Pries kompiuteriai tapo jprasta, dauguma verslo komunikacijos turéjo bati parasyta ant raSomuyjy
masinéliy.

Siandien, ra3omosios masinélés esmés buvo pakeista teksty apdorojimo programine jranga. Kai kurie,
naudojant teksto redagavimo privalumy:

- Galite pataisyti tai, kg paraséte ar jterpti papildomg tekstg;

- Galite perkelti tekstg i$ vienos dokumento j kitg;

- Galite spausdinti savo dokumentg lengvai, naudojant spausdintuva, prijungtg prie kompiuterio;

- Galite i " saugoti savo dokumentg apie Kompiuteris ir vél redaguoti jj véliau;

- Galite skaityti dokumentus, parasytus kity Zmoniy.

Geri tekstiniai procesoriai yra MSWord ir LibreOffice Writer. Tiek bus paaiskinta tolesniuose
skyriuose.

2.5.1 Dokumneto kiirimas, iSsaugojimas ir spausdinimas
MSWord programoje

2.5.1.1 |prastas Sablonas

MSWord galima atsisigsti bet http://office.microsoft.com .
Pastaba : tai néra nemokama .

Norédami pradéti MsWord naudojant Pele (Zr. iliustracija 68 )

- Spustelékite Windows logo paleidimo mygtuka uzduodiy juostoje rodomas meniu Pradéti (
paprastai esantj apacioje, kairéje ant PC ekrano ).

- Spustelékite Visos programos meniu.

- lesSkoti Microsoft Office j programinés jrangos, kad bus rodomi ir spustelékite jj sarase .

- Tada spustelékite "Microsoft Word programinés jrangos programy , kurie bus rodomi ir MSWord
pradés sgrasa.

- MSWord atvers tuscig dokumentg . Jis pamatysite mirksintj Zymeklj virSutiniame kairiajame
puslapio kampe , pasiruose jums pradéti rasyti.

Norédami pradéti MsWord naudojant klaviatira (zr. iliustracija 68 )

- Hit Windows klavisa , kad jjungtuméte programos meniu

- Naudokite "aukstyn" klavisg , kad pereituméte prie visy programy

- Hit graza pasirinkti

- Naudokite rodykliy aukstyn ir Zemyn klavisus rasti "Microsoft Office" sgrase
- Hit graza pasirinkti

- Naudokiterodykliy aukstyn ir Zemyn klaviSus rasti "Microsoft Word"

- Rezultatas grazinimas paleisti programa
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lliustracija 68: Start Menu — Word 2010

Kiekvieno programos virsuje, kuri veikia Windows rasite pavadinimo juostg.Pavadinimo juosta rasi
programos pavadinimg ir dabartinés atidaryto failo vardas, pavyzdZiui, dokumento 1 - "Microsoft
Word". lliustracija 69shows su skirtingy elementy pavadinimus.

File tab/
Backstage Quick Access

/ toolbar
Wd 9O =

i 4] R 1 LB OnePage
oaines \ - o Pages

Pk 1ot Soreen Wi Outine  Dray Zoom 100N

Lapout| Resang Laypout ' ~
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|

Back

Mo satdies

it "fj'_:'.‘. - <= Navigation pane

| .

Pogt S otk | Wpedtd | A5 Engluh iUy

DocumentT [Compatibdiny Mode] - Microsoft Werd o

Ribbon

Scrollbar s

Status bar

View toolbar

lliustracija 69: Word 2010 opening screen

Sparciosios prieigos jrankiy juosta yra virSutiniame kairiajame lango puséje. Norédami pradéti,

spustelékite Tinkinti, kaip parodyta iliustracija 70..
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Open Recent File

More Commands...

Show Below the Ribbon

lliustracija 70: Customizing the Quick Access Toolbar in Word 2010

Pagal nutyléjimg, yra tik trys greitosios prieigos piktogramos leido, iSskyrus, anuliuoti ir perdaryti.
Galite jjungti kitas komandas i$ Tinkinti sparciosios prieigos jrankiy juostos meniu. Kai jjungta, jUs
rasite savo piktogramas j sparciosios prieigos jrankiy juostg. Sparciosios prieigos jrankiy juosta buvo
jtraukta j "Office 2003" ir 2007, taip pat, bet vaidina didesnj vaidmenj "Office 2010".

Kai kurie Zmonés mano, kad numatytasis pozicija sparciosios prieigos jrankiy juosty, kad bity
nepatogu. Perkelti jj toliau juosteléje spustelékite rodykle Zemyn, esancia piktograma i$ sparciosios
prieigos jrankiy juostos desinéje, tada spustelékite Rodyti Zemiau Juostos pasirinkimo kontekstinio
meniu, kuris yra tiesiog po daugiau komandy varianta.

Home Insert Page Layout References Mai

Calibri (Body) vl v == vz
. B 7 U ~abe x, x ! [%EEE
. 4 N+ 32 _é. *Aav | A" AT {»v EE e %
5 Font > Paragraph

lliustracija 71: Quick Access Toolbar below the Ribbon

Kitas svarbus jrankiy rinkinys yra meniu juosta (pavaizduota iliustracija 72) ir jos skirtingus skirtukus.
Kiekvienas skirtukas turi galimybiy sgrasg, kuris leidZia jums atlikti jvairias uzduotis pagal programa.
Norédami aktyvuoti skirtingas meniu, galite pasirinkti juos spustelédami ant jy naudojant pele, arba
naudojantis klaviatira, paspausdami Alt klavisg vieng kartg. Skaiciai ir raidés bus rodomas kiekvieng
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meniu skirtuka ir vieng kartg atrinkti Zenklai pasirodys jjungti kita meniu elementy. Norédami slinkti
iS meniu j meniu ir Zemyn per kiekvieng meniu, taip pat galite naudoti, kai paspaudus klavisg ALT
kartg, rodykliy klavisus (kairé / desSiné apsikeitimo meniu, ir per meniu aukstyn / Zemyn, kad
pazymétumeéte meniu elementus. Norédami iSeiti iS meniu, baras, paspauskite "Esc" (pilnas Apzvalga
iS klaviatlira nuorodos yra pateiktos 1 lenteléje 8 lentele).

Home Insert Page Layout References Mailings Reviey
A B colors - 2y o Y= Breaks *
[T I? Ij i
Fonts = o /9 Line Numbers ~
Themes Margins Crientation Size Columns
= Effects - = - - - b~ Hyphenation -
Themes Page Setup

lliustracija 72: Menu ribbon with the different tabs and toolbars - Part of the Page Layout tab in Word 2010

Pagal meniu juostoje rasite jrankiy juostg, kurig sudaro jvairiy skirtuky, kiekvienas is jy yra mazi
paveiksliukai, Zinomas kaip "lcons", simbolizuojantis skirtingas funkcijas.Jrankiy juosta turi septynis
skirtingus skirtukus. Jie yra: Namai, Jterpti, Puslapio maketas, Nuorodos, mailingi, apzvalga, Zidréti.
Mes daugiausia démesio bus skiriama Sio kurso pirmame 2, namai ir Jterpti.

¢ PradzZia

Sis skirtukas turi pagrindines teksty apdorojimo jrankius, kaip pavyzdziui, dydzio, $rifto, spalvos,
stiliaus ir tt Rasite, kad naudoti §j skirtuka daugelj uzduociy, todél ji taip pat yra numatytasis
skirtukas.

“ Home Insert Page Layout References Mailings Review View Developer Add-Ins

= 6 i Bodyl -+ 11 - A a7 Aae @ iz .= .z, zmaE Al @)
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lliustracija 73: Home tab Word 2010
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2.5.1.2 Dokumneto kidrimo uzduotis

Rasymas ir iSbraukti

- Paleiskite programa Word.

- Parasykite savo varda teksto srityje dalis .

- Naudokite Backspace klavisg iStrinti savo vardg vieng raide vienu metu.

Pasirinkus tekstg

- Pazymeékite jj nuspaustg kairjjj Pele mygtuka ir perkelkite savo pele per ZodZius.

- Kita vertus , jei jus dukart spustelékite Zodj , kad Zodis yra pasirinktas , ir jei trigubas spustelékite bet
kur ant linijos ,visa linija bus pasirinktas.

Persikélimas teksto Zzymeklj

- Parasykite savo vardg dar karta.

- Paspauskite kairjjj rodyklés klavisg kelis kartus, kolzymeklis yra ne jlsy vardo pradZioje , arba
naudoti savo pele .

- Perkelti Zymeklj j savo vardo pabaigoje su desinjjj rodyklés klavisg , arba naudoti savo pele..

- Perkelti Zymeklj j kitg eilute spausdami gragzg. Parasykite savo adresg j kitg eilute .

- Perkelti Zymeklj aplink tekstg , naudojant aukstyn, Zemyn , j kaire ir j deSine rodykliy klaviSus , arba
naudoti savo pele .

Rasyti ir istaisyti tekstg
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- Jveskite trumpa teksto fragmentg .

- Perkelkite Zymeklj j vieng Zodj deSinéje ir istrinti jj naudojant Backspace .

- Vietoj rasyti kitg Zod;j .

- JUs galite naudoti taip pat sglygas Anuliuoti ( CTRL ir Z) ir perdaryti ( CTRL ir Y) galimybiy (Zr. toliau ),
siekiant panaikinti arba pakartoti pakeitimus , kuriuos atlikote .

Pasirinkite Sriftg

- Prie$ pradédami rasyti, pasirinkti Sriftg , kad jums patinka . lliustracija 74shows apie Srifty , kad
atrodo, kai jUs pasirenkate Srifto baras sgraso pavyzdys
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T Shruti o
i SimHei

T Simplified Arabic g aad

T Simplified Arabic Fixe
I SimSun

T Simsun-ExtB

T STREIDELE

T Siwil GREEN
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T Syrbol APXBESI I
 Tahoma

T Tandelle

T Teen

T Teen Light

T Tempas Sans ITC

T Times New Roman

T Traditional Arebic sam 2l
T Trebuchet M5

C&. Tunga

% TRIMENGA O00LEP

 verdana

T Cfindd

L1 TR

[T

4

lliustracija 74: Font bar with displayed options

- -lJei nuspresite pakeisti Sriftg, kai jUs jau jvedéte teksta, tada tiesiog paspauskite CTRL ir A tuo
paciu metu (visg tekstg bus atrinkti), tada pereikite prie Srifto juostoje ir pasirinkite Sriftg, kurj
norite. Kai tai bus padaryta, spustelékite vieng kartg su savo pelé tekste iSjungti parinktj arba
vieng kartg paspauskite ant vienos i$ rodykliy klavisus.

Naudojant "AtSaukti" - "Redo" mygtukus

- Kitas "Microsoft Office" mygtukas Sparciosios prieigos jrankiy juosta.Sparciosios prieigos
jrankiy juosta suteikia jums prieigg prie komandy daZznai naudoti. Pagal nutyléjima failo,
anuliuoti ir perdaryti ant Sparciosios prieigos jrankiy juostoje. Galite naudoti Jrasyti, kad
jraSytumeéte failg, Undo Rollback veiksma iSgéréte, ir Redo, kad i$ naujo veiksma turite
valcavimo atgal.Undo ir Redo piktogramas rodomi iliustracija 75.
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Home Insert Page Layout References hailings Review

lliustracija 75: Undo and Redo buttons

Irasyta skirtukais:

- Jus galite lengvai kurti saraSus su Zenkleliais daikty.

1. Pasirinkite teksto sarasa, kuriam norite priskirti zenklelius arba numerius. Galite naudoti
bet koki teksta atrankos metodais, kuriuos jau aptarta, kad pazymeétuméte teksta.

2. Spustelékite kulka mygtukas trikampis rodomas kulky sarasa, kurj norite priskirti saraso.
Galite pasirinkti bet kury 1§ kulky stiliy galima tiesiog paspaudg ant jo.

3. Jei norite sukurti su numeriy sarasa, tada spustelékite Numeravimas Mygtuko trikampi
vietoj kulka mygtuka, kad biity rodomas numeriy sarasa, kuri norite priskirti saraso. Galite
pasirinkti bet kurj i§ numeravimo stiliy galima tiesiog paspaudg ant jo.

- Kelios bulleting ir numeravimo stiliy yra, kaip parodyta iliustracija iliustracija 76and 77
atitinkamai

Home tab Bullet Button
Numbering Button
V' .
W d9-|Ooi= Document2 - Microtoft Word [D‘@
Home Insert Page Layout Refererjces Mailings Review View Add.Ins & 0
= W =,

= 4 Calibri (Body) -1 -~ EEiEE e A/ % B!
_] 12 ! Recently Used Bullets _-~§ =5 =, '
=
Paste

Quick Change Editing

e & vV e 1 O [ 2T styles styles~ | -
Clipboard % Budtet Libeary ‘ Paragraph . Styles
D]\-: -'q imell @O ®||&|/oQ@ Fi1-7 - 1-8 1 -9 1 10" 1 1121 1"_;
s v ~
E Document Buliets A -
|
: v
ot <= Crange List Level
r. Retine New Buse
< / 'nv-un&\n;.:
2 v" Oranges
2 v' Bananas v
5 v' Apples 2
: [5)
; ¥
p >
Page:1of1 | Words:88 | f| English(US) | DeE 22 10% (=) 0 (+)

List of Bullet Styles
lliustracija 76: Bullet Button triangle to display a list of bullets to assign to selected list
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Retine New Number Format
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List of Numbering Styles
lliustracija 77: Numbering Button triangle to display a list of numbers to assign to selected list

1. - Sukurtisgrasa, kaip Jus rasote (Rezultatas tada rodomas iliustracija 78):
1. Tipas *, ir tada paspauskite tarpo klavisg arba paspauskite klavisg TAB, tada
jveskite kg norite pailséti pirmajj elementg i$ sgraso su Zenkleliais.
2. Kai baigsite rasyti, paspauskite Enter pridéti kitg sgraso elementg ir automatiskai
pereiti prie kito elemento pridéti teksta.
3. Ankstesnj veiksmga pakartokite kiekvienam sgraso elementui.
4. Galite sukurti sub-sgrasus, kurie yra vadinami daugelio sgrasy. Tai paprasta sukurti
sub sgrasus, tiesiog paspauskite klavisg TAB arba naudoti Didinti jtrauka jrankiy
juostos mygtuka jdéti preke j pietus sgrasa..
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Home tab Bullet Button
Numbering Button

TR '\l,u Iz Doa%mz - Micro{oft word [ O

Home Insert Page Layout Refererges Mailings Review View Adddns & 0

&3 4 Calibri (Body) - - [EFIEE EmeE A/ % oy
) 3 B J U-dex,x & E¥F AN =

Paste 1 Quick Change Editing
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Clipboard & Font P Paragraph . Styles
1 C g
....]‘- D3 (R0 0 ECR YR ROR! ORI DR S0 A S0 e B Y IS . KNG B XM ) o

On the Insert tab, the galleries include items that are designed to coordinate with tt®
look of your document. You can use these galleries to insert tables, headers, footers ©
cover pages, and other document building blocks. When you create pictures, charts) ‘}’

diagrams, they also coordinate with your current document look.

e Thisis one.

You can eafily change the formatting of selected text in the document text by choos ¥
look for the¢ selected text from the Quick Styles gallery on the Home tab. You can al: ;
text directly by using the other controls on the Home tab. Most controls offer a cho 3

[!

| >
Page:1of1 | Word$188 | G  English (US) | (Dng 22 1% (- {J (+) r

— —

Bulleted List created as you type
lliustracija 78: Creating bulleted lists as you type

Galite sukurti numeruotg sarasg kaip raSote. Word automatiskai formatuoti pagal savo
teksta. Toliau pateikiami paprasti Zingsniai, kaip sukurti numeruotg sgrasa kaip rasote.
1. 1 tipo, ir tada paspauskite tarpo klavisg arba paspauskite klavisg TAB, tada jveskite kg
norite pailséti pirmajj elementga j numeruotg sarasa.
2. Kai baigsite rasyti, paspauskite Enter pridéti elementg j sarasg automatiskai ir eiti pridéti
kitg sgraso elementa.
3. Ankstesnj veiksma pakartokite kiekvienam sgraso elementui.
4. Galite sukurti sub-sgrasus, kurie yra vadinami daugelio sarasy. Tai paprasta sukurti sub
sgrasus, tiesiog paspauskite klavisg TAB, jdéti preke j pietus sgrasg.Todél sunumeruoti
sgrasas atrodys, kad iliustracija 79

1.
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On the Insert tab, the galleries include items that are designed to coordinate with tt™
look of your document. You can use these galleries to insert tables, headers, footers Al

cover pages, and other document building blocks. When you create pictures, charts_}

|

diagrams, they also coordinate with your current document look.

1. Thisis one.
2:

You can eafily change the formatting of selected text in the document text by choos

look for the selected text from the Quick Styles gallery on the Home tab. You can al: ;

0 text directly by using the other controls on the Home tab. Most controls offer a cho
4 | - : . o . d
| Page:1of1 | Word$190 | G English (US) | DR 385 10% (- 0 O

Numbered List created as you type

lliustracija 79: Creating numbered lists as you type

Insert

This tab (shown in lliustracija 80) contains further tools which are mainly for inserting things.

802

Insert Page Layout References

= eal B8

Mailings Review View D

Cover Blank Page Table Picture  Clip
Page~ Page Break - Art -
Pages Tables Illustrations

Q =

Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer

Add-Ins

3

eveloper

il

58 |

F
Mu

Header & Foot

- -

Links

lliustracija 80: Insert tab in the menu ribbon

Jterpti paveikslélj (Zr. piktogramas suskirstyti pagal lliustracijos )
- Spustelékite ten, kur norite jterpti paveikslél;.

- Skirtuko Jterpimas grupéje lliustracijos spustelékite Paveikslélis.
- Raskite paveikslélj, kurj norite jterpti.

- Dukart spustelékite paveikslélj, kurj norite jterpti.

- Keisti paveikslélj , perkelkite savo sienas .

Jrasyta lentele (Zr. piktograma pagal lentelése )
- Spustelékite ten, kur norite jterpti lentele .

- Skirtuko Jterpimas grupéje Lentelés spustelékite Lentelé , tada spustelékite Jterpti lentele .
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- Pagal Stalo matmenys , jveskite stulpeliy ir eiluciy skaiciy.

Taip pat galite naudoti meniu Lentelé jterpti lentele ir pasirinkti eiluciy ir stulpeliy , kuriuos
norite numer;j.

- Spustelékite ten, kur norite jterpti lentele .

- Skirtuko Jterpimas grupéje Lentelés spustelékite Lentelé , tada, pagal Jterpti lentele , vilkite,
kad pasirinkti eiluciy ir stulpeliy , kuriuos norite numer;j.

JUs galite naudoti lentelés $ablong jterpti lentele , pagrjsta iS anksto suformatuotas lenteliy
galerijoje. Stalo $ablonai yra pavyzdiniy duomeny, siekiant padéti jums vizualizuoti tai,
kalentelé atrodys, jei norite pridéti savo duomenis.

- Spustelékite ten, kur norite jterpti lentele .

- Skirtuko Jterpimas grupéje Lentelés spustelékite Lentelé , nurodykite Greita lentelése , tada
spustelékite Sablong, kurj norite .

- Pakeisti Sablone duomenis su duomenimis , kad jus norite.

Piesti lentele

Galite piesti sudétinga lentele - pavyzdZiui, vienas, kad yra Igsteliy skirtingy aukséiy arba
skirtingas skaicius kiekvienoje eilutéje stulpeliy .

- Spustelékite vieta, kurioje norite sukurti lentele .

- Skirtuko Jterpimas grupéje Lentelés spustelékite Lentelé, tada spustelékite Lygiosios lentele .
- Zymiklis pasikeis j piestuka (kaip matyti iliustracija 81 ).

- Norédami nustatyti iSorines lentelés ribas , nubrézti staciakampj . Tada patraukiama stulpeliy
eilutes ir eiluciy linijas viduje staciakampio .

First... then...

\‘ —+
+i?

ar...

L,

and =0 an...
—l"_(.'?

b

lliustracija 81: Apzvalga of Draw lentelé gestures

- Norédami istrinti eilute arba bloka linijas, pagal Stalo jrankiai skirtuke Dizainas, lygiosiomis
sieny grupéje Trintukas.

- Spustelékite linijg, kurig norite istrinti.

- Baige pieSimo lentele, spustelékite langelj ir pradékite rasyti arba jterpti grafika.

JraSyta nuoroda

- Pasirinkite tekstg arba objektg, kurj norite rodyti kaip hipersaita.

- Desiniuoju pelés mygtuku ir spustelékite hipersaitg piktograma () kontekstiniame meniu.)
iliustracija 82 meniu rodomas:
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Insert Hyperlink

Link, to:

Existing File or
\Web Page

Flace in This
Document

Create MNew
Document

E-mail Address

Texk ko display: |object
Look in: (=) A-Projects v
o
drren 2006
Folder =
[y 2007 Target Frame...
|| 2008

Erowsed | () 2009
Pages | z010

) 201t

Recent i 2':'12_ ) _
Files [ Administration

() apt2, toi

Address: w

Cancel

lliustracija 82: Insert Hyperlink window

- Pagal " Nuoroda ", pasirinkite, kur norite susieti.

* Visy Jterpti hipersaitg Atsidariusiame lange galite jvesti svetainés URL j adreso laukelj,
jeigunuoroda yra j svetaine.

o Taciau, jds taip pat galéty susietitaip:

sesamgq failg jusy Kompiuteris - naudoti Jterpti hipersaitg langg pereiti j jj, pasirinkite jj
ir spustelékite Gerai.

& vietg dabartiniame dokumente - galite pasirinkti elementus , pavyzdZiui, antrastes ir
sub antrastes susieti.

&naujg dokumentg - turite nurodyti dokumento pavadinimg ir arba priimti dabartinj
kelig j jj arba jveskite nauja. JUs taip pat gali arba redaguoti naujg dokumentg dabar
arba redaguoti jj véliau.

&pasto adresas

Kiekviena i$ pirmiau minéty galimybiy gali bati naudojamos jstaigai paspaude ant jos
atitinkama mygtuka ant Jterpti hipersaitg lango kairéje .

- Kai jus nurodéte saito paskirties vietg ir paspausti Gerai, nuoroda rodomas mélyna su
pabraukimas , pagal nutyléjima.

-Antrasis blidas jterpti nuorodg yra MsWord automatinio nuoroda pripaZinimas : tiesiog
jrasykite is tinklalapio URL. Kuo greiciau jus paspauskite tarpo klavisg arba Enter , Word
atpazjsta tekstg kaip nuoroda ir rodo jj mélynai pabraukimo .

Pastaba: Norédami tinkinti ekrano patarima, kuris yra rodomas, kai jums poilsio Zzymeklj
ant hipersaito, spustelékite ekrano, tada jveskite tekstg, kurj norite . Jei nenurodysite
patarimas, Word naudoja "Dabartinis dokumentas ", kaip uz nuorodas j antrastes
galiuko. Nuorodas j Zymes , Word naudoja Zymelés pavadinimg .

e Taupymo dokumentg

Taupymo Word 2010 dokumentg sukuria nuolatinj kopijg , kg matote ekrane,
saugomas kaip ant kompiuterio laikymo sistemos failo. Tokiu bdu, jds galite vél
naudoti dokumenta.

Sie veiksmai turéty bati laikomasi:

- Spustelékite skirtuka Failas ir pasirinkite komanda Jrasyti kaip .

O pasirodoSave As dialogo langas . Jums reikia naudoti Save As dialogo lange , kai pirma
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karta kuriate dokumentg ir, jei norite jrasyti dokumentg su nauju pavadinimu arba j kitg

vietg disk.
|| Save As =
@\\j' ¢ » Libraries » Documents » v |4y : p
Organize v New folder = - 7]
Documents library
{ Favorites i % PRRaa 3 v
J Recently Changes EERLRAHC
Public Name Date modified Type
Deskto :
- e Camtasia Studio
# Downloads
Waw.bak
. Recent Places SoDyymVba
Downloads
4 libraries LEGO Creations
* Documents microsoft
@' Music My Games 10/29/2009 6:07 PM File fol =
! Pictures b2 m ’
File pame: Caleb leamns a lesson S
Save as type: | Word Document (*.docx) v
M van oun 7-{ 2
e bna
# Hide Folders Tools ~ Cancel

lliustracija 83: Save As dialogue box

- Jveskite savo dokumento pavadinima teksto laukelyje Failo vardas .

o "Word" automatiskai parenka pirma eilute arba pirmuosius keletg ZodZiy savo dokumenta kaip failo
vardo ir jdékite jj j ISsaugoti dialogo lange. Jei viskas gerai, galite pereiti j kitg etapga. PrieSingu atveju,
jveskite vardg lauke Failo vardas .

- ( Neprivaloma) Pasirinkite vietg jasy failo.

o Naudokite jrankius Save As dialogo lange pasirinkti konkrety aplanka jasy dokumente.

- Paspauskite mygtuka "ISsaugoti" .

Ofailas dabar saugiai saugomas kompiuterio atminties sistema. Jei jasy failas buvo sékmingai
iSsaugota ,vardas turite jj suteikta (filename ) dabar ant dokumento pavadinimo juostoje , Salia
ekrano virsuje .

- Po to, kai i$ pradziy iSsaugokite savo dokumentg naudodami Save As dialogo lange , galite naudoti
komandag Jrasyti atnaujinti savo dokumentg, perrasyti sengjj su naujausia versija.

e UZdarius dokumenta

Jei norite uzdaryti dokumenta , kai jis yra iSsaugotas , spustelékite piktograma "X" virSutiniame
desiniajame ekrano kampe, kaip parodyta iliustracija 84

% 34 Find ~

x 23 Replace

— Change _
Stvles ~ g Select v
lliustracija 84 : Closing the document
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e atidaryti neseniai uzdarytg dokumenta
Spustelékite skirtuka Failas.Dialogo langas yra anksciau jrasyti j diskg su antraste Naujausi
dokumentai dokumenty sgrasy, kaip iliustracija 85. Galite pasirinkti vieng, kurj norite atidaryti..

=

Page Layout

D [ —

References

Recent Documents

“Home Insert
=l Save
&l save As
|7 Open @j
[ Close Iﬂj
Info 7

Word 97-2003

Public Documents

Introduction
Public Documents

lliustracija 85: File tab functionalities - Recent Documents

Tuo atveju, jei norite ieskoti failo sau ant kompiuterio kietajame diske, spustelékite mygtuka Atidaryti
Failas skirtuka ir jums bty suteikta su ekranu, kuriame galite narsyti jlsy failg, kad jj atidarytumétet.

[@ Cpen

B ———— 0

e

, =« Local » Microsoft » OFFICE » UnsavedFiles

- | 3 ﬂ_-SeGr\:h UnsavedFiles

)

Organize «

e n
| Recent Places

New folder

=
MName

. . | This is a test document((Unsaved-301598...
=l Libraries

@ Documents

J’ Music

|2 Pictures 3
§ Podcasts

E Videos b
% Homegroup
1% Computer

£ os(c)
s RECOVERY (D:)

4= -
Date modified Type

6/26/201111:28 AM  ASD File

0 @

Size

- 4|

1

File name: |

- [Unsaved Files

B

Tools ~ [ Open

Cancel ]

o * Spausdinimas dokumenta
- Atidarykite dokumentag ir uztikrinti, kad ji yra Siek tiek teksto.
- Jsitikinkite, kad spausdintuvas yra paruostas darbui.
o Jsitikinkite, kad spausdintuvas yra prijungtas, jjungtas ir pasiruoses spausdinti.
- Paspauskite mygtukg "ISsaugoti j sparciosios prieigos jrankiy juosta.
O taupymas pries spausdindami visada gera idéja.
- Spustelékite skirtuka Failas ir pasirinkite komandg Spausdinti.
O to, galite naudotis klaviatira klavisy Ctrl + P. Jis matote dokumentg perZiGrétg Failo
skirtuky lange. Tai Print Settings langas, kaip matyti iliustracija 87.

lliustracija 86: Dialogue screen to open a file
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Print the document

Choose printer Number of copies Document preview

o

The Comnter Attack

Set pages Page through Zoom document
to print preview preview

lliustracija 87: Print Settings window

- - Jei norite spausdinti vieng kopijg visame dokumente , spustelékite mygtuka Spausdinti .
oskirtuka Failas langas uZsidaro irdokumentas bus isbristi i$ spausdintuvo. Priklausomai nuo
jusy spausdintuvo spausdinimo gali uztrukti. Laimei, jUs galite toliau dirbti, o dokumenta
iSspausdinti .

- Norédami iSspausdinti tam tikrg puslapj, padékite jg ant to puslapio Zymeklj j dokumento,
spustelékite mygtukg Zemiau Nustatymai pozicijoje, ir pasirinkti dabartinj puslapj meniu.

O vieno lapo atspausdinimo su visais formatavimo jums taikoma.

- Norédami spausdinti puslapiy pasirinkima , pasirinkite komandga Print Individualizuotos
svyruoja nuo mygtuko Nustatymai meniu , tada jveskite puslapius, kuriuos norite spausdinti
Puslapiai laukelj.

O PavyzdZiui, jei norite spausdinti 3 puslapius per 5, 3-5 rasis. Spausdinti 2 ir 6 puslapius , 2,6
jrasykite .

- Norédami spausdinti teksto bloka , pazymeéti teksto blokg , kurj norite spausdinti savo
dokumentg ir pasirinkite Print Selection nuo mygtuko Nustatymai meniu.

OSpausdinti atranka elementas galimas tik tada, kaiblokas yra pasirinktas jasy dokumente .

- Norédami spausdinti daugiau nei vieng kopijg , jrasykite kopijy skaiciy Kopijos laukel;.

o Dél trimis egzemplioriais , pavyzdZiui, spustelékite teksto laukelj ir 3 tipo.

- Paspauskite mygtukg "Spausdinti" .

oskirtuka Failas langas uZsidaro irdokumentas bus isbristi iS spausdintuvo. Spausdinimas gali
uztrukti, taciau ir vel, galite toliau dirbti, o dokumentg iSspausdinti .

- Jei nieko nespausdina, nenorite naudoti komanda Spausdinti dar kartg! Tikriausiai nieko blogo
;Kompiuteris vis dar vykdo ar siunciant informacijg j spausdintuva. Jei nematote klaidos
praneSima, viska, kg atsiunté , turéty atspausdinti tikra laika.
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2.5.1.3 Klaviatdaros trumpyjy nuorody naudojimas

Dél klaviattra klavisy kombinacijose, kuriose galite paspausti du ar daugiau klavisy vienu metu,
paspauskite klavisus atskiriami pliuso Zenklu ( +) Microsoft Word 2010 Pagalba . Dél klaviatiira klavisy
kombinacijose, kuriose galite paspausti vieng klavisg po kito rakto, j spaudos klavisai atskiriami
kableliu (,) .

Navigacija juostele

Prieigos klavisai leidZia greitai naudoti komandg paspaudziant kelis klaviSus , nepriklausomai nuo to,
kur esate programoje. Kiekvieng komanda "Word 2010" gali bati atvertas naudojant prieigos klavisa.
JUs galite patekti j dauguma komandy , naudojant 4:58 klavisy. Norédami naudoti prieigos rakta:

® Paspauskite ALT .

¢ | KeyTips rodomi per kiekvieng funkcijg, kuri yra prieinama dabartiniame rodinyje .

¢ Paspauskite raide, rodomas KeyTip per funkcijg , kurig norite naudoti.

¢ Priklausomai nuo rasto paspaudimu, jums gali biti rodomi papildomi KeyTips . PavyzdZiui,
jeiskirtuko yra aktyvus ir paspaudziate N,skirtuko Jterpimas rodomas kartu su uz dél to skirtuko
grupiy KeyTips .

* Toliau spauskite raides , kol paspausite komandos ar kontrolés, kurig norite naudoti rastg . Kai
kuriais atvejais , pirmiausia turite paspausti grupés , kurioje yra komanda laiska.

¢ Norédami atSaukti veiksma, kurj vartojate , ir vél paslépti KeyTips , paspauskite ALT .

Nuorodos

Kas toks yrai$ labiausiai paplitusiy nuorodos ApZvalga, kad egzistuoja "Word 2010":
Lentelé 1: Common tasks in Microsoft Word - shortcuts

Common Tasks In Microsoft Word
To Do This Press
CTRL+SHIFT+SPACEBAR

CTRL+SHIFT+HYPHEN

Create a nonbreaking space.

Create a nonbreaking hyphen.

Make letters bold. CTRL+B
Make letters italic. CTRL+I
Make letters underline. CTRL+U

Decrease font size one value.

Increase font size one value.

CTRL+SHIFT+<
CTRL+SHIFT+>

Decrease font size 1 point. CTRL+[

Increase font size 1 point. CTRL+]

Remove paragraph or character formatting. CTRL+SPACEBAR
Copy the selected text or object. CTRL+C

Cut the selected text or object. CTRL+X

Paste text or an object. CTRL+V

Paste special CTRL+ALT+V
Paste formatting only CTRL+SHIFT+V
Undo the last action. CTRL+Z

Redo the last action. CTRL+Y

Open the Word Count dialogue box.

Lentelé 2: : Create, View and Save documents in Microsoft Word - shortcuts

CTRL+SHIFT+G
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Create, View, And Save Documents

To Do This Press

Create a new document. CTRL+N
Open a document. CTRL+O
Close a document. CTRL+W
Split the document window. ALT+CTRL+S

Remove the document window split. ~ ALT+SHIFT+C or ALT+CTRL+S

Save a document. CTRL+S

Lentelé 3: Find, Replace and Browse through text in Microsoft Word - shortcuts

Find, Replace, And Browse Through Text

To Do This Press

Open the Navigation task pane (to search document). CTRL+F

Repeat find (after closing Find and Replace window). ALT+CTRL+Y
Replace text, specific formatting, and special items. CTRL+H

Go to a page, bookmark, footnote, lentelé, comment, graphic, or other location. CTRL+G

Switch between the last four places that you have edited. ALT+CTRL+Z
Open a list of browse options. Press the arrow keys to select an option, and then press ENTER ALT+CTRL+HOME

to browse through a document by using the selected option.
Move to the previous browse object (set in browse options).

Move to the next browse object (set in browse options).

Lentelé 4: Switch to another view in Microsoft Word - shortcuts

Switch To Another View

To Do This Press

Switch to Print Layout view.  ALT+CTRL+P
Switch to Outline view. ALT+CTRL+O
Switch to Draft view. ALT+CTRL+N

Lentelé 5: Print and Preview documents in Microsoft Word - shortcuts

Print And Preview Documents

To Do This Press
Print a document. CTRL+P
Switch to print preview. ALT+CTRL+I

Move around the preview page when zoomed in.  Arrow keys
Move by one preview page when zoomed out. PAGE UP or PAGE DOWN
Move to the first preview page when zoomed out. ~CTRL+HOME

Move to the last preview page when zoomed out. CTRL+END

Lentelé 6: Delete text and graphics in Microsoft Word - shortcuts

Delete Text And Graphics

To Do This Press

CTRL+PAGE UP

CTRL+PAGE
DOWN
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Delete Text And Graphics

To Do This Press

Delete one character to the left. BACKSPACE

Delete one word to the left. CTRL+BACKSPACE
Delete one character to the right. DELETE

Delete one word to the right. CTRL+DELETE

Cut selected text to the Office Clipboard. CTRL+X

Undo the last action. CTRL+Z

Cut to the Spike. CTRL+F3

Lentelé 7: Copy and move text and graphics in Microsoft Word - shortcuts

Copy And Move Text And Graphics

To Do This

Press

Open the Office Clipboard

Copy selected text or graphics to the Office Clipboard.
Cut selected text or graphics to the Office Clipboard.
Paste the most recent addition or pasted item from the Office Clipboard.

Move text or graphics once.

Copy text or graphics once.

When text or an object is selected, open the Create New Building
Block dialogue box.

When the building block — for example, a SmartArt graphic — is selected,
display the shortcut menu that is associated with it.

Cut to the Spike.
Paste the Spike contents.

Copy the header or footer used in the previous section of the document.

Press ALT+H to move to the Home tab,
and then press F,0.

CTRL+C
CTRL+X
CTRL+V

F2 (then move the cursor and press
ENTER)

SHIFT+F2 (then move the cursor and
press ENTER)

ALT+F3

SHIFT+F10

CTRL+F3
CTRL+SHIFT+F3
ALT+SHIFT+R

To select text and graphics, it suffices to hold down SHIFT and use the arrow keys to move the cursor.

Lentelé 8: Move through your document in Microsoft Word - shortcuts

Move Through Your Document

To Move Press

One character to the left LEFT ARROW

One character to the right RIGHT ARROW

One word to the left CTRL+LEFT ARROW
One word to the right CTRL+RIGHT ARROW
One paragraph up CTRL+UP ARROW
One paragraph down CTRL+DOWN ARROW
One cell to the left (in a lentelé) SHIFT+TAB

One cell to the right (in a lentelé) TAB

Up one line UP ARROW
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Move Through Your Document

To Move Press

Down one line DOWN ARROW

To the end of a line END

To the beginning of a line HOME

To the top of the window ALT+CTRL+PAGE UP

To the end of the window ALT+CTRL+PAGE
DOWN

Up one screen (scrolling) PAGE UP

Down one screen (scrolling) PAGE DOWN

To the top of the next page

CTRL+PAGE DOWN

To the top of the previous page CTRL+PAGE UP
To the end of a document CTRL+END

To the beginning of a document CTRL+HOME
To a previous revision SHIFT+F5

After opening a document, to the location you were working in when the document was last ~ SHIFT+F5
closed

A complete Apzvalga of all shortcuts can be found at http://office.microsoft.com/en-us/word-
help/klaviatira-shortcuts-for-microsoft-word-HP010370109.aspx.

Easy manuals for Word 2010 can also be found via http://www.dummies.com/how-to/kompiuteriss-
software/ms-office/Word/Word-2010.html.

2.5.2 Dokumento sukurimas, iSsaugojimas ir
atspausdinimas LibreOffice Writer programoje

2.5.2.1 LibreOffice Writer naudojimas

Writer yra tekstinis procesorius komponentas LibreOffice. Tai gana panasus naudojimo j MSWord,
taciau yra keletas skirtumy, ypa¢ meniu struktdra.

Sis produktas gali bati atsisiysti i$ http://www.libreoffice.org/download/.
Pastaba: jis yra nemokamas.

1. Pridéti tekstg ir perkelti Zymeklj per teksta

Ta pati procedira kaip MSWord taikoma rasyti ir iSbraukti, arba juda su Zymekliu.
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lliustracija 88: The main Writer workspace in Print Layout view

ISkirpti ir kopijuoti tekstg, galite naudotis pele ar klaviatira. Norédami perkelti (iSkirpti ir jklijuoti)
pazymeétg tekstg naudojant Pele (arba naudojant Shift ir rodykliy mygtukus su klaviatdra), vilkite jj j
naujg vietg ir atleiskite jj (arba naudojantis klaviatiira taikyti CTRL ir X jj pasalinti, o véliau CTRL V
iklijuokite jj dar kartg).

Kai jklijuokite tekstg, rezultatas priklauso nuo teksto Saltinio ir kaip jds jg jklijuoti. Jei paspausite ant
Jklijuoti piktograma, bet formatuoti tekstg (pavyzdziui, paryskinti arba kursyvu) yra saugomi. Jklijuotas
iS svetainiy ir kity Saltiniy tekstas taip pat gali bati dedamas j rémus ar lentelése. Jei jums nepatinka
rezultatus, spustelékite Anuliuoti piktograma arba paspauskite Ctrl + Z. Jei norite, kad tekstas bty
jterptas be formatavimo, jums reikés pasirinkti "Specialusis jklijavimas" ir tada pasirinkite
"neformatuotas tekstas" parinkt;j.

Pilnas Apzvalga sparciyjy klavisy pateikiama atskirame skyriuje.

Klaida! Nuoroda 3altinis ne found.displays pagrindines funkcijas formatavimo jrankiy juostoje.

Formatting v X

@ | |Default v sElEss|/s=S= e R
. LTI T ]
\
1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Open Styles and 5 Align Right 10 Numbering On/Off
Formatting Window 6 Justified 11 Bullets On/Off

2 Apply Style 7 Line Spacing: 1 12 Decrease Indent

3 Align Left 8 Line Spacing: 1.5 13 Increase Indent

4 Centered 9 Line Spacing: 2 14 Paragraph format dialogue

Iliustracija 89 : Formatting toolbar, showing icons for paragraph formatting
1. Adding images
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- Vaizdai gali bati jtraukta j dokumenty keliais biidais jrasant vaizdo failg tiesiogiai is$ grafikos
programos ar skaitytuvo, ar nuo LibreOffice galerija.
Kai vaizdas yra per failas saugomas Kompiuteris, galite jrasyti jj j LibreOffice dokumenta
naudojant vieng i$ Siy metody.

Atidarykite failg narSyklés langg ir suraskite paveikslélj, kurj norite jterpti. Vilkite paveikslélj j
Rasytojas dokumentg ir upusé jj ten, kur norite, kad jis blty rodomas.Silpnuma vertikali linija
#ymi kur vaizdas bus atsisakyta. Sis metodas jdeda (taupo kopija) vaizdo failg j Rasytojas
dokumenta. Susieti failg, o ne indeliuose jj, laikykite nuspaude Ctrl + Shift klavisus, o vilkdami
paveikslélj.

- Kitas variantas sudaro pasirinkdami parinktj Jterpti "meniu juostoje ir pasirinkite nuotrauksa,
tada pasirinkite is failo kaip iliustracija 90.

1)
B Untitled 1 - LibreQffice Writer,
Eile Edt Yew Manual Break... Help td
B-B Fields '_| 0-=s - @E-P CEE 1 QY .
ek | T PO S A4ABEEE EEEE @- 5-E- 4

Formatting Mark 3

e BB 7 B @ e 1l c 02 13- 1o 0 150 10 1f o+ AR -]

Section. ..

Hyperlink

Header b
Fookter »
Footnote/Endnote, ..
Capkion. ..

<4 Bookmark...

=| Cross-reference...
Comment Chrl+Al+C

ScHpk...

Indexes and Tables v

Enwelope. ..

+ Frame...
: e

Table... Ctr+F12

n Harizontal Ruler...

W FromFle...
@ Movie and Sound. .. Scan 3

: [Find Chiject 3 =
-

Page1/1 e English (LI5A) |mser (sto 0] | DER M |[@+—8——@ 1%
lliustracija 90: Screenshot showing selecting the Insert option in the menu bar

(@IS

The dialogue dialogue screen in lliustracija 91 then appears.
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Insert picture

Loak ir: |Lf}ga\lery v‘ Q2 m-

@’.

My Recent
Documents

e

Desktop

~

@

My Documents

tdy Computer
.‘% File name: || b | [ Open ]
Iy Netlwork Files of twpe: | <Al formatz: (*bmp:”.dsf;” emf;” eps;” gif " jpg;” | [ Cancel ]
Style: “ |
[ Link
[ Preview

lliustracija 91: Insert picture dialogue screen

lliustracija 91: Insert picture dialogas ekranas

2. JraSyta lentele
Rodyti lentelés duomeny, galite jterpti pagrindines lenteles tiesiogiai budais:

- Pasirinkite Jterpti - Lentelé meniu juostoje.
- Paspauskite ant stalo mygtukg () pagrindinéje jrankiy juostoje.

Kiekvienas metodas atveria Jterpti lentele dialoga, kaip matyti i$ 92 iliustracija.

Insert Table [$__<|
J

Pame | Table1 | [ Ok

Size

RLonas

Help

Options
[ ] Heading
Repeat heading

The First n ros

[ ] Don't split kable
Border

[ AutoFarmat, .. ]

lliustracija 92: Creating a lentelé with the Insert Lentelé dialogue

Arba, paspaude juoda rodykle Salia mygtuko lentelé rodo grafikg, kad galite nuvilkti ir pasirinkti eiluciy
ir stulpeliy skaiciy jasy stalo, kaip iliustracija 93..
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3B P @@

E‘ Table i

Mare...

lliustracija 93: Creating a lentelé by a graphic dragging and select the number of rows and columns

With the lentelé selected, the Lentelé toolbar should appear (as shown in lliustracija 94). If it does
not, you can access it by selecting View - Toolbars - Lentelé.

Table * M
E-IlF-m-H-E- = H&E-
FiE LD EEEE EE S X

lliustracija 94: Lentelé toolbar

Atlikes stalo dizainas, jvesti duomenis j lgsteles yra panasus dirbti su teksto laukelj objektus.
Spustelékite langelj, kurj norite jtraukti duomenis j, ir pradéti raSyti. Norédami judéti lgstelés greitai,
naudoti tokias pagrindines galimybes:

- Rodykliy klaviSus perkelkite Zymeklj j kitg lentelés langelj, jei langelis yra tuscias, nes kitaip jie
perkelti Zymeklj j kitg personazo langelj.

- TAB mygtuka, persikelia j kitg langelj, praleidZiant virs langelio turinj; SHIFT + TAB judéti atgal tokiu
badu.

2. Jrasyta nuoroda

Norédami pridéti hipersaitg

- Pirmiausia pasirinkite tekstg;

- Pasirinkite Jterpti = Hipersaito (kaip iliustracija 95);

- | hipersaitas dialogo lange (Zr. iliustracija 96), pridéti URL Target laukg ir pasirinkite Taikyti ir tada
Uzdaryti.
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Y ranual Break. ., [ Help
H Fields 'P|§%GD'% & - 'lj'ﬁ @{"@lﬂ@v

Special Character... | — -
¥ o 9 SA48([{EDD O00E a4 B
R S4B T @ @ qDe 0 dlc v 120 13- 0 14 v -5

Header b

Footer 3

Foaotnobe/Endnote, ..

Caption. . - of a farmer and his animals on a small farm n the [Umted Kmgdom

<4 Bookmark,..

lliustracija 95: Inserting a hyperlink.

Hyperlink

Hyperlink type

&

(*) Weh (IFTP () Telnet

Inkernet Target | | 4 |

LI
D

Mail & Mews

Further settings

Docurment Frame | »| Form Text v|
|
|

Text |Llnited Kingdamm

il

Mame |

Mew Docurnent

[ Bpphy ] [ Close ] [ Help ] [ Back ]

lliustracija 96: Hyperlink dialogue window

2. Dokumento saugojimas

Jei norite i§saugoti dokumenta, atlikite Siuos veiksmus:

- Pasirinkite File — Save (arba Ctrl + S) (kaip iliustracija 97)

- [rasyti dialogo (iliustracija 98), nurodykite, kur norite i§saugoti faila, taip pat parasykite failo
varda lauke Failo vardas
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B Untitled 1 - LibreQffice Writer

D [ v gl Tools wWindow Help

BB oe. a0 B g D-46-f#- @E-P&-RE1AQ,
B et N[z M AAA[EEEE EEER - 5B
(] | s b1;--2-1-3-'i4-'-§-'-6i'-?-1-8_-'i9-'-110-'-11i'-12-1-13--;14---1;-

Close

Ctrl+5

& savegs.. Ctrl+Maj+s
Save All

Reload

Versions. . tells the story of a farmer and his anunals on a small farm i the United Kingdom|

lliustracija 97: Indicated how the save document: File - Save

Save in; | by Documents b | €] _? = *
Y I Camtasia Studio I wWebEsx
ig' 23 ICiDebut I WindowsCE My Documents

My Recent |2)Downloads
Documents |75 DvDvideoSaft

- ICTILGE Electronics
E [ChMy Conference Recordings
Desktop &if"‘h‘ Dropbox
M':.-' Music
- @My Pictures
Y
‘___;‘ ISy Received Files
My 5
by Documents Mi S;aa';;
@My Wideos

g.l IChPcsetup
L ICUpdaters

by Computer

g File name: | w | [ Save ]
M"".-.r?l_e_t'i\'_':'rk Save az type: | QDF Text Document [ odt) w | [ Cancel ]

Automatic file name extension
[]Save with passward
Edit filker zettingz

lliustracija 98: Save As dialogue screen
2 . UZdarius dokumenta

Norédami uzdaryti LibreOffice visiSkai , pasirinkite File = Exit.

Jei buvo iSsaugoti visi dokumentai, LibreOffice uzsidaro i$ karto. Jei visi dokumentai, buvo pakeistos,
bet ne iSgelbéti, pasirodojspéjamasis pranesimas .

3. Vél atidaryti iSsaugotg dokumentas
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JUs galite atidaryti esama dokumentg vienu is Siy budy .

- Pasirinkite File - Open ...

- Paspauskite mygtuka Atidaryti pagrindinéje jrankiy juostoje .

- Paspauskite Ctrl + O ir klaviatdra .

Kiekvienu atveju yraatviras dialogas . Pasirinkite failg, kurj norite , ir spustelékite Atidaryti.
Jeidokumentas jau atidarytas LibreOffice ,Antrasis dokumentas atsidarys naujame lange.

Atidaryti dialogo , galite sumazinti faily sgrasa , pasirinkdami failo ieskote tipg. Pavyzdziui, jei jas
pasirenkate teksto dokumentus failo tipg, kurj matys tik dokumentai Rasytojas gali atidaryti (jskaitant
ODT, doc, txt . .. ); Jei pasirinksite skaiCiuokles , pamatysite dus, xls ir kitus failus . . kad kalkiy
atsidaro .

Taip pat galite atidaryti esamg dokumentg, kuris yra j OpenDocument formatg , dukart paspaude ant
failo piktograma darbalaukyje arba faily tvarkyklé , pavyzdziui, "Windows Explorer" .

Jei susijes Microsoft Office faily formatus su LibreOffice , taip pat galite atidaryti Siuos failus , dukart
paspaude ant jy.

4 . Spausdinti dokumentg

SpustelékiteSpausdinti Failo Tiesiogiai icon siysti visg dokumentg j numatytajj spausdintuvg apibrézty
jusy Kompiuteris .

Galite pakeisti spausdinimo failo ieskinj tiesiogiai icon siysti dokumentg j spausdintuvg, skirtoje
dokumento vietoj numatytojo spausdintuvo uz Kompiuteris . Eikite j Tools - Options - Load / Save
-> generalinio ir pasirinkite Load spausdintuvo parametrus su dokumento varianta.

Daugiau kontrolés spausdinimo , naudokite Spausdinti dialogg (File = Print arba Ctrl + P ), kaip
parodyta iliustracija 99.

210mm (A4) General | LibreCffice Writer | Page Layout | Options

F P T | N F‘rinl;er

HP Deskjet 3740 Series

HF Officejet 15700 Series

HFP Officejet 15700 Series Fax
Microsoft XPS Docurment \Wriker

Wt

Fange and copies
® gll pages Mumber of copies |1 5

O Pages |1

Selection Collate ﬁﬂ Ne 3
L] Print in reverse page order
Print

297mrn

Comments |N|:|ne {document anly) |

B
[ B ][ cone

lliustracija 99: The Print dialogue window

On the General tab of the Print dialogue, you can choose:

- The printer (from the printers available)
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- Which pages to print, the number of copies to print, and whether to collate multiple copies
(Range and copies section)
- Whether to print any comments that are in the document, and where to print the comments
(see lliustracija 100).
Print

Comments £

.Hune (document only)
Comments only
Place at end of document

Place at end of page Print ] | Cancel
I |t

lliustracija 100: Option for choosing whether and where to print comments

Select the Properties button to display a dialogue (lliustracija 101) where you can choose portrait or
landscape orientation, which paper tray to use, and the paper size to print on.

& HP Deskjet 3740 Series Properties

Prirting Shartcuts | Paper/Quality || Basics || Calar || Services|

"What do you want to do?

| General everyday printing

Print guality
| Marmal w |
Faper type

J | Plain paper w |

+ o Paper zize

2? |4, 2105297 mm v

Orientatior

é/ | Partrait W |
Print on both zides
J o v

Eﬂ [ Frinting help ] [ Help ]

[ ] l[ Cancel ][ Help ]

lliustracija 101: Dialogue where you can choose portrait or landscape orientation, which
paper tray to use, and the paper size to print on

Be to, spausdinant visg dokumentg, galite pasirinkti spausdinti atskirus puslapius / lapy / skaidres,
diapazonus pages / lapy / skaidres arba dokumento pasirinkima.
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Spausdinimo atskirg puslapj :

1. Pasirinkite File = Print i$ meniu juostos .

2 . Dél spausdinimo dialoge pasirinkti puslapj spausdinti .

. Intervaluose ir kopijy skyriuje Generalinés puslapyje pasirinkite Puslapiai varianta.

b . Jveskite eilés numerj, puslapio , kurj norite spausdinti. Lauke PerzZilira pokyciai norédami pasirinktg
puslapj .

c . Jei i$ naujo puslapiy numeravimg per dokumentoeilés numeris yra ne tas pats, kaip puslapio
numerj .

3. Spustelékite mygtuka Spausdinti .

Spausdinimo puslapiy diapazong :

1. Pasirinkite File = Print i$ meniu juostos .

2 . Dél spausdinimo dialoge pasirinkti puslapiy spausdinimo eile .

. Intervaluose ir kopijy skyriuje Generalinés puslapyje pasirinkite Puslapiai varianta.

b . Jveskite sekos numerius puslapius spausdinti (pvz., 1-4 arba 1,3,7,11) .

3. Spustelékite mygtukg Spausdinti .

Spausdinimo teksto pasirinkimas:

1. Dokumente , pasirinkite medZiagg ( tekstas ir grafika) spausdinti .

2 . Pasirinkite File = Print iS meniu juostos .

3. Svyruoja ir kopijos skyriuje Print dialogo metu apima pasirinkimo galimybe irperzZitros lange
rodomas pasirinktas medZiaga.

4 . Spustelékite mygtukg Spausdinti.

2.5.2.2 Klaviataros trumpyjy nuorody naudojimas

Tiesiog kaip ir su Word 2010, daug iS LibreOffice Rasytojas funkcijas galima iSkviesti naudojant
sparciuosius klaviSus.Principas iSlieka tas pats. Pavyzdziui, Ctrl + O klavisy rodomi 3alia Open
jtraukimo j meniu Failas. Jei norite pasinaudoti Sia funkcija, naudojant sparciuosius klavisus,
paspauskite ir laikykite nuspaude "Ctrl" ir paspauskite O mygtuka. Atleiskite abu klavisus po Pasirodo
dialogas.

Sie spartieji klavi$ai yra beveik identiskas "Word 2010".

Sarasas Bendra klavisy kombinacijos

Shortcut Keys Effect

Enter key Activates the focused button in a dialogue

Esc Terminates the action or dialogue. If in LibreOffice Help: goes up one level.
Spacebar Toggles the focused check box in a dialogue.

Arrow keys Changes the active control field in an option section of a dialogue.

Tab Advances focus to the next section or element in a dialogue.

Shift + Tab Moves the focus to the previous section or element in a dialogue.
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Shortcut Keys

Alt+Down Arrow

Ctrl+M

Ctrl+Tab

Enter (if an OLE object is

selected)

Enter (if a drawing object
or text object is selected)

Ctrl+O

Ctrl+S

Ctrl+N

Shift+Ctrl+N

Ctrl+P

Ctrl+Q

Ctrl+X

Ctrl+C

Ctrl+V

Ctrl+Alt+Shift+V

Effect

Opens the list of the control field currently selected in a dialogue. These shortcut keys
apply not only to combo boxes but also to icon buttons with pop-up menus. Close an
opened list by pressing the Escape key.

Removes direct formatting from selected text or objects (as in Format - Clear Direct
Formatting)

When positioned at the start of a header, a tab is inserted.

Activates the selected OLE object.

Activates text input mode.

Opens a document.

Saves the current document.

Creates a new document.

Opens Templates and Documents dialogue.

Prints document.

Exits application.

Cuts out the selected elements.

Copies the selected items.

Pastes from the clipboard.

Pastes unformatted text from the clipboard. The text is pasted using the format that exists
at the insertion point.
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Shortcut Keys

Ctrl+Shift+V

Ctrl+A

Ctrl+z

Ctrl+Y

Ctrl+Shift+Y

Ctrl+F

Ctrl+Shift+F

Ctrl+Shift+J

Ctrl+Shift+R

Shift+Ctrl+l

Ctrl+l

Ctrl+B

Ctrl+U

Effect

Opens the Paste Special dialogue.

Selects all.

Undoes last action.

Redoes last action.

Repeats last command.

Calls the Find & Replace dialogue.

Searches for the last entered search term.

Toggles the view between fullscreen mode and normal mode in Writer or Calc

Redraws the document view.

Enable or disable the selection cursor in read-only text.

The Italic attribute is applied to the selected area. If the cursor is positioned in a word, this
word is also marked in italic.

The Bold attribute is applied to the selected area. If the cursor is positioned in a word, this
word is also put in bold.

The Underlined attribute is applied to the selected area. If the cursor is positioned in a
word, this word is also underlined.

A complete Apzvalga of all shortcut keys for LibreOffice Writer is available at
http://help.libreoffice.org/Writer/Shortcut Keys for Writer.
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2.5.3
MSExcel programoje

Dokumento klirimas saugojimas ir spausdinimas

2.5.3.1 Excel programos apzvalga

"Excel" galima atsisiysti bet http://office.microsoft.com.
Pastaba: tai néra nemokama.

Norédami pradéti Excel, pasirinkite Pradéti = All Programs = Microsoft Office "->" Microsoft Office
Excel (kaip iliustracija 102).Naujas, tuscig darbaknyge atrodo, pasiruose jums jvesti duomenis (kaip

iliustracija 103).

Windows Update
pTorrent

BS.Plaver FREE

llﬂ Arccessories
@ Microsoft Office

* B8 adobe Acrobat Distiller
[~ adobe Acrobat % Pro

llﬂ Mero

2 [T

Programs
£y Documents

Settings b

@ Microsoft Office 2010 Tools v
@ Microsoft Access 2010
1| Microsoft Excel 2010
r m Microsoft InfoPath Designer 2010
(L] Microsoft InfoPath Filler 2010
¥ |[N] Microsoft Oneflote 2010
|0 Microsoft Cutlook 2010

©

c

=

@ f-fl Search v [ Windows Movie Maker
e I/ WoipDiscount
[=]

= Q Help and Support y
& ¥=] Run...

n

=

= | Lag Off AD...

i

3 iﬂl Turn OFF Computer,..

|E| Microsoft PowerPoint 2010

|E| Microsoft Publisher 2010

|£| Microsoft SharePoint Warkspace 2010
(W] Microsoft Word 2010

lliustracija 102: Start Menu —Excel 2010
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lliustracija 103: Excel start up screen

lliustracija 104 parodo "Excel" lango ir naudojamy terminy kreiptis j juos daliy. Meniu sistemos yra

panasios j ty, kuriuos patiria anks¢iau Microsoft Word, bet pagrindinis organas skaiciuokléje yra

pastatytas is lgsteliy pazenklintos raidziy ir skaiciy .

Eda-0--a

Cuick Access Toolbar

- PRSI File Tab
= X Calibri »|11 . = _
< Ribbon
p’j G| B B A E
aste
S (B M A- =
Clipboard & Font = [ — Formula Bar
Al . £
A C D E F G
1 \/
2 Marme Box
& Column Letters
4
5 Active Cell
b
T
8

wn

1u> Row Numbers
11
12
‘—’_/7— sheet Tabs

13
14 | . .
Sheet2 ‘Sheet3 V3

W4 r M Sheet

1.1 —

lliustracija 104: Parts of the Excel 2010 screen
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2.5.3.2 Excel programos naudojimas

1. Jrasyta duomeny lentele

"Excel" dirba su dokumentais, vadinamy skaiciuokles. Skai¢iuoklés susideda is atskiry lapy, kiekvieng
lapg, kuriame yra Igsteliy iSdéstyti eilutése ir stulpeliuose skaitiy.Pirma Igstelé yra identifikuojamas
pagal jo eilés numerj ir stulpelio raide. Langelyje Al yra paryskinamas iliustracija 105.

o
Clipboard T= Font
Al -
| A A B C
3
| 2|
3 |
4|

lliustracija 105: Cell Al is selected: row 1, and column A.

Cells hold the individual elements—text, numbers, formulas, and so on—that make up the data.

Each spreadsheet can have many sheets (see the tabs shown in lliustracija 106), and each sheet can
have many individual cells.

9 |
10|
|
|H 4 r ¥ | Sheetl / Sheet? . Sheet3 ¥
Ready | = |

lliustracija 106: Spreadsheet with 3 sheets

"Excel" rodo tusciag duomeny formga, kai kurie pradeda, kurj galite uzpildyti forma Jveskite informacija
pirma lauka ir paspauskite "Tab" pereiti j kitg lauka arba paspauskite ant rodyklés desinéje. "Excel"
prideda jrasa j lentele ir rodo kitg tus¢ig duomeny forma.Su jvesty duomeny lapas rodo kaip pavyzdj
iliustracija 107
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lliustracija 107: Example of data entered in a worksheet entitled "Income Analysis"

1. Parodyta kaip paprastg diagramg (Pie ar bare)
Grafikai naudojamas rodyti serijos skaitmeniniai duomenys grafine forma, kad bty lengviau suprasti
didelius kiekius duomeny grafine budu.
Norédami sukurti Excel diagramg, galite pradéti jvesti skaitinius duomenis darbalapyje diagramos.
Svarbu, kad jas tinkamai organizuoti duomenis iS$ pat pradziy, atsizvelgiant j skirtingas diagramos tipy,
o ypac vieng, kurj norite naudoti.

Stulpelis, baras, linija, plotas, pavirSiaus ar radaro diagramos
JUs turétumeéte pasirlpinti stulpeliuose ar eilutése duomenis.

Duomenys skiltyjes:

COLUMN HEADING 1

COLUMN HEADING 2

Data in rows:

ROW HEADING 1

ROW HEADING 2
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Pie or doughnut chart with only one series of data
The data should be arranged in one column or row only.
One column of data and one column of data labels:

A 1
B 2
€ 3

One row of data and one row of data labels:

A B C

Skrituliné diagrama arba Ziediné diagrama, kuri turi daugiau nei vieng duomeny serijg
Sie duomenys turéty bati suskirstyti j daugiau nei vieng stulpelj ar eilute.
Daugiau nei vienas stulpelis duomenys:

A 1 2
B 3 4
C 5 6

More than one row of data:

A B C
1 2 3
4 5 6

XY (scatter) or bubble chart

XY (taskiné) arba bubble diagramos

Sie duomenys turéty bati suskirstyti j stulpelius, kad X vertés yra i$vardyti pirma skiltis ir atitinkamas
Y reikSmés yra iSvardyti gretimy stulpeliy.

Duomenys stulpeliy:

X Y
1 2
4 5
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atsargy diagramos

Duomenys turéty bti iSdéstyti tokia tvarka (j eilutes arba stulpelius): Didelés reikSmés, mazos vertés
ir uzdarymo verciy.

Etiketéms, turétuméte naudoti pavadinimus ar datas.

Duomenys stulpelius:

DATE PRICE1 PRICE2 PRICE3

01/02/2012 15 13 21

Galiausiai, siekiant sukurti konkrecig diagrama, tik kitas Zingsnis siekiant uzbaigti yra pasirinkti
langelius, kuriuose yra duomeny, kuriuos norite naudoti diagramg, tada sklypas, kad duomenys j
lentele, pasirinkdami diagramos tipg, kurj norite naudoti iS diagramy grupés skirtuke Jterpimas (kaip
klaida! Nuoroda saltinis nerastas.)

(%] Backl - Microsoft Bxcel Fe 2] )
m Home nsert Page Layout Formulas Data Review View & 0 (g — i < ¢
= 7 " . |
%  EE Y e e 5 @ E R Y e
= = El = =
4 i | el = & Fe - L' ) | ==} - &-
Fivotfable Table Picture Chip .= Column o Sparklines| Sucer | Hyperlink Text  Heacer z Symbols
. at & |- BpBar - v Box & Footer "4 v

Tables llustrations hans . Fitter Links Text

IIiustt:acija 108: Selecting the chart type that you want to use from the Insert tab, and then go to Charts group

|QTR1__[QTR2
Projected ¢ 75 85
Actual Sl B4 99

120

100

80

60

40

20 7

0

aTrR1 QTR2

Legend:
1 - Worksheet
2 — Chart created from worksheet data
lliustracija 109: Excel chart example with 2 rows and 2 columns

- Cia taip pat yravideo pamoka apie tai, kaip pradéti dirbti su diagramas Excel 2010 :
http://youtu.be/c70cjQXWKFI .

1. Taupymo dokumentga

JUs turétuméte reguliariai iSsaugoti savo darbg . Kai jrasote programos "Excel" darbaknyge pirma karta ,
pamatysite Save As dialogo lange. ISvaizda ir funkcionalumas Save As dialogo lange kinta priklausomai
nuo to, ar jis naudojate "Excel 2010 " Windows 7 ar Vista ar Windows XP.
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Excel 2010 darbaknyge Windows 7 ar Vista taupymo

Atlikite Siuos veiksmus , norédami iSsaugoti savo darbaknyge paleidziant "Excel 2010 " Windows 7 ar
Vista :

- Spustelékite skirtukg Failas ir pasirinkite ISsaugoti.

OSave As dialogo langas (kaip iliustracija 110) .

- Spustelékite Narsyti aplankus mygtuka (sutrikampis Zzemyn ) iSplésti Save As dialogo lange, jei reikia.
o Kai iSplésti Save As dialogo lange ,dialogo lange rodomas narSymo sritj , kurioje galite pasirinkti
aplanka.

- Narsymo srityje pasirinkite aplankg, kuriame norite iSsaugoti faila.

o ( neprivalomas) Jei norite jrasyti darbaknygés failg viduje nauja pakatalogj per aplanka atidaryta
Jrasyti kaip dialogo lange , galite spusteléti naujg aplankg jrankiy juostos mygtukg ir jveskite aplanko
pavadinima ir paspauskite "Enter".

- Jveskite aprasomajj pavadinimg j lauke Failo vardas failas.

- Paspauskite mygtuka "ISsaugoti" , kad iSsaugoti failg j pasirinktg aplanka.

i Save As S

e = ‘

I\ * » Libraries » Documents » w | 49 || Search Documents P
Organize v New folder = ow 17}

(@] microsomexcet  —  Documents library

At ione

U Favorites = -
Bl Desktop ) x ; &
& Downloads =€) My Data Sources 1 10 6:24 PM File folder
». Recent Places Qutiook Files
¥ SharePoint Drafts
9 lLibraries

{7_] CG 2010 Media Salesxdsx

- 2= -
DomEnts )G Media - 2008 Salesadsx

Music \
o &) cG Media - 2008-10 Consolidated Salesodsx  12/22/2008 8:41FM  Microsoft Exce ~
b= Pictures % m ’
B s
File name: oaairs -
Save as type: | Excel Workbook (*dsx) v
oreg Harvey 0gs: Add atag

T —
“ Hide Folders Tools ~ Save [ Cancel

lliustracija 110: The Save As dialogue box as it appears when running Excel 2010 on Windows 7.

- "Excel 2010" darbaknyge "Windows XP" TAUPYMO
Atlikite Siuos actions, norédami iSsaugoti Savo darbaknyge paleidzZiant "Excel 2010"
"Windows XP":
- Spustelékite skirtuka Failas IR pasirinkite I1Ssaugoti.
O pasirodo Save As dialog Langas.
- Spustelékite Jrasyti ) iSpleCiamojo sgraso mygtuka IR pasirinkite aplanka, where Pradedantys
Paieska iSsaugoti Pradedantys.
- Jveskite aprasomajj pavadinima | kitchen talpykla pasalinta sékmingai Vardo failas.
- Paspauskite mygtuka "ISsaugoti" that iSsaugotumeéte pasirinktg Pradedantys aplanke.

89



ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW

e % X //y

2 4 ’V—/

* *

Education and Culture DG

Lifelong Learning Programme

1. Uzdarius dokumenta
Norédami uzdaryti programos "Excel" lapa:
- Spustelékite virSutiniame desiniajame 2-ame "X" piktograma (KAIP matyti iliustracija 111).

2 AutoSum ~ A7 ii

lliustracija 111: Closing excel sheet

This will close the current Excel spreadsheet, but won't close down the Excel program itself.
To close down Excel program itself, click again on the top right on the top “X” icon as in

[liustracija 112.

2 AutoSum ~ Aﬂ7 _11

lliustracija 112: Close down Excel programme

1. Vél atidaryti iSsaugotg dokumentas

Jei turite "Excel" skaiiuokle sékmingai jrasytasj jusy kompiuterj aplanka , galite i$ naujo
atidaryti jj, kai jums reikia naudoti Siy procesy

- Atidaryti Excel ir tada spustelékite File - Open - rasti aplanka , kur failas egzistuoja >
Atidaryti.

- Jeitipo skaiciuoklés yra susijes su "Excel" , galite tiesiog pereiti j "Windows Explorer" failo ir
tada dukart spustelékite jj . Tai bus atidaryti "Excel".

2 . Spausdinti dokumentg

Galutinis rezultatas , dabar gali bati spausdinami.

- Spustelékite skirtuka Failas . Tai nukelia jus j "Backstage" rodinj .

- Pasirinkite Spausdinti . Spausdinti sritis atrodo , su spausdinimo nustatymus kairéje ir Print
Preview deSinéje.

- Spausdinti Aktyvis Sheets :

o Pasirinkite darbalapius , kuriuos norite spausdinti . Spausdinti kelis darbalapius,
spustelékite pirmajj darbalapj, laikykite nuspaude Ctrl klavisa, tada spustelékite kitus
darbalapius, kuriuos norite pasirinkti.

O Spustelékite skirtuka Failas .

o Pasirinkite Spausdinti naudotis Print sritj .

o Pasirinkite Spausdinti Aktyvis lakstai iS spausdinimo eile iSskleidZiamajame meniu kaip
iliustracija 113 .
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Print Active Sheets
; Only print the active sheets

Print Active Sheets
i Only print the active sheets L}
Print Entire Workbook
| Print the entire workbook
Print Selection
! Only print the current selection

Ignore Print Area

lliustracija 113: Selecting the Print Active Sheets command

o Spustelékite mygtuka Spausdinti.
- Jei norite spausdinti visg knyga:
O Spustelékite skirtuka Failas.

o Pasirinkite Spausdinti naudotis Print srit;.

O O O O O

o Pasirinkite Print visg darbaknyge (iliustracija 114) i$ spausdinimo eile
iSskleidZiamajame meniu.

Print Active Sheets
: Only print the active sheets

Print Active Sheets

|. Only print the active sheets
Print Entire Workbook

|. Print the entire workbook I}b

Print Selection
e Only print the current selection

Ignore Print Area

lliustracija 114: Selecting the Print Entire Workbook command

- o Spustelékite mygtukg Spausdinti.
- Spausdinti pasirinkima, arba nustatykite spausdinimo sritis:
o Pasirinkite langelius, kuriuos norite spausdinti.
O Spustelékite skirtuka Failas.
o Pasirinkite Spausdinti naudotis Print sritj.
o Pasirinkite Print Selection (iliustracija 115) i$ spausdinimo eile iSskleidZiamajame meniu
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‘ Print Active Sheets

Only print the active sheets

[
S

Ignore Print Area

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

lliustracija 115: Selecting the Print Selection command

o You can see what your selection will look like on the page in Print Preview.
o Click the Print button.

2.5.3.3 Excel 2010 trumposios nuorodos

In order to access Excel functionalities using the klaviatira, following CTRL Combination Shortcut

Keys exist.

Lentelé 9: CTRL Combination Shortcut Keys

CTRL Combination Shortcut Keys

Key
CTRL+PgUp
CTRL+PgDn
CTRL+SHIFT+(
CTRL+SHIFT+&
CTRL+SHIFT_
CTRL+SHIFT+~
CTRL+SHIFT+$
CTRL+SHIFT+%
CTRL+SHIFT+"
CTRL+SHIFT+#
CTRL+SHIFT+@
CTRL+SHIFT+!

CTRL+SHIFT+*

CTRL+SHIFT+:
CTRL+SHIFT+"
CTRL+SHIFT+Plus
(+)

CTRL+Minus (-)
CTRL+;

CTRL+’

CTRL+

Description

Switches between worksheet tabs, from left-to-right.
Switches between worksheet tabs, from right-to-left.

Unhides any hidden rows within the selection.

Applies the outline border to the selected cells.

Removes the outline border from the selected cells.

Applies the General number format.

Applies the Currency format with two decimal places (negative numbers in parentheses).
Applies the Percentage format with no decimal places.
Applies the Scientific number format with two decimal places.
Applies the Date format with the day, month, and year.

Applies the Time format with the hour and minute, and AM or PM.

Applies the Number format with two decimal places, thousands separator, and minus sign (-) for

negative values.

Selects the current region around the active cell (the data area enclosed by blank rows and
blank columns).
In a PivotLentelé, it selects the entire PivotLentelé report.

Enters the current time.
Copies the value from the cell above the active cell into the cell or the Formula Bar.

Displays the Insert dialogue box to insert blank cells.

Displays the Delete dialogue box to delete the selected cells.
Enters the current date.
Alternates between displaying cell values and displaying formulas in the worksheet.

Copies a formula from the cell above the active cell into the cell or the Formula Bar.
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CTRL Combination Shortcut Keys

Key Description

CTRL+1 Displays the Format Cells dialogue box.

CTRL+2 Applies or removes bold formatting.

CTRL+3 Applies or removes italic formatting.

CTRL+4 Applies or removes underlining.

CTRL+5 Applies or removes strikethrough.

CTRL+6 Alternates between hiding and displaying objects.

CTRL+8 Displays or hides the outline symbols.

CTRL+9 Hides the selected rows.

CTRL+0 Hides the selected columns.

CTRL+A Selects the entire worksheet.
If the worksheet contains data, CTRL+A selects the current region. Pressing CTRL+A a second
time selects the entire worksheet.
When the insertion point is to the right of a function name in a formula, displays the Function
Arguments dialogue box.
CTRL+SHIFT+A inserts the argument names and parentheses when the insertion point is to the
right of a function name in a formula.

CTRL+B Applies or removes bold formatting.

CTRL+C Copies the selected cells.

CTRL+D Uses the Fill Down command to copy the contents and format of the topmost cell of a selected
range into the cells below.

CTRL+F Displays the Find and Replace dialogue box, with the Find tab selected.
SHIFT+F5 also displays this tab, while SHIFT+F4 repeats the last Find action.
CTRL+SHIFT+F opens the Format Cells dialogue box with the Font tab selected.

CTRL+G Displays the Go To dialogue box.
F5 also displays this dialogue box.

CTRL+H Displays the Find and Replace dialogue box, with the Replace tab selected.

CTRLH+I Applies or removes italic formatting.

CTRL+K Displays the Insert Hyperlink dialogue box for new hyperlinks or the Edit Hyperlink dialogue
box for selected existing hyperlinks.

CTRL+L Displays the Create Lentelé dialogue box.

CTRL+N Creates a new, blank workbook.

CTRL+O Displays the Open dialogue box to open or find a file.
CTRL+SHIFT+O selects all cells that contain comments.

CTRL+P Displays the Print tab in Microsoft Office Backstage view.
CTRL+SHIFT+P opens the Format Cells dialogue box with the Font tab selected.

CTRL+R Uses the Fill Right command to copy the contents and format of the leftmost cell of a selected
range into the cells to the right.

CTRL+S Saves the active file with its current file name, location, and file format.

CTRL+T Displays the Create Lentelé dialogue box.

CTRL+U Applies or removes underlining.
CTRL+SHIFT+U switches between expanding and collapsing of the formula bar.

CTRL+V Inserts the contents of the Clipboard at the insertion point and replaces any selection. Available
only after you have cut or copied an object, text, or cell contents.
CTRL+ALT+V displays the Paste Special dialogue box. Available only after you have cut or
copied an object, text, or cell contents on a worksheet or in another program.

CTRL+W Closes the selected workbook window.
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CTRL Combination Shortcut Keys

Key Description

CTRL+X Cuts the selected cells.

CTRL+Y Repeats the last command or action, if possible.

CTRL+Z Uses the Undo command to reverse the last command or to delete the last entry that you typed.

A complete Apzvalga of klaviatlra shortcuts in Excel 2010 is available from
http://office.microsoft.com/en-us/excel-help/klaviatira-shortcuts-in-excel-2010-
HP010342494.aspx#BM2.

2.5.4 Paprasto skaiCiuoklés dokumneto kurimas ir
iSsaugojimas LibreOffice Calc

2.5.4.1 Apzvalga: LibreCalc

LibreOffice Calc galima atsisigsti bet http://www.libreoffice.org/download/.

Pastaba: jis yra nemokamas.

Kalkiy yra skaiciuoklés komponento LibreOffice. Kalkiy veikia panasiai kaip "Excel" dokumentus,
vadinamus "skaiciuokles. Skaiciuoklés susideda i$ atskiry lapy, kiekvieng lapg, kuriame yra lgsteliy
iSdéstyti eilutése ir stulpeliuose skaiciy.Pirma Iastelé yra identifikuojamas pagal jo eilés numerj ir
stulpelio raide.

Lastelés laikyti atskiry elementy-teksty, skaiCius, formules ir tt-kad atsigriebti duomenis rodyti ir
manipuliuoti.

Kiekviena skaiciuoklé gali turéti daug lapy, ir kiekvienas lapas gali turéti daug atskiry Iasteliy.

i Untitled 2 - LibreOFfice Calc Ny |-8
_?ile Edit View Insert Format Tools gat ‘Standardtoolbar m—
B-Bue  BAR YE XEC ¥ T B84 by HOoET O, [fnd [ ¢,
&) [Arial B|L& [JB7/Uu === BxuMs<so-2-A-[],
Al () xE =] -
[

A B [ ¢ [ R [ E F [ 6 [ H [g0v [T 1 [ kK [ =
Formatting Formula bar
toolbar

Active cell Active cell
Column Headers

reference
(Name box)

ﬂ Row Headers
Sheet tabs

Status bar
< >|v
Sheet1/3 Default STD Sum=0 @—— & —— ® 100%

mqmm*NHcmmummbme

OO0\ Sheet1 SheetZ 7 Shects4 7

lliustracija 116: Parts of the Calc window

The parts of the LibreCalc window are shown in lliustracija 116. The window consists broadly of the
menus at the top, a bar for data entry below that, and the contents of the sheet in the bulk of the
window. The active (or highlighted) cell (or cells) is (are) marked with a bold outline.
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2.5.4.2 LibreCalc naudojimas

- 1. Jrasyta duomeny lentele
Nukreipti démesj naudojant pele, tiesiog perkelkite pele Zzymeklj j langelj, kuriame norite
démesys turi bati ir spustelékite kairjjj Pele mygtuka. Dabar galite jvesti duomenis.
Paspaudus Enter arba rodykle Zemyn, jls einate j Zemiau esantj langelj, arba naudojant Pele
jus galite spusteléti ant bet kokio kito langelio. Paspaudus TAB arba SHIFT + TAB perkelia
démesj j deSine arba j kaire, atitinkamai.
Paspausdami rodykliy klavisus klaviatiira juda démes;j j rodyklés kryptimi.
Kiekvienas skaiciuoklés lakstas yra nepriklausomas nuo kity, nors jie gali bGti susije su
nuorodomis i$ vieno lapo j kita.
2. Parodyta paprastg diagrama (pyragas ar baro)
LibreOffice leidZia pateikti duomenis grafiskai diagramoje, kad galite vizualiai pateikti
duomenys.
- Pasirinkite langeliy diapazong, kurj norite pateikti diagramoje (kaip iliustracija 117).

Untitled 1 - LibreOffice Cale

File Edit “iew Insert Format Tools Data Window Help

B-BEA 1 Ho@ (e X004 a- D 3. 3@ 8
P e vio v AA4A EEEEE & % W 2 [t [£
25 v| o X = |

ear Year 2

123 B7
111 234
124 433

lliustracija 117: Selected data cells to appear in the chart, together with selected data graphic.

- Click the Insert Chart icon on the Standard toolbar. You see a chart preview on your
spreadsheet while also the Chart Wizard is started (as in Iliustracija 118).

Chart Wizard

X

Choose a chart bype

2, Data Range

3. Daka Series

Marmal
4, iChart Elements % Line
Bt %Y (Scatter) [Japiook |Realstic |
® Bubble S
[ Met
el Stock Cylinder
il Colurn and Line Cone

Pryramid

= Back Mext == ] [ Finish ] [ Cancel

lliustracija 118: Chart wizard with different steps and options.
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- - Dél pirmojo puslapio Chart Wizard galite pasirinkti diagramos tip3.
- Pasirinkite pagrindine diagramos tipa: Paspauskite bet kurj i$ jrasy pazenklinti skiltis, Baras,
pyragas ir pan. DeSinéje puséje turinys bus pakeisti teikti daugiau galimybiy, atsizvelgiant j
pagrindinio diagramos tipa. Pasirinktinai spustelékite bet kurj i$ varianty. Nors galite pakeisti
vedlio parametrus, Zilreéti perzitrg dokumente pamatyti, kaip diagrama atrodys.Patogus
patarimas yra paspausti Shift + F1 ir taskas j kontrolés matyti iSpléstg pagalbos teksta.
- Spustelékite Pirmyn pamatyti kitg vedlio puslapj, arba paspauskite kairéje puséje vedlio
jrasus eiti j tg puslapj.
- Paspauskite Atgal pamatyti ankstesnj vedlio puslapyje.
- Spustelékite Baigti bet vedlio puslapyje uzdaryti vedlj ir sukurti diagramga naudojant esamus
nustatymus ir kreselj turéty baigti panasus j iliustracija 119 vienas.
- Spustelékite AtSaukti, jei norite uzdaryti vedlj nesukire diagramos

Untitled 1 - LibreOffice Calc
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lliustracija 119: Resulting chart

Norédami redaguoti diagrama :

- Spustelékite diagrama redaguoti objekty savybés : Dydis ir vieta dabartiniame puslapyje , derinimg,
teksto wrap, iSoriniy sieny , ir dar daugiau .

- Dukart spustelékite diagrama jvesti diagramos redagavimo rezimga : diagrama duomeny reikSmes (
diagramy su duomenimis ) . Diagramos tipas , kirviai, pavadinimai, sienos, tinklelis , ir dar daugiau.
O Dukart spustelékite diagramos elementg diagramos redagavimo rezimg :

& Dukart spustelékite asj redaguoti mastg, tipg, spalva, ir dar daugiau.

& Dukart spustelékite duomeny taska pasirinkti ir redaguoti duomeny sekg, kuriai
priklausoduomeny taskas . Su duomeny sekos pasirinktas, spustelékite , tada dukart spustelékite
vieng duomeny taska redaguoti Sio duomeny tasko savybes (pavyzdZiui, vieng barg diagramg ) .
Dukart spustelékite legendg pasirinkti ir redaguoti legendg . Spustelékite , tada dukart spustelékite
pasirinktame legendos simbolis redaguoti susietg duomeny seka. Dukart spustelékite bet kurj kitg
diagramos elementas, arba spustelékite elementg ir atidarykite meniu Formatavimas , redaguoti
savybes.

- Paspauskite riby diagramos palikti esamg redagavimo rezimg .
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1. Taupymo dokumenta

Norédami iSsaugoti skaiciuokle , pasirinkite File - Save (kaip iliustracija 120 ) irSave As atsidaro
dialogo langas . Paprastas CTRL + S turés tg patj rezultatg . Dabar pasirinkite vietg, kur norite iSsaugoti
failg, suteikia jai atitinkamg pavadinima ir failo tipg , tada pasirinkite Save (kaip iliustracija 121 ).

Untitled 1 - LibreOffice Calc

&

i
s

o |B
BB

[ ls

-

Chrl+o SN

opern..,

Recent Documents ]

Wizards b

o | o

Data ‘window Help

AEC b

oo

10 vz{é‘é._a@&

Close

Ctrl+S

Save As...  ChrHMaj+s

&7

A

Sawe dll

o

lliustracija 120: To save the spreadsheet, select File - Save

Save As

D

My Recent
Documents

‘ ty Documents

==

My Computer

by Metwork,

Save in: | G tdy Documents

d[3

(=) Camtasia Studio
(D)Dehur
CD)Downlnads
|IDVDVidenSaft
[23)L45 Eleckronics
[ZIMy Conference Recordings
L’(:‘.-_")My Draphos
@My Music

EMY Pictures
=My Received Files
(C3)My Scans

EMY Shapes
@My Wideos
@PcSetup
Z)Updaters

|5)WebEx
() wWindowsCE My Documents

[ ]

File name:

v [

Save ]

Save as lype | ODF Spreadsheet [ods)

v|[ Cancel ]

Automatic file name extension

[[] Save with password

1. UZdarius dokumentg

lliustracija 121: Save As dialogue box

Norédami uzdaryti LibreOffice Calc visiskai , pasirinkite File = Exit.

Jei buvo i$saugoti visi dokumentai, LibreOffice Calc uzsidaro i$ karto. Jei visi dokumentai,
buvo pakeistos , bet ne isgelbéti, pasirodojspéjamasis pranesSimas .

2 . Vél atidaryti iSsaugoty dokumentas

JUs atidaryti esamg dokumentgq :

- Pasirinkite File - Open ...

- Atrodo,atviras dialogas .

- Pasirinkite norima failg , tada spustelékite Atidaryti.
- Jeidokumentas jau atidarytas LibreOffice Calc ,Antrasis dokumentas atsidarys naujame

lange.
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3. Spausdinti dokumenta

Spausdinimas i$ LibreOffice Calc yra tas pats , kaip spausdinti i$ kity programy , taciau kai
kurios detalés skiriasi , ypac dél pasirengimo spauda. Spausdinti intervalai turi keletg
paskirciy, jskaitant spausdinimg tik tam tikrg dalj duomeny ar spausdinimo pasirinkty eiluciy
arba stulpeliy kiekviename puslapyje.

Spausdinti krastovaizdzio formatu , atlikite Siuos veiksmus :

- Eiti j lapo turi bati atspausdintas .

- Pasirinkite Format - page.

Okomanda néra matomas, jeilapas buvo pradétas rasyti apsaugg . Tokiu atveju, spustelékite
Redaguoti failo piktogramga ant standartiniu bar.

- Pasirinkite skirtukg Puslapis . Pasirinkite krastovaizdZio popieriaus formatg ir paspauskite
Gerai.

- Pasirinkite File - Print . Pamatysite Spausdinti dialoga.

O Priklausomai nuo spausdintuvo tvarkyklés ir operacinés sistemos , gali reikéti paspausti
Properties mygtuka ir pakeisti savo spausdintuvo krastovaizdzio formatu ten.

- Print dialogo ( iliustracija 122 ) Skirtuke Bendra puslapyje pasirinkite turinj, kurias norite
atspausdinti :

o Visi lapai - Visi lakstai bus spausdinamas .

o Pasirinktos lakstai - tik pazymétus lakstai bus spausdinamas . Visi lapai, kuriy pavadinimai (
ne ant lapo skirtuky apacioje ) yra pasirinktas , bus spausdinami. Paspaudus Ctrl paspauskite
lapo pavadinima galite pakeisti §j pasirinkimg .

O pasirinkty langeliy - Visos pazymétus lgstelés spausdinami.

=

Edit Print Ranges

5

Print range

- none - v {

Rows to repeat
- user defined - V $1:$4| ’ Help

Columns to repeat

- none - _V_

oK

Cancel

l
l
l

lliustracija 122: Specifying repeating rows

2.5.4.3 Klaviatara trumpyjy nuorody naudojimas

LibreCalc programoje

Following lentelé provides an Apzvalga of the shortcuts allow for navigating in the spreadsheets.

Shortcut Keys Effect

Ctrl+Home Moves the cursor to the first cell in the sheet (Al).

Ctrl+End Moves the cursor to the last cell on the sheet that contains data.
Home Moves the cursor to the first cell of the current row.

End Moves the cursor to the last cell of the current row.

Shift+Home Selects cells from the current cell to the first cell of the current row.
Shift+End Selects cells from the current cell to the last cell of the current row.

Shift+Page Up

Selects cells from the current cell up to one page in the current column or extends the existing
selection one page up.
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Shortcut Keys

Shift+Page Down

Ctrl+Left Arrow

Ctrl+Right Arrow

Ctrl+Up Arrow

Ctrl+Down Arrow

Ctrl+Shift+Arrow

Ctrl+Page Up

Ctrl+Page Down

Alt+Page Up
Alt+Page Down

Shift+Ctrl+Page Up

Shift+Ctrl+Page Down

Citrl+ *

Ctrl+/

Ctrl+Plus key
Ctrl+Minus key

Enter (in a selected
range)

Ctrl+ ~ (see note below
this lentelé)

Effect

Selects cells from the current cell down to one page in the current column or extends the
existing selection one page down.

Moves the cursor to the left edge of the current data range. If the column to the left of the cell
that contains the cursor is empty, the cursor moves to the next column to the left that contains
data.

Moves the cursor to the right edge of the current data range. If the column to the right of the
cell that contains the cursor is empty, the cursor moves to the next column to the right that
contains data.

Moves the cursor to the top edge of the current data range. If the row above the cell that
contains the cursor is empty, the cursor moves up to the next row that contains data.

Moves the cursor to the bottom edge of the current data range. If the row below the cell that
contains the cursor is empty, the cursor moves down to the next row that contains data.

Selects all cells containing data from the current cell to the end of the continuous range of data
cells, in the direction of the arrow pressed. If used to select rows and columns together, a
rectangular cell range is selected.

Moves one sheet to the left.
In the page preview: Moves to the previous print page.

Moves one sheet to the right.

In the page preview: Moves to the next print page.

Moves one screen to the left.
Moves one screen page to the right.

Adds the previous sheet to the current selection of sheets. If all the sheets in a spreadsheet are
selected, this shortcut key combination only selects the previous sheet. Makes the previous
sheet the current sheet.

Adds the next sheet to the current selection of sheets. If all the sheets in a spreadsheet are
selected, this shortcut key combination only selects the next sheet. Makes the next sheet the
current sheet.

where (*) is the multiplication sign on the numeric key pad

Selects the data range that contains the cursor. A range is a contiguous cell range that
contains data and is bounded by empty row and columns.

where (/) is the division sign on the numeric key pad

Selects the matrix formula range that contains the cursor.

Insert cells (as in menu Insert - Cells)

Delete cells (as in menu Edit - Delete Cells)

Moves the cursor down one cell in a selected range. To specify the direction that the cursor
moves, choose Tools - Options - LibreOffice Calc - General.

Displays or hides the formulas instead of the values in all cells.

A complete Apzvalga of klaviatira shortcuts in Excel 2010 is available from
http://office.microsoft.com/en-us/excel-help/klaviatira-shortcuts-in-excel-2010-

HP010342494.aspx#BM?2.
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2.6 Interneto narSymas ir saugumas

World Wide Web ( WWW , 3W ) yradaZniausiai naudojamas ir iSnaudojamas sistema, kuri suteikia
aukstos kokybés prieigg prie didZiulis dokumenty , kurie yra tarpusavyje susije, per pasaulio
Kompiuteris tinklo (interneto ). IS tikryjy tai yraprecedento jrankis duomeny rinkima.
Kompiuteris vartotojai gali narSyti informacijg skelbti dokumentus ir keistis informacija
Pasaulio Wide Web yra sukurta aplink dvi pagrindines sgvokas : Hypertext dokumentus ir tinklas
paremtas informacijos paieskos . Hiperteksto dokumentai yra paprasti dokumentai , kuriuose yra
informacija, grafikos ir / ar vaizdo jrasus ir garsus ir veikia kaip nuorodos j kitus dokumentus. Paprastai
Sie dokumentai pateikiami vartotojui su teksto paryskinty Zodziy ar vaizdy , Zinomy kaip hipersaitus .
Daugelis svetainiy yra susietas kartu leidzia vartotojams gauti prieigg prie medziagos ar paslaugas
talpinami kity svetainiy. Vartotojai gali judéti tarp Siy svetainiy nuspaudus nuorodas, aktas , kuris yra
Zinomas kaip narsyti arba " narSyti " per WWW. Prieiga prie WWW teikia specialiy Kompiuteris
programy , vadinamy interneto narsykliy , kurios gali paleisti kompiuterius, Nesiojamas kompiuteriss ,
mini kompiuteriss ir smartphonach.

Taciau kartu su savo potencialgWorld Wide Web duoda iSilgai problemy , pavyzdZiui, trakstamy
duomeny, nepriimtiny ir neteisingy duomeny ir saugumo ir vientisumo problemuy.

Bendra saugumo klausimai, susije su WWW naudojimo, susije su interneto skaitytojy , ty tiems, kurie
naudoja interneto narsykle ir leidéjams.

Konkreciai kai kurie i$ priezasCiy,interneto skaitytojas gali susidurti yra tokie , kurie yra kotiruojami
Zemiau:

e Zala sistemos ir vartotojo informacijg Buggy programine jranga,

e virusiné infekcija vykdomajj

¢ Trojos arkliy programos

¢ Jterptosios makrokomandy ir atsisiysti programéles (programélé yramaza programa, kuri yra
atsisiysti ir jvykdyti on-the -fly j narsykle) .

Vartotojy narSymo veikla gali bati paskelbti arba parduoti, todél pilie¢iy asmens informacija ir
duomenys gali biti paveikti.

Tiksliau interneto grésmiy gali bati kiles iS nuorodos j programinés jrangos klrimo procesg , trikumy
populiariausiy operaciniy sistemy ar trikumuy, interneto protokolus.

2.6.1 Interneto narSymo programos

Siuo metu yra daug interneto nardykliy prieinama nemokamai. Mes pateikia placiausiai naudojamas ir
paaiskinti, kaip pradéti juos (pradéti interneto narsyklés programine jrangg).
Dazniausi interneto narsykliy ir jy atitinkamus Zymeklius (piktogramos) rodomi Lentelé 10.

Lentelé 10: Web browsers and their icons/identifiers

Internet Explorer Y/ A

\ Y 4

Google Chrome
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Mozilla Firefox @

Lynx Text browser (useful for visually ‘?@
"-_I

impaired people)

Opera

Safari

2.6.2 Kaip pradeéti narsyti internete

Vartotojas gali pradéti narsykle per alternatyviy varianty, pvz), spustelédami jo piktograma
darbalaukyje, b) spustelédami ir pasirinkdami greitojo paleidimo piktogramg arba c) nuo starto skydo.
Sios trys alternatyvos yra paaikinta toliau.

i) Paleisti i$ darbastalio

Norédami pradéti is darbalaukio narsykle, tiesiog perkelkite Zymeklj virs jo piktograma ir padaryti
dvigubai kairéje spustelékite jj. Paminéty narsykliy piktogramos, kaip atsiranda dél prietaiso, kuriame
veikia "MS Windows" operacines sistemas, darbalaukyje, rodomi iliustracija 123 su iliustracija 126.

i) Internet Explorer

=
(/=) !
Internet

Explorer b

@ O ® T oW

21/12/2011
lliustracija 123: Icon of Internet Explorer on the desktop

ii) Google Chrome
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Google
Chrome %

, ~ 213
a o @ T EE

21/12/2011
lliustracija 124: Icon of Google Chrome on the desktop

iii) Mozilla Firefox

&

Mozilla

Firefox %

a R B T o

21/12/2011
lliustracija 125: Icon of Mozilla Firefox on the desktop

iv) Lynx Text browser

Lynx Text

Browser I

BN o 0 # T ™

21/12/2011
lliustracija 126: Icon of Lynx Text browser on the desktop

a) Launch the browser from the quick launch bar

Another way of starting a web browser is from the quick launch bar (lliustracija 127) placed in the
task bar (the bar where the time and date are displayed). If the icon of the browser is displayed there

P
you can simply move your cursor over its icon and do a single left click ' onit:
< -
Computer  Recycle Bin

lliustracija 127: Web browsers’ icons as appearing on the quick launch bar

GO < T Sloc

/l\
If the icon is not displayed on the taskbar you can add it by right-clicking' " on the desktop icon and
choose “Pin to taskbar” (see lliustracija 128).
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Pin to Taskbar

5\;7

« >
@
Cut

Google Copy
Chrome
Create shortcut

Delete

Rename

Properties

lliustracija 128: The “Pin to Taskbar” option to move an icon on the quick launch bar

(Tip: This can work with any program that you would like to appear on the taskbar e.g. MS Outlook)
b) Launch from start panel

Y

&)
Start the web browser from the start panel click on the windows logo at the left bottom of the
screen and type the name of the browser at the “Search programs and files field” as shown below for
Mozilla Firefox (see Iliustracija 129)
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Programs (1)
@ Mozilla Firefox

S see more results Enter the browser's name here
1%

Mozilla Firefox|
T B
=

lliustracija 129: Starting a Web browser from the Start panel

As soon as the desired browser’s name appears on the screen, you have to select it by a single click

P
on its name.

2.6.3 Interneto narSyklés naudojimas

Sis punktas yra skirtas interneto nar§ymo galimybes nuvykti ir persvarstyti tinklalapius.Interneto
narSyklé naudojama iliustracijoje Internet Explorer 9, nes dauguma Windows PC ateina su juo i$
anksto jdiegta. Taciau santykinis informacija, kuri nurodyta Siame skyriuje, apima bet neseniai
interneto narsykle, nes jie visi po panasy dizaina.
lliustracija 130, toliau, rodo narsyklés langg su svarbiausiais puslapis sekcijos sunumeruoti, siekiant,
kad baty galima paaiskinti juos atskirai.
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File Edit View Favorites Tools Help 8
Home =~ [§ Feeds (1) ] Read mail [;éaPrint ~ Page~w Safety > Tools » I_IHE|D ~ | BlogThis 9 %
far 5 = o .
s m Microsoft Corporation 5... -.iGu-ugle 10 11
w
%, 100% 12-

lliustracija 130: Identification of the different sections in a page of a Web browser, with numbers and red-line borders

2.6.3.1 Navigavimas per URL ir domeny vardus

Svarbiausio Zingsnis siekiant pradéti narsyti internete ( narsyti po interneto puslapiuose ) yra
nuspresti, kg puslapis norétumeéte aplankyti. Kai jums nuspresti, jas turite jvesti savo interneto
adresa (" Klaidy 2 skyriuje | Nuoroda $altinis nerastas. ) Zinomas kaip Uniform Resource Locator (URL)
. URL i$ stygos simboliy , kurie batini siekiant nustatyti objekto adresg internete. PavyzdZiui,"Google"
URL http://www.google.com . lesko atidZiau pastebime, kad ji susideda i$ trijy daliy :

l.protokolas identifikatorius (HTTP ), kuris apibrézia, kaip jlasy narsyklé iruz tinklalapj tarnyba
bendrauti.

II. Dvitaskis ir du velniop , ir

[Il . Domeno vardas www.google.com, kuri yra naudojama siekiant nustatyti norima tinklalapj .
Labiausiai Zinomy rasiy protokolo identifikatoriy yra :

i . Http :labiausiai paplitusi, naudojama paprasta bendravimo ir narsyti internete.

ii . Https : Tai yrasaugus portalo HTTP. Jis yra placiai naudojamas jautriai persiunc¢iamy duomeny , pvz
pinigy pervedimas, nes jis uzkoduoja kei¢iamasi informacija, siekiant iSvengti patekti iS neleistiny
Saltiniy.

i . FTP :URL, kuris prasideda ftp:// reiskia, kadtiksliné svetainé yra naudojamas perkelti failus per
interneta.

IS viso registruoty domeny visame pasaulyje sieké beveik 220 min treciojo ketvircio 2011 mety
pabaigoje, su visais i$ jy naudojant bendrg struktlrg. Kiekvienas domeno vardas prasideda " www . "
Priesdélis , kuri rodo , kadtiksliné svetainé yra apie World Wide Web. Po www ,specifinis pavadinimas
domeno jrasytas pvz "Google" . Tam, kad URL bty baigtas,priesaga reikia nurodyti puslapio tip3.
Klaida! Nuoroda Saltinis nerastas. , Teikia su labiausiai paplitusiy rasiy sgrasas:
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Lentelé 11: A list with the most common types of suffixes for URLs. In the above list some suffixes of countries’ specific
URLs are also provided as examples (http://www.web-l.com/country-codes/).

com Commercial Business
edu Educational Institutions
org Non profit organizations
eu European union

ac Academic

cy Cyprus

uk United Kingdom

be Belgium

gr Greece

It Lithuania

Kadangi i URL aiskinimas buvo suteikta (Uniform Resource Locator), kitas Zingsnis yra pabandyti
patekti j vieng narSyklés langg.URL kopijuoti ar jvedéte j narSyklés adreso juostg, j iliustracija 130 2
skyriuje. Norint nukopijuoti ir jklijuoti URL j adreso juosty, pirmiausia turite rasti tekstg, kuriame yra
tiksliné svetainéje. Tada paspauskite ir laikykite nuspaude kairjjj mygtukg PELE, vilkdami Zzymeklj ant
nuorodos, kad jj pazymétumeéte. Po to, deSiniuoju pelés mygtuku spustelékite pazyméta tekstg ir
pasirinkite Copy (taip pat zr iliustracija 131).

E Untitled - Notepad

File Edit Format View Help

/ww.gqoogle. Co

Undo

Cut

Copy [
Paste L\E‘
Delete

Select All

Right to left Reading order
Show Unicode control characters

Insert Unicode control character 3

Open IME

Reconversion —

lliustracija 131: The Copy option by selecting and right clicking on a URL

Note: Be sure to select all the necessary information to avoid errors.
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After the previous selection, go to the browser’s address bar (lliustracija 130, section 2), right click ’
on it and select paste (see also lliustracija 132).

2
—d Unda
| (= Blank Page

Cut

File Edit Wiew Favorit
f?ﬁHome - [& Feeds (1)

™=
‘3';5 E Microsoft Corporatig Delete 1_,.@'

Paste

Select Al

Right to left Reading order

Show Unicode control characters

Insert Unicode control character »
Open IME
Reconversion

lliustracija 132: The Paste option by right clicking in the URL position of a Web browser

Arba, jis galite jvesti URL tiesiai j adreso laukelj (iliustracija 130, 2 skyriy). Tiesiog spustelékite adreso
juostg ir paspauskite iStrinti iSvalyti nereikalingg informacija. Tada jveskite tiksline svetaine.
Atkreipkite démesj, kad jis neturite jvesti http:// prieSdélis kiekvieng kartg, nes narsyklés yra
pakankamai protingas, kad jtrauktuméte jj j kai jvedate tik domeno vardas, pvz www.google.com.
Tadiau, jUs turite jvesti atveju saugiame puslapyje (https) priesdélj ar faily perdavimo puslapj (ftp).

2.6.3.2 Hipernuorodos

Hipersaitas arba nuorodg trumpas yra kita interneto tikslinés navigacijg alternatyva. Hipersaitus yra
tekstai, kurie atlieka tam tikrus veiksmus, kai jus spustelékite arba pasirinkite jj ir paspauskite klavisa
ENTER. Kai randate nuorodg, ar vaizdas, kuris yra nustatytas kaip hipersaitg, kursorius pakeicia formg
ir tampa ranka rodykle. Viskas, kg turite padaryti, tai vienas paspaudimas ir jis basite nukreipti j
susijusj tinklalapj. Be to, galite pereiti per visas puslapyje nuorodos paspausdami klavisg TAB.
Norédami sukurti nuorodg j jisy svetaine, jveskite tekstg, kurj norite biti nuoroda. Pazymékite per
teksta, kurj norite paversti hipersaity. Properties lange, jveskite j nuorody srityje nuoroda

2.6.3.3 Grijzti atgal mygtuko naudojimas

Kiekvieng kartg, kai jums pereiti j kitg puslapj, narsSyklé suteikia jums galimybe grjzti j ankstesnj
puslapj, jus matote. Norédami tai padaryti, jus turite paspausti ant rodyklé rodo kairéje vadinamas
atgal mygtukas (iliustracija 130, 1 skyrius). Jei norite judéti atgal, jus galite spusteléti veél, kol jas
pasieksite labai pirma puslapj atidare narSykle. Uzvedus atgal per savo jau aplankyty puslapiy, galite
judéti j priekj vél naujausiais puslapiuose. Tai daroma su vienu paspaudimu rodykle nukreipta
teisinga, pavadintg mygtuka Pirmyn (iliustracija 130, 1 skyrius).
Kai kuriais atvejais patartina nenaudoti mygtuka "Atgal", pavyzdZiui, atliekant mokéjimg internetu,
bet naudoti vietoj narSymo galimybes, numatytas paciame tinklalapyije.
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2.6.3.4 Narsymo istorija

Nugariné ir iSankstiniai mygtukai yra naudinga, kai visi puslapiai, kuriuos norite pasiekti buvo
atidaryta dabartinés sesijos narSymui (be uZsegimo ir vél atidaryti narSykle nutiko per tg laikg).
Pavyzdziui, jei norite perzilréti puslapj, turite atidaryti vakar, bet jums nereikia prisiminti savo
adresy, galite naudoti kitg naudingg funkcijg, vadinamg istorija, sgrasas. Kaip rodo pavadinimas,
istorija su visais puslapiy, kuriuose lankétés per pastaruosius 3 savaites ("Internet Explorer 9),
sgrasas. Rasti retrospektyvos sgrasy, spustelékite komandy juostgy (iliustracija 130, 9 skyriuje) ir
pasirinkti Explorer "bary ¢ istorija, kaip parodyta

lliustracija 133.

ead mail @ Print -~ Page~ Safety~ 'Z@'Helpv I Blog This Q_‘:Sendtc

|G = Diagnose connection problems...
—
L)

| Reopen last browsing session

Pop-up Blocker 4
View downloads Ctrl+

Manage add-ons

Work offline

e B M

Compatibility View

Compatibility View settings

[l

Full screen F11

Toolbars 4

Explorer bars Favorites Ctrl+Shift+
History I‘\ Ctri+Shift+H
Feeds  WASCirlsshiftsa

<> F12 developer tools

Suggested Sites Research

Send to OneNote Discuss

Blog This in Windows Live Writer

Internet options

lliustracija 133: lllustration of procedure to find the History list, for Internet Explorer 9

The history list should now appear at the left of the screen as shown in lliustracija 134.
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ﬁ Home - Feeds (1) —*| Read mail géa Print

’i;_'“s E Microsoft Corporation 5... -" Google
Add to favorites | ¥ X

Favorites Feeds History

|View By Date =
TH 3 Weeks Ago

Th 2 Weeks Ago

ﬁ Last Week

i Monday

Ta Tuesday

'_r.'!_] Wednesday

T Thursday

lliustracija 134: The history list as presented in Internet Explorer 9

Vienu paspaudimu j sgrasg pasirinkimu atskleis aplanké svetainiy, kurios dieng ir jas galite
aplankyti juos vél nereikés prisiminti visas detales. Istorija Saraso trukmé gali bati
conlliustracijad vartotojas, kaip parodyta Zemiau:

i. Meniu juostoje (iliustracija 130, 9 punktas) pasirinkite Tools ¢ Internet Options
ii. Tada i$ pop-up ekrane raskite skyriy, pavadinta "Zurnalas" ir pasirinkite Parametrai, kaip
parodyta iliustracija 135. (Pastaba: galite istrinti istorijos sgraso pasirinkdami "Delete ..."
tame paciame skirsnyje)

| Internet Options (7 =]

General |Semrity I Privacy I Content | Connections | Programs | Advancedl

Home page
l/? To create home page tabs, type each address on its own line.
n
= |

about:blank -

[ Use current ][ Use default H Use blank

Browsing histary
71 Delete temporary files, history, cookies, saved passwords,
v ,-I and web form information.

[] Delete browsing history on exit

Delete. .. ] [ Settings ]
Search
) Change search defaults,
Tabs
Change how webpages are displayed in
_ tabs.
Appearance
[ Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

lliustracija 135: The Settings button in the Internet Options window, for Internet Explorer 9
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i Finally, from the new pop up screen, conlliustracija the “Days to keep pages in history”
option and select OK, as shown in lliustracija 136.

History

Specify how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history: 0 =

[ OK l | Cancel |

lliustracija 136: The window where you can define the days to keep the pages in history, for Internet Explorer 9

2.6.3.5 Meégstamiausiy funkcija

Retrospektyvos sgrase néra vienintelé galimybé narsSykléje jsiminti puslapiai galblt norésite
perzidréti. Kitas Siuolaikinés narsyklés funkcija megstamiausiy sarasas. Sis sarasas suteikia jums
galimybe iSsaugoti interneto adresa, siekiant sutaupyti laiko ieskant juo ar jj rinkdami. Norédami
pridéti svetaine j Sj sgrasg, pirmiausia spustelékite mégstamiausiy etiketés (arba Zymes kuriose
narsyklése) meniu juostoje (Error! Reference source not found., 8 skyriy) ir tada pasirinkite Pridéti
pasirinkimg (arba Zymiy) variantg. Greitai prieigai prie iSsaugoto puslapyje galite pasirinkti Pridéti
juostoje meégstamiausiy ir atsiras nuoroda bare Favoritus (Error! Reference source not found., 10
skyrius). Taip pat galite atidaryti §j meniu paspausdami Zvaigzdute (Error! Reference source not
found., 6 skyriy).Visa procedira pridéti puslapj j parankiniy sgrasg vadinama zyméjimas puslapis ir
Nuoroda j puslapj vadinamas bookmark.

2.6.3.6 Perkrovimo mygtukas

Jei dél kokios nors priezasties, svetainé sustoja pakrovimo jo turinj, galite imtis veiksmy, kad bty i3
naujo jkelti. Tai padaryti paspaude papildymo mygtuka (iliustracija 130, 3 dalj). Tokiu paciu badu
galima iSvengti svetaine nuo pakrovimo paspaude stop mygtuka (iliustracija 130, 4 skyriy). Vietoj
pereiti j kitg puslapj, kai hipersaitus gali atidaryti puslapj naujame lange korteliy. Tada galite pasirinkti
skirtuka spustelédami jos pavadinimg (iliustracija 130, 7 skyriy) arba jj uZdaryti paspaude x simbolis
Salia jos. Paprastai svetainé néra visiskai tilpty ekrane, bet jis turite slinkti vertikaliai pasiekti turinj
apacioje naudodami slinkties juostos rodykles (iliustracija 130 11 skirsnis). Kitas montavimo daugiau
turinio ekrane ar priartinimo tam tikros ekrano ploto bldas yra su zoom bar (iliustracija 130, 12
skyriy). Pasirinkite didesnj procentinj skaiciy priartinimo arba mazesnj su Zoom-out

2.6.4  Paieskos funkcija

Internetas suteikia neribotas informacijos Saltiniy visiems skoniams. Kaip tradiciniy biblioteky
skaitmeniniy biblioteky turite pirma atlikti paieskg norédami surasti tinkamg informacijg ir palyginti
giliau panasumus ir skirtumus , pagrijstus informacijos ieskantys tiksly. Siuo tikslu , daugelis interneto
paieskos iskilo pastaraisiais metais , siekiant istirti galima Siy biblioteky . PaieSkos sistemos yra "
specialiuose interneto puslapiuose ", kurios priima raktaZodZius is vartotojo ir ieSkoti internete
informacijos. Populiariausios paieskos varikliai yra www.google.com "Google" , http://www.bing.com
i$ "Microsoft" ir www.search.yahoo.com i$ "Yahoo". IS paieSkos naudojimas yra labai paprastas. Kai
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jums nuspresti dél objekto , j kurj norite gauti daugiau informacijos, jveskite svarbiausius ZodZius
laukelj . Tarkime, norime rasti informacijos apie objektg Interneto istorijoje. Pirmiausia apsilankykite
paieskos norétuméte naudoti, kaip iSmoko anksciau Siame kurse . Tada puslapio paieskos laukelyje
jrasyti ZodZius internete ir istorijg , kaip parodyta iliustracija 137 dél "Google" ir iliustracija 138 Bing
paieskos ir paspauskite"ENTER" mygtuka savo klaviatira arba padarytivieng kairéje spustelékite j tam
skirtg paieskos mygtuku interneto narsyklé.

2§ cooele

File Edit View Favorites Tools Help

%3 Home = [ Feeds (1) | Read mail g Print = Pagev Safetyv Toolsv @@ Help » [ BlogThis [/} Send to OneNote [} Research

95 [ Microsoft Corporation 5. *§ Google

+You Web Images Videos Maps News Shopping Gmail More -

Google

internet history

Google Search I'm Feeling Lucky

lliustracija 137: Performing a search for “internet history” in Google search engine

|m http://www.bing.com/
= 8ing x |

File Edit View Favorites Tools Help

{53 Home  ~ Feeds (J) I Read mail @ Print - Pagev Safetyv Toolsv @ Help v [ BlogThis [} SendtoOneNote [} Research

5% [D Microsoft Corporation s... *§ Google

BINg’

© Showall @ Only from United Kingddfitit

B L
#.

-

lliustracija 138: Performing a search for “internet history” in Bing search engine

Kaip rasote, pateikty rekomendacijas dél jusy paieSkos gali pasirodyti bet ignoruoti juos, jei
jie neatitinka jusy dabartinis paieska ir teskite. Kai paspaudziate jvesti ar ieSkoti, su rezultaty
sgrase bus rodomi ekrane. Atidziai kiekvienoje konkrecioje galimybe produktais tam kad rasti
geriausig, kuris tinka jasy paieska. Jums reikéty Zinoti, kad daugelis paieSkos sistemy jdéti j
sgraso virsy tikry rezultaty, kurie yra susije su jusy paieskg, taciau jie atéjo pirmas, nes jy
savininkai moka uz reklama. Sie skelbimai paprastai pasirodo skirtingy spalvy fone. Be to, jie
yra pazymeéti Zodzio skelbimg, kaip parodyta iliustracija 139, siekiant iSvengti juos (jei to nori)
ir sutelkti démes;j j savo paieska.
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bing internet history | - E

Web Web  Morev

RELATED SEARCHES ALL RESULTS An example of an ad banner 110 of 481,000,000 results - Advanced
View Internet History
Clear Internet History
My Internet History
View My Internet

Erase Internet History Ad
www_TotalPCHealth.com - Protect Your Privacy and Speed Up Your PC. 100% Safe and Guaranteed!

History History of the Internet - Wikipedia. the free encyclopedia
Delete Internet History Precursors - Three terminals and ... - Packet switching
Internet Search History The history of the Internet starts in the 1950s and 1960s with the development of computers. This

began with point-to-point communication between mainframe computers and ...

Eree Internet History en wikinadia orofwiki/Historv of the Internet

lliustracija 139: A page with search results, with a marked first entry as advertisement

PaieSkos sistemos siulo galimybe ieskoti specialiai atvaizdus, vaizdo jrasus, Zemélapius ir daug kity
priedy, priklausomai nuo konkretaus variklio. Viskas, kg turite padaryti, tai pasirinkti, kg norétuméte
ieskoti i$ kairéje (uz "Google") arba i virSuje (Bing), sgrase. Kitas ieskoti internete bildas yra per
adreso juostg (iliustracija 130, 2 skyriy). Dauguma narsykliy naudoti google.com arba bing.com kaip
numatytajj paieskos variklj. JUs tik turite jvesti j adreso juostg ZodZius (kaip parodyta iliustracija 140)
be priesdéliy kaip darytuméte specialioje paieskos puslapj kaip iSmoko anksciau Zinoma.

| | @ internet

H 3

& Blank Pz
File Edit Turn on suggestions (send keystrokes to Google)
ﬁ Home T

2 I}

= I: Micr osorccorporauorrass ) | i

lliustracija 140: Selecting a default search engine for Internet Explorer 9 and performing a search quickly

Mozilla Firefox offers an additional search box next to the address bars which allows you to change
the engine used for searching by clicking on the arrow pointing down, as shown in lliustracija 141.

s
-l - Google

'-.' Google

eBay
Wikipedia (en)
imdk

Rotten Tomatoes

—J@&E =&

Torrentz

Manage Search Engines...

lliustracija 141: Selecting a default search engine in Mozilla Firefox

Paieskos sistemos suteikia daug galimybiy pritaikyti paieskai, naudojant loginius operatorius , kaip
antai: numanomas "IR" ( jei keli sudurtiniai paieskos ZodZius atskirti tarpais pateikiamos tik puslapiai,
kuriuose yra visi jie turéty bati graZinami ), iSskyrimas (-xx " ), alternatyvos (" xx ARBAyy " ) ir
pakaitos ( x * x ).

Pavyzdziui, jums gali tekti ieSkoti " (Search Engine -" Google " ) OR ( paieskos programinés jrangos )".
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lliustracija 142 rodo Sig paiesSka rezultaty, jei mes naudojame "Google" paieSkos sistema. Pazvelgus
konkretaus rezultato , mes nustatyti Sios dalys :

1. Rezultato vardas, kuris veikia kaip nuorodg j faktine puslapyje rezultaty

2 . Rezultato URL

3. Paskelbimo dieng irsakiniy , paimty i$ tos svetainés , kuriose yra sglygos , dél kuriy mes searche
pora

rch sistemos sillo galimybe ieskoti specialiai vaizdai , video, Zemélapiai ir daug kity priedy,
priklausomai nuo konkretaus variklio . Viskas, kg turite padaryti, tai pasirinkti , kg norétuméte ieskoti
iS kairéje ( uz "Google" ) arba is virSuje ( Bing ), sarase . Kitas ieskoti internete blidas yra per adreso
juosta ( iliustracija 130, 2 skyriy). Dauguma narsykliy naudoti google.com arba bing.com kaip
numatytajj paieskos variklj. JGs tik turite jvesti j adreso juostg Zodzius ( kaip parodyta iliustracija 140 )
be priesdéliy kaip darytumeéte specialioje paieskos puslapj kaip iSmoko anksciau zinoma

GO ( ;8[(': ‘ search engine —google) OR (search software) - ‘ “
Search About 847,000,000 results (0.18 seconds
Ewverything Ad related to {search engine —google) OR {search software) Why this ad?
Images Search Appliance | thunderstone com »¢
www _thunderstone.com/
Maps The Fast Flexible Search Appliance With Outstanding Support. Try Now.
Videos
N Search Engine Software For Your Web Site - Search Engine Watch ...
ews searchenginewatch.com/.. /Search-Engine-Software-For-Y our-WWeb-5 1
Shopping 27 May 2003 — Search engine sqﬂware_that you can use 5o t"hat peopl c rch
your ... Google releases new versions of its enterprise search "appliance.” .., 3
Mare

What is search engines? - A Word Definition From Webopedia.com »¢
www.webopedia.com/TERM/S/search_engine_html

Search engines are programs that search documents for specified keywords and ...
however, the term is often used to specifically describe systems like Google, Bing and
... Another program, called an indexer, then reads these documents and ...

Show search tools

Free Monitor for Google - search engine position and web ranking ... ¢
www.cleverstat.com/en/google-monitor-gquery_htm

Free Monitor for Google is a free search engine position software designed for SEO
specialists and webmasters. With it, you can find a position of your web site ...

Web Search Engine Software »¢

www.web-search.com/websoft_html

Build an internet search engine. ... Search engine software installed in less than 10
minutes. ... [Welcome to Web Search This is a Registered Trademark.

Copernic - Software to Search, Find, and Manage Information »¢
www.copernic.com/

Copernic specializes in search technology. providing innovative software solutions for
home, professional, and corporate use. + Show stock quote for CNIC

lliustracija 142: Results of a searching using Google and customized search operators

2.6.5 Internetinio puslapio spausdinimas

Siekiant spausdinti tinklalapj tiesiai i$ interneto narsykléje pirmiausia turite jsitikinti, kad jdsy
spausdintuvas yra prijungtas ir jjungtas. Tada jums tereikia pasirinkti spausdinimo parinktj is
komandy juostoje (iliustracija 130, 9 skyriuje) ir spauda turéty prasidéti. Jei narsyklé neturi nuoroda
spausdinti galite padaryti meniu juostoje (iliustracija 130, 9 skyriuje). Pasirinkite File ¢ Spausdinti ir
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jasy spausdintuvo meniu turéty pop-up paspausti spausdinti. lliustracija 143 rodo, kaip spausdinti
puslapj naudojant "Mozilla Firefox".

@ ozilla Firefox

mgdrt View History Bookmarks ]

MNew Tab Ctrl+T
New Window  Ctrl+N

us
Open File... Ctrl+0

Save Page As... Ctrl+5 =
Send Link...

Page Setup...

Print Preview

Print... Ctrl+p {
Work Offline

Exit

lliustracija 143: The Print option of a page in Mozilla Firefox

2.6.6 Internetinés formos pildymas

Su sparty technologijy ir interneto ,reikia bendrauti su savininku (asmeniui arba organizacijai )
svetainés (Pastaba:svetainétinklalapiy sujungty jskaitant vaizdo jrasus, paveikslélius ir garsus
rinkinys) , atsirado. Svarbiausio blidas bendrauti yra fiziskai pildymas informacijos interneto formas,
pvz teikiant asmenine informacijg organizacijai arba universitete arba pardaveéjy prekiy ( turi bati
jtraukti j artimiausius kursus ), ir tt . Tiesg sakant,organizacijy daug turi savo interneto svetaines , kur
galima pildyti forma ar prasyma tik kaip vienas, kad jums bity uZpildyti , kaip sunku kopijg savo
biuruose . Vienintelis skirtumas yra tas , kad vietoj naudodami SvirkStimo pildyti formg , jums jvesti
jusy duomenis naudojant klaviattra ar kitg vidurkj rasyti apie Kompiuteris . Kiekviena forma gali
prasyti jvairiy detaliy, betbendroji struktlra yra ta pati. Kitas kiekvienai detaliai srityje ( etiketés lauko
) yraveiksmas déiuté ( pvz.,teksto lauka) jvesti reikiama detale . Ziniatinklio formos pavyzdys
pateiktas

Iliustracija 144.

Personal Details

* Title Please Select =
* Forename(s)

* '"Known as' Forename

* Family Name (surname)

Previous Surname

* Date of Birth (ddmmyyyy)

* Gender Please Select (=

lliustracija 144: An example of a Web page that shows a form requiring the user to enter data

You must be aware that fields market with a * are usually treated as mandatory and must be
completed in order for the form to be valid and the processing to continue. This is usually specifically
mentioned at some location around the web form.
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Be to, kai formos reikés jvesti tekstg i$S paveikslélio (vadinamas Captcha ir parodyta iliustracija 145)
kaip su automatizuoto programinés jrangos kontrapriemonés (vadinamas robotai), kad sukurti
netikrg sgskaitas. Tuo atveju, jei forma pateikiama iSsami nejgaliesiems, taip pat galite pasirinkti
iSgirsti tekstg ant nuotraukos, kad galétumeéte jj jrasyti. Be to, jei tai néra jmanoma, kad jis tinkamai
skaityti (ar girdéti) tekstg, yra galimybé jkelti nauja teksto jvaizdj

Prove you're not a robot

Di0.1:1
xtriese

Type the two pieces of text:

c+o H

lliustracija 145: An example of a captcha that is used to avoid robots filling in the forms on the Web

When you are done filling the form, usually at the bottom there is an option to submit the form or
proceed to a next step.

2.6.7 Bylos atsisiuntimas

NarSydami internete jums ateis visoje atvejus, kai jds turite atsisiysti failg i$ interneto, pavyzdziui,
dokumento ar programos execulentelé. Paprastai hipersaitas yra naudojami pop-up langas iSsaugoti
failg, kaip parodyta lliustracija 146.

Download
ZIP archive: Lynx V233.zip:E?l]3kB[
or RAR archive: Lynx_wv283.dr (574kB)
lliustracija 146: A link to a file to download from a Web page

Kai paspausite ant nuorodos jei norite atsisiysti failg narsyklé klausia, ar norite atidaryti failg, arba jei
norite iSsaugoti jj Kompiuteris, kaip parodyta lliustracija 147.

115



ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW

ning lynx_v283zip
You have chosen to open

g lynx_v283.zip
which is a: WinRAR ZIP archive (708 KB)

from: http://www.vordweb.co.uk

What should Firefox do with this file?

_Z,
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n with [ WinRAR.ZIP (default)

. Ope
®)  Save File

Do this automatically for files like this from now on.

Cancel

lliustracija 147: An example of a window that prompts you to open or save a file when you select to download it from

Internet.

Jei norite atidaryti failg, narsyklé iSsaugo jj j laikingjj aplanka ir pasalina jj po baigiant jisy narSymo
seansg. Todeél, jums reikeés jj atsisiysti dar kartg, jei norite atidaryti failg kitg kartg, o tai reiskia, kad

jums reikés interneto rysio.

Vietoj to, galite pasirinkti iSsaugoti kietajame diske (lokaliai jisy Kompiuteris kaip pavaizduota

iliustracija 148) ir pateikti jg naudoti neprisijungus.

[*)enter name of file to save to.

| @ 8, Computer »

Organize

4 5¢ Favorites 4 Hard Disk Drives (2)
1| Recent Places WINDOWS (C:)
[

[ 42| [ search computer

Data (D)
e

Bl Desktop —
18 Downloads
b Devices with Removable Sterage (2}
4 [ Libraries » Other (1)
& = Documents
b ! Music
> [ Pictures
> [ videos

b oy Homegroup
| b /% computer

b € Network

= 1 -
128 GB free of 232 GB = 99,7 GB free of 208 GB

File name: | lyn< v283.2ip

Save as type: |WinRAR ZIP archive

4 Hide Folders

Save Cancel

lliustracija 148: An example of a window that shows how you can save a file downloaded from the Internet, to your local

file system

i.  Yratikimybé, kad jasy narSyklé conlliustracijad atsisiysti failus pagal nutyléjimg i$ anksto
nustatytg vietg jisy Kompiuteris. Galite pakeisti Sig vietg arba i$ naujo conlliustracija Sig
parinktj, atlikite Siuos veiksmus: "Internet Explorer 9, kaip parodyta taip pat iliustracija 149:

i. Meniu juostoje (iliustracija 130, 9 punktas), pasirinkite Tools ¢ Perzilréti parsisiysti
ii. Nuo atsisiysti pop-up ekranas pasirinkite Funkcijos apacioje kairéje ekrano.
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(4% View Downloads - Windows Internet Explorer EI@
View and track your downloads Search downloads »
Name Location Actions

lliustracija 149: The window from where you can define the options for downloading files, in Mozilla Firefox

ii.  From the new screen select the “Browse” option.

Downlead Options @

Defaultt download location:

Downloads Browse...

Notify me when my downloads are complete

[ ok ][ conesd |

lliustracija 150: The window from where you can define the default download location for Internet files

iii.  Then navigate to the preferred location on the kompiuteris and click on the “Select Folder
“option (lliustracija 150 and lliustracija 151).
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14 Select a default destination folder for your downloads ==
——
&= v Compurer + [ #3 ][ Search Computer 2

Organize v = -

i Faverites 4 Hard Disk Drives (2)
% Recent Places WINDOWS (C)
B Desktop "
&8 Downloads

117 GB free of 232 GB

Data (Dv)

A Libraries €7 105 Gb fres of 208 GB

[=] Documents . )
el‘ Music > Devices with Removable Storage (2)

[ Pictures > Other (1)
B Videos

*d Homegroup
1% Computer

€ Network

Folder. WINDOWS (C:)

Select Folder

lliustracija 151: Selecting the default destination folder for the Internet downloads (Internet Explorer 9)

For Mozilla Firefox, select the Firefox logo on the right upper of the screen and then select
Options=>Options as shown in lliustracija 152 :

= 1.
Mew Tab ¥ 7 Bookmarks ¥
@ Start Private Browsing History 3
Edit » Downloads
Find.. & Add-ons
Save Page As... 2. Options 3 3.
Send Link... »
Help Menu Bar
= Print... 4
= ¥ | Mavigation Toolbar
Web Developer 4 v | Bookmarks Toolbar
Full Screen
Set Up Sync... Add-on Bar Ctrl+/
B Exit Tabs on Top
Toolbar Layout...

lliustracija 152: Detecting the options window to perform changes on the default saving location of Internet files

From the new pop up you can conlliustracija the browser to save downloads to a specific folder
(Hiustracija 153, Label no.1) or to always ask for the location (lliustracija 153, Label no.2) as shown in
the next image.
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e & B = Q U

General  Tabs Content Applications  Privacy Security Sync  Advanced

!Il'

Startup

When Firefox starts: [Show my home page v J

| Don't load tabs until selected

Home Page: http//

[ Use Current Page l l Use Bookmark... ‘ [ Restore to Default

Downloads
[] Show the Downloads window when downloading a file

| Close it when all downloads are finished

() Savefilesto Downloads 1 | | Browse..,

© Always ask me where to savefiles | 5

Add-ons
Change options for your add-ons [ Manage Add-ons... ]
| ok || cancel || hHep |
—_—— —

lliustracija 153: Selecting the default destination folder for the Internet downloads (Mozilla Firefox)

If you are using Google Chrome select the “screwdriver” A button and then click on “Options”.
From the new window select the “Under the Hood” tab and at the section “Downloads”
conlliustracija your settings. The steps are illustrated in lliustracija 154 below:
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" ." Google ,/ <, Options - Under the Hood \@ 1
€« C A © chrome://settings/advanced - lﬁ?
J *§ Google Bing New tab
i [Vl Use a web senvice to help resolve navigation errors New window

[ OptlonS [¥] Use a prediction service to help complete searches & New incognito window

Bookmarks >

[¥] Predict network actions to improve page load perform
[¥] Enable phishing and malware protection Edit Cut  Copy Paste

Automatically send usage statistics and crash repor Zoom - l00% - @

i Basics
S:
Personal Stuff ave page as.
Find...
I 3. Under the Hood Web Content Font size: Medium > Custom Print...
Extensions Page zoom: 100% = Tools »
History
Languages and spell-checker settings... Downloads

Sign in to Chrome...

Network Google Chrome is using your computer's system proxy 2.

About Google Chrome
Change proxy settings...

Help
Exit
Translate [¥] Offer to translate pages that aren't in a language | read
4.
Downloads Download location: | C:\ Change.
Ask where to save each file before downloading
You have chosen to open certain file ty natically after downloading

Clear auto-opening settings

lliustracija 154: Selecting the default destination folder for the Internet downloads (Google Chrome)

2.6.8 Interneto narSymo pagrindai

Siame poskirsnyje "Mozilla Firefox ir Google Chrome" interneto narsyklés pristaté, kaip alternatyviy
sprendimy "Internet Explorer" interneto narsykle. Visi trys narSyklés sillome vienodas savybes ir jis
yra iki vartotojui pasirinkti viena naudoti. Zemiau esancioje iliustracija, bendri bruoZai Firefox ir
Chrome iliustruoja ir pazymétas tuo paciu numeriu. ISsamus kiekvienos funkcijos galima rasti
ankstesniuose poskyriuose Sio kurso.
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jle Edit View H Bookmarks Tools Help|

" www.google.com

: 3. 3§~ Googl a. ) 1
-

+You Search Images N s Play YouTube

Sign in

X

A faster way to browse the web
@
Install Google Chrome

Google

Google Search I'm Feeling Lucky

New! Google Drive: all your stuff in one place. Get started with 5 GB free

iGoogle Advertising Programs  Business Solutions  Privacy & Terms  +Google ~ About Google ~ Go to Google Cyprus

New tab 1.
R z New window

vocuments
New incognito window

Bookmarks >

Edit Cut  Copy Paste
Zoom - 100% + @
Save page as...

Find... Ctrl+H
Print... Ctrl+H

Tools >

GO O gle 5

Sign in to Chrome...
Options

About Google Chrome
Help

Google Search I'm Feeling Lucky

[t

The Story of Send: Follow an email on its journey.

iGoogle Advertising Programs  Business Solutions  Privacy & Terms ~ +Google ~ About Google  Go to Google Cyprus

lliustracija 155: The different sections of a page of other Web browsers, comparing to lliustracija 130. Mozilla Firefox is
on top and Google Chrome at the bottom

1. Véliau, siekiant gauti daugiau susipaZine su interneto narsykliy trumpga paaiskinima kiekvieno
numeriu funkcija yra pateikta , kaip parodyta iliustracija 155 :
1. Meniu juosta: Cia jus galite rasti savo zymes ir istorija, bet jis taip pat galite sukurti nauja
skirtuka arba spausdinti puslapj . Tiksliau sakant, "Google Chrome" , atidaryti meniu juostg,
turite pasirinkti mygtuka.
2 . Atgal ir Pirmyn : Sie mygtukai, kaip paaiskinta pirmiau, pasidlymas nardymas po aplankyty
tinklalapiy .
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3. Adresas Bar : Taivieta, kur jvesite tinklalapj norétuméte aplankyti. Reload mygtukas yra
adreso juostg Firefox , bet ne i$ jo Chrome .

4 . Paieskos laukelis : "Firefox" silllo specialy paieskos langelj atlikti paieska , nors jis galite
ieSkoti tiesiogiai jvesdami j adreso juostg . Chromas palaiko paieska tik jvesdami j adreso
juostg . Norédami suzinoti, kaip atlikti paieska , patikrinkite poskyrj atliekant paieskg .

5. Pagrindinis mygtukas: Sis mygtukas atvers puslapj, kuris jkelia paleidus nardykle . Jis yra
Zinomas kaip pagrindiniame puslapyje.

6 . Zymés juosta: Zymelés yralygiavertis bruozas mégstamiausiy j Internet Explorer. Zymy
juosta yranuoroda naudotis iSsaugotus puslapius be iSgyvena meniu. Norédami suZinoti, kaip
valdyti jisy meégstamiausiy patikrinti poskirsnj naudojant Ziniatinklio narsykle ¢
meégstamiausiy funkcijy .

7 . Skirtukai : Siekiant iSvengti daugelyje narsykliy vitriny uz kiekvieng puslapj , kad lankotés,
skirtukai naudojami organizuoti atvirus tinklalapius . Norédami aplankyti nauja tinklalapj j
skirtuka , pasirinkite " + " parinktj ir jveskite adresg naujame lange.

8 . Web puslapio turinys : Tai yrapagrindinis ekranas narsykliy . Cia bus rodomasinterneto
puslapyje , kad lankotés.

2.6.9  Socialiniy tinkly svetainés

(Daugiau konkrecios informacijos galima rasti specialioje Zinoma 2.11.7)
Per pastarajj deSimtmetj, socialiniai tinklai sugebéjo tapti daugelio Zmoniy gyvenimo dalis ir jy
tendencija plinta labai greitai tarp Zmoniy visose amzZiaus grupése. Socialiniai tinklai gali bati
naudojamas palaikyti ry$j su draugais, Zaisti Zaidimus ir daug kity dalyky. Taip pat verslu susijusiy
tinklai, kuri leidZia vartotojams susipaZinti su naujais Zmonémis ir suZinoti jsidarbinimo galimybes.
Socialiniai tinklai yra Zmoniy grupé, j specifiniy grupiy, mazose bendruomenése, kad veikia kaip on-
line vietose, kur Zmonés paprastai bendrauti. Pateikia sgrasg su kai kuriais iS populiariausiy tinkly ir
trumpa aprasyma.

Lentelé 12: A list of the most popular Social networking services on the Internet

Facebook A social network that allows you to

add friends, chat live with them,
(http://www.facebook.com)

track their updates, play games,
upload photos, videos and interact
using many other features. This is

the most used social network to
facebook o

Accessibility information of
Facebook can be found here:
www.facebook.com/help/accessibil

ity
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Google+

(https://plus.google.com/)

Google+

It offers similar features like
Facebook. You can organise your
friends in lists called circles and
search for content among your
contacts. In order to use this social
network you first need to create an

account with Google service.

Netlog

(http://www.netlog.com/)

NETLAG

A social network specifically
targeted at the European youth
demographic. Members are able to
share videos, music and create their
own website. Moreover it offers the
option to show news from user’s
local area and from members of the

same age as the user.

Twitter

(http://twitter.com/)

twittery

This social network offers a unique
feature that allows a user to send
and read text-based posts of up to
140 characters, known as "tweets".
Other users can subscribe to a
user’'s tweets and “follow” his

updates.

LinkedIn

(http://www.linkedin.com/)

Linked [T

A business related social
networking site that, among others,
allows users to search for job
opportunities and employers to list

jobs and find candidates.

YouTube

(1] Tube§

This web site is used by users to
upload their videos and to share
them with other people.

Tube Majestyc

http://tube.majestyc.net

Accessible Interface to YouTube

Easy Chirp

http://www.easychirp.com

Ea%yChirp

Accessible interface to Twitter, but
not developed by the same team.
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2.6.10 Interneto saugumas

Naudojant World Wide Web yra ne be jokio pavojaus . Kritinis ir jautri informacija gali bGti perduota
per internetg, pavyzdziui, kredito korteliy duomenis , asmenine informacijg ir tt Jei Si informacija néra
saugoma, ji baty veikiami visiems, kurie bando pavogti jj . Kaip rezultatas,tarp vartotojo ir puslapyje,
kai kei¢iamasi slapta informacija rysj, turéty bati Sifruojamas ir uztikrintas. Sis $ifravimo yra bitinas,
kai jums paprasys jvesti asmeninius duomenis, pavyzdZiui, slaptazodZzius ir kredito korteliy numerius,
nes jis uztikrina, kad , kai jie bus perkelti nors internete niekas suprasti jo turinj , iSskyrus tinkama
imtuva.

Saugiai uzsSifruoti asmens duomenis bei informacija ir jrodyti, kadvartotojas turi galiojantj draudimo
liudijima, yra konkretus adresas su https:// priesdélj . Svetainés pavadinimas turi naudoti $j priesdél].
Jei taip,uzraktas simbolis bus rodomas adresy juostoje rodo, kad jasy rysys yra saugus. Kai paspausite
uzrakto simbolis , daugiau saugiame informacija yra atskleista(lliustracija 156).

- NERX )
o-aex| iy

b Website Identification

VeriSign Class 3 Public Primary CA

mail.gooegle.com .
goeg (@gmail.com - | £

This connection to the server is encrypted.

Should I trust this site?

View certificates 4 n -
T

lliustracija 156: The popup window that appears after clicking on the lock icon on the address bar of a Web browser

Some browsers like Mozilla Firefox instead of showing a lock symbol, highlight the left part of the
address bar as shown in lliustracija 157.

Pl Eaegleicaml hitps://mail google.com/mail/?shva=1#inbox

3 &
1 g

m - You are connected to
WA google.com
(2}-4 which is run by B
[ {unknown)
{

Werified by: Thawte Consulting (Pty) Ltd.

Your connection to this web site is encrypted to
prevent eavesdropping.

More Information...

lliustracija 157: The popup window that appears after clicking on the highlighted left part of the address bar of Mozilla
Firefox

2 . 6 . 11 Saugus narSymas internete

leskodami informacijos internete, vartotojas gali susidurti nesvarbus, bet jZzeidZiancio turinio. Laimei,
paieskos sistemos supranta Sig problemg ir émési priemoniy, kad apsaugoty savo vartotojus jdiegiant
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saugaus paieskos funkcija. Si parinktis veikia kaip protingas filtras, kuris patikrina rezultatus prie$
vartotojai gauti prieigg prie jy ir blokuoja bet jzeidZiancio turinio i$ pasiekti galutinj rezultaty rinkinj.
Paprastai i funkcija yra jjungta pagal nutyléjima, tadiau Siy vaizdy mes parodyti, kaip jjungti / iSjungti.

Google.com "(iliustracija 158), jums reikés spausti ant reduktoriaus simbolj virSutiniame deSiniajame

ir pasirinkite" paiesSkos parinktis ". Tada, priklausomai nuo to, kiek jis norite, kad jasy rezultatai bus
filtruojami, perkelkite slankiklj j teisingg padétj ir spustelékite sutaupyti puslapio apacioje

hopping Gmail More - Sign in [E*3
then click here > | Search settings

Web History

Google Instant predictions

n See predicted searches and results as you type.

SafeSearch filters

How much explicit sexual content (web pages, images, and videos) should SafeSearch filter fram your
results?

Lock SafeSearch

No filtering Moderate Strict
Choose the filtering level

lliustracija 158: The place from where you can define the search settings in google.com

For Bing the process is quite similar (lliustracija 159):

Click here 1st

3rd Save you choice
Sa

These settings apply to all of your searches

SafeSearch Fiter adutt content from your search results.

Strict Filter out adult text, images, and videos fram your search results.
2nd Ch til
“ Moderate Filter adult images and videos but not text fram your search results. <:Z " oose you setling

Off Don't filter adult content from your search results.

lliustracija 159: The place from where you can define the search settings in bing.com

Siekdama apsaugoti savo pilie€ius nuo interneto pavojy, daugelio Saliy vyriausybés jsteigé specialius
interneto centrus skatinti saugesnj naudojimasi internetu. Galite rasti interneto svetainéje j
atitinkamos centro savo $alimi, Lentelé 18. Sie centrai, per savo interneto svetainése numatyti
priemones jums pranesti apie neteisétg ar erzina turinj, galite susidurti internete tiesiog paspaude
ant nuorodos i$ jy pirmajame puslapyje savo interneto svetainéje ir uzpildyti formas. Be to, pagalbos
linijos yra teikiamos, kur galima kreiptis pagalbos (per pokalbiy, elektroninio pasto, telefono) apie
problemas, su kuriomis galite susidurti naudodamiesi internetu
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2.6.12 Piktybinés programos ir kompiuteriniai
virusai

Kitas klausimasinterneto vartotojas turéty zZinoti, yra virusy ir Snipinéjimo programy . Virusas
yrakenksminga programiné jranga, kuri paprastai sukelia sutrikimus kompiuteriss , darbo nasumui ir
galimy nuostoliy vartotojo duomenis . Spyware yra failai, programiné jranga ar tinklapis gali jkelia
Kompiuteris siekiant stebéti vartotojo jprocius parodyti jam susijusius skelbimus ar iSsaugoti raktus
presuoti ant klaviatlra produktais tam kad rasti slaptazodzius. Visiminéta , kartu su kity rasiy
kenksmingy faily ir programinés jrangos priemonémis yra vadinami malwares ir jie veikia tyliai todél
labai sunkuvartotojui pastebéti jy egzistavima .

Vienas is bady apsaugoti savo Kompiuteris i$ Siy riziky yra jdiegti antivirusine produktas ( padengtas
iSsamiau 3.6 skirsnyje , Zinoma ). ISlaikyti savo operacine sistema iki Siol yra kita batina priemoné.
Kaip vartotojas JUs gali veikti keliais bldais , siekiant sumazinti infekcijos rizikg . Pirmiausia nereikia
aplankyti svetaines , kad jus nezinote apie jy patikimuma . Kitas , iSvengti paspaude ant pop-up
reklamos, kad jums gali paprasyti pateikti asmenine informacijg . Be to, niekada atsisiysti failus i$
interneto svetainiy, kuriy tikslas jis neZinote . Visada ieSkoti saugaus rysio simbolis pries jvesdami
slaptg informacijg, pavyzdziui, slaptazodzius ir kredito korteliy duomenis . Jeisvetainé nenaudoja
Sifruota rysj ir nesate tikri , geriau neprisiimti jokiy detaliy , kad baty iSvengta nepageidaujamy
prieigg prie jy.

Dél tos pacios priezasties , jls turite bati atsargis, kai jis pasidalinti asmeniniy nuotrauky. Jei jkelti
nuotraukas j socialinj tinklg arba skirta vaizdo prieglobos svetainéje , jis visada galite apriboti prieigg
prie jy, jei nenorite, neZinomi asmenys juos perzitréti. Tai bus toliau aptariami kurso j kursy 3,6 -
saugos ir saugumo , taip pat.

Kadangi vartotojai internete bendrauti tarpusavyje be kontakto su akimis, tai labai lengva kg nors
apsimesti, yra kazkas. Tai gali atsitikti, elektroniniu pastu ( naudojant suklastotas elektroninio pasto
adresg ), bet ir su socialiniy tinkly augimasnetikry tapatybiy skaicius smarkiai padidéjo . Kai
neZzinomuyjy pabandyti su jumis susisiekti el ar draugui praSymus , turite bati tikri, jei Zinote, juos
pries jums atsakyti .

Dél Sios prieZasties, js turite patikrinti savo duomenis labai atidzZiai, siekiant iSsiaiskinti, ar jie yra
realls . Deja, ne visi interneto vartotojai turi gery ketinimy ar maniera. Kai kurie i$ jy bando jZeisti
kitus vartotojus ar jiems nepatikty . Tai kaip patyciy kitus realiame gyvenime, bet tai daroma per
internetg PriSaukto kibernetinj bauginimg . Vienas i$ blidy sumazinti yrais ty Zmoniy, auka galimybe
iSvengti atidarymo laiSkus ir Zinutes i$ nezinomuyjy .

Paskutinis, bet ne maziau, jas turite biti atsargis , kai kopijuojate informacijg ar vaizdus i$ interneto,
nes jie gali bati saugoma autoriy teisiy . Autoriy teisés dokumentg ar atvaizdas negali bati
kopijuojami be realaus savininko ar kiréjo leidimo. Kai kurie savininkai leidZia atgaminti savo
dokumentus arba vaizdus tol, kol jy pavardé paminéta . Turétuméte patikrinti konkretaus elemento
reklamos taisykles paprastai rasti puslapio apacioje rasite daugiau informacijos. Tinklapyje
aratvaizdas paprastai vykdo © simbolj po pirmojo paskelbimo darbo ir autoriniy teisiy savininko
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vardu metais. Naudingas dokumentas, daugiau suZinoti apie autoriy teises galite rasti Cia
http://www.copyright.gov/circs/circl.pdf .

Also, lliustracija 160 shows an example found at the bottom of Google web pages,

@2011 Google - Terms & Privacy

lliustracija 160: The text showing the copyright information for a Web page, usually found at the bottom

and lliustracija 161 shows a copyrighted image.

© Angelos # 2017
lliustracija 161: An example of an image with a copyright

2.7 El. pastas ir saugumas

Interneto pasikeité, kaip Zmonés bendrauja. Vyresnio dieny Zmonés naudojo pasakyti savo naujienas
ar siysti atvirukai draugams elektroniniu pastu. Siandien tradiciné pastas uZleido elektroniniu pastu,
vadinama e-pastu. Be bendrai elektroniniy pasaulyje e-mail yra kritiné daugiausia bet verslas yra
konkurencinga. Taciau, kaip e-mail tampa labiau paplite rinkoje, elektroninio pasto saugumo svarba
tampa svarbesnis. Tolesniuose poskyriuose mes paaiskinsime, kaip siysti ir gauti elektroninius laiSkus
ir failus elektroniniu pastu (vadinamas priedus). Galiausiai, mes paaiskinti su Sios komunikacijos bidu
ir kaip jy iSvengti pavojy

2.7.1 EIl. pasto naudojimas

Kaip normalus adresg, taip pat galite turéti elektroninj pastg, kuris yra elektroninis adresas su
unikaliu identifikavimo tarp milijono adresai internete. Yra daug svetainiy (tiekéjai), kurie sidlo
nemokamag elektroninio pasto adresus (gali bati suvokiami kaip elektronine versijg tradiciniy pasto
dézute), Zinomas kaip elektroninio pasto sgskaity (pvz., gmail.com, hotmail.com). Universitetai ir
bendrovés taip pat sitlo elektroninio pasto sgskaitas savo mokiniams ir darbuotojams atitinkamai.
Pasto adresas atrodo yra iliustracija 162 Zemiau ir susideda is trijy daliy:

127


http://www.copyright.gov/circs/circ1.pdf

T ///f

Education and Culture DG

ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW ek s

testp example.com
1 2 3

lliustracija 162: An example of an email address

1. Prisijungimo vardas: Paprastai vartotojas pasirenka tai ir jis gali bGti Zodis ar vardas, kiek ji yra
unikali ir niekada nebuvo naudojamas Sios srities (zr. 3 skirsnj).

2. Siuo zenklu: "@" simbolis nurodo, kuriai domeno vardas buvo jregistruotas.

3. Domeno vardas: Tai i$ elektroninio pasto sgskaitos teikéjo pavadinima.". Com" priesaga turi tg
pacig prasme, kaip paaiskinta 2.6 skirsnyje ir gali skirtis dél ty paciy priezasciy.

Dazniausi vieSai prieinamy pasto dézuciy (ir teikéjai, atitinkamai) yra pateiktos klaida! Nuoroda
Saltinis nerastas.:

Lentelé 13: The most common publicly available email accounts’ providers

www.gmail.com @gmail.com
www.hotmail.com @hotmail.com or @live.com
http://mail.yahoo.com @yahoo.com
http://mail.aol.co.uk @aim.com

2.7.2  El pasto sukirimas

Jei neturite sgskaitos elektroninio pasto adresg, Jus turite sekti lengva ir ne daug laiko (tik keletas
minuciy privaloma) procesy, siekiant sukurti vieng.Procedira, kuri buvo priimta dauguma paslaugy
teikéjy ir minéta yra daugiau ar maZiau tg patj, su nedideliais skirtumais.
Siekiant paaiskinti pirminiy Zingsniy mes pasirinko "www.gmail.com" paslaugy teikéjas, kaip pvz.
Pirma turite aplankyti teikéjo svetaine ir prisijungimo lange suraskite "Sign up" arba "Sukurti nauja
sgskaitg" ar bet kokj kitg panasy variantg, kaip parodyta iliustracija 163 gmail.com
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:> \EVECRE P CREATE AN ACCOUNT

Sign in

Username
|

Password

Sign in [E] Stay signed in
Can't access your account?
lliustracija 163: The place from where you can create an account in gmail.com

Tada jums teks uzpildyti kai kurias detales (kaip pavaizduota iliustracija 164), jskaitant norimg varda.
Jei vardas jau naudojamas, svetainé lieps pasirinkti kitg. JUs taip pat turite nustatyti slaptazod;,
naudojama prisijungti prie savo asmeninés sgskaitos (pasto déiutés). Sis slaptaZodis turéty bati
sunku kitiems asmenims Zinoti, todél nereikia naudoti savo gimtadienj ar kitas akivaizdZius.

Name

Choose your username
Create a password
Confirm your password
Birthday

Month 8

Gender

lam... 8

lliustracija 164: Form to fill in your details and create an email account

JUs galite pridéti papildomg elektroninio pasto adresg, taciau tai néra privaloma. Be to, kaip parodyta
iliustracija 165, turite sutikti su paslaugy teikimo sglygomis siekiant testi ir jus turite atidzZiai
perskaityti visas kitas galimybes pries juos pasirenkan.
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Other email address

Prove you're not a robot

m hand.

Type the two pieces of text:

Location

Cyprus (Kupog) B

| agree to the Google Terms of Senice and
Privacy Policy

[[1 Google may use my account information to
personalize +1s an content and ads on
non-Google websites. About personalization.

Next step

Learn more about why we ask for this information

lliustracija 165: Accepting the terms of service when creating an email account, in gmail.com

Finally, the account will be created (lliustracija 166) and you will be able to start using it immediately.

Welcomel

Now you're ready to search, create, and collaborate across lots of
Google products.

Your new email address is - @gmail.com.

Thanks for creating an account. Have funl

Continue to Gmail

lliustracija 166: Page shown immediately after successfully creating an email account with gmail.com

2.7.3 EIl. pasto programos ir interneto prieiga

Sukdre savo pasto dézZute, jus galite gauti prieigg prie jo dviem skirtingais bdais.Pirmasis yra naudoti
specialy elektroninio pasto programinés jrangos klientg ir antra yra naudoti teikéjo interneto
svetainéje..

2.7.3.1 Specialios el. pasto programos

Kaip interneto narsyklé naudojamas narsyti internete (2 dalis, nardyti internete ir saugumas),
elektroninio pasto programiné jranga yra sukurta siekiant pasidlyti visiSkai kontroliuoti savo pasto
dézute. Du i$ populiariausiy elektroninio pasto programinés jrangos klientams suteikiama lentelé 14:
Sarasas dviejy populiariausiy elektroninio pasto programine jrangg

Microsoft Office Outlook ‘[@'r
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Mozilla Thunderbird @

Sios programos gali biti pradétos lygiai taip pat, kaip interneto narsykle (2 skirsnyje, interneto
narSymui ir sauguma). Mes iliustruoti tolesnése pastraipose kaip conlliustracija Siuos elektroninio
pasto programinés jrangos klientams siysti ir gauti elektroninius laiSkus.Procedira vél daugiau ar
maZiau tg patj, todél mes renkamés Mozilla Thunderbird priemoné, kaip, pavyzdziui, kurig galima
atsisiysti nemokamai

www.getthunderbird.com.

2.7.3.2 El. saskaitos jkélimas j programa

Kai jis turite savo sgskaitos elektroninio pasto adresg, Jis turite conlliustracija elektroninio pasto
programine jranga kliento, kad bty galima ja naudotis. Tai yra Zinoma kaip pridéti naujg saskaitg ir
gali bti padaryta dviem budais.

Pirmasis yra pasirinke "Sukurti naujg saskaitg" i$ pasisveikinimo ekranas, kaip parodyta lliustracija
167:

& Blogs & News Feeds - Mozilla Thunderbird (=2 o8 )|

Eile Edit View Go Message Iools Help
& Get Mail +| | & Write ‘Addre;;Bnok‘ » Tag Search all messages... <Cirl+K> 2|

| 2] Blogs & News Feeds |

» |- Blogs & News Feeds . . -
» 8 Local Folders Thunderbird Mail - Blogs & News Feeds

[ Feeds

E Manage subscriptions

[ Accounts

#5

L=

:>| (= Create a new account

View settings for this account

@ Done

lliustracija 167: Option to create a new account in the Welcome screen of Thunderbird

The second one is by selecting Tools—=> Account Settings from the menu bar (lliustracija 168):
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& GetMail - | @ Wiite| | & Address Book Ctrl+Shift+B
Jl:.l Blogs 8 News Feeds Saved Files Ctrl+)
|» || Blogs 8 News Feeds Add-ons
b H | ocal Folders dE Test Pilot ¢
Activity Manager

Message Filters...
Bun Filters on Folder

Run Filters on Message

Impaort...

Error Console

Options...

Run Junk Mail Controls on Folder

Delete Mail Marked as Junk in Folder

Account Settings... -'.:::::

lliustracija 168: Defining the new account’s settings in Thunderbird

Then from the pop up screen select “Account options” and “Add Mail account” as shown below in

[liustracija 169:

Account Settings

4Blogs B News Feeds

Disk Space
dlocal Folders
Junk Settings
Disk Space
Outgoing Server (SMTP)

Account Name:  Blogs 8 News Feeds

Check for new articles at startup

Check for new articles every 100 minutes

|| Empty Trash on Exit

Add Mail Account...
Add Other Account...

Set as Default

Remove Account

=17 Then select this option

Account Actions.

: Jeei= Click here first

Account Settings - <Blogs & News Feeds:>

|| By default, show the article summary instead of loading the web page

Manage Subscriptions...

lliustracija 169: The follow up actions to add mail account Thunderbird

You may follow one of the two ways since both will pop up the screen shown in lliustracija 170:
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Mail Account Setup @

Your name: Your name, as shown to others
Email address: email@example.com

Password:  Password

Continue Cancel

lliustracija 170: Screen that appears after selecting to add a new email account in Thunderbird

Cia turite nurodyti savo vardg (tai yra, kaip gavéjai matys, kas atsiunté jiems laiska), savo elektroninio
pasto adresg ir slaptazodj.Labai svarbi pastaba Cia yra panaikinkite "Prisiminti slaptaZzod;j" parinktj, jei
jds naudojate viesg Kompiuteris (daugiau apie tai vertybiniy popieriy emisijy poskirsnyje).

Kai uzpildyti reikalingg informacija ir spustelékite mygtuka "Testi", daugiau nustatymai bus atskleista

ties ekrano apacioje

Mail Account Setup @

Your name: Your name, as shown to others
Email address: @gmail.com
Password: ssssssssssss

] Remember password

Configuration found in Mozilla ISP database

@ IMAP (remote folders) ) POP3 (keep mail on your computer)

Inceming: IMAP, imap.goeglemail.com, 550
Outgoing: SMTP, smtp.googlemail.com, 55L

Username: Dgrmail.com

Manual config Create Account ] [ Cancel

lliustracija 171: Final form to select an Internet standard by which to access your email account in Thunderbird
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Dabar jus turite pasirinkti vieng i$ dviejy interneto standarty ieSkanciai laiskus is savo sgskaitos, IMAP
arba POP3 (iliustracija 171).IMAP protokolas suteikia prieigg prie jlsy el be parsisiuntimo jy turinj ant
Kompiuteris Siuo metu naudojamas. Tai naudinga, kai jis nesate i Kompiuteris savininkas ar, kai jas
naudojate vieSg Kompiuteris. Kita vertus, POP3 protokolas atsiuncia laiskus ir jy turinj, ir todél juos
galima naudoti neprisijungus (tai yra, net jei jlis neturite prieigos prie interneto). Kai jas turite
nusprendé dél protokolo, pasirinkite "Create Account" mygtukg. Dabar ir kiekvieng kartg paleidus
programg pagrindinis langas (lliustracija 172).

=1 Dgmail.com - Mozilla Thunderbird =3 iR ===
[File Edit View Go Message Tools Help | 3 Y
| & GetMail - # Wrte | B Address Book Tag | 2 Search all messages... <Cir p
| @gmail.com
b i |Blogs & News Feeds
apd @gmatcom | Thunderbird Mail - “@gmail.com
& Inbox a -
. i
' Drafts .
M Sent Mail | Email
L& A Mail (6) 5
© Spam Read messages
% Trash
Important 4 Write a new message
Starred
Personal
Receipts
Travel
Work
b B Local Folders Accounts

View settings for this account | §

Create a new account

<+

7

- =0

lliustracija 172: Main window of Thunderbird after creating an account, with numbered sections

Sunumeruoti sritys:

1. Jrankiy meniu juosta, kurioje galite rasti sub-meniu su visy leidZziamy veiksmy taikymo
2.Submeniu baras, kur galima pamatyti konkrecias funkcijas greitai pasiekti

3. Paieskos variklis rasti konkrecius pranesimus savo elektroninio pasto aplankuose

4.Visy katalogy (jsipareigojimy nejvykdymo ir sukurty jums) medis, kurio jlsy pranesimai skirstomi ir
saugomi

5. Prieiga prie dviejy i$ pagrindiniy funkcijy, skaityti ir rasyti praneSimus

6. Greita prieiga prie nustatymy funkcionalumas uz pasto dézutes

2.7.3.3 El. laisSky skaitymas

Norédami patikrinti savo pasto déZute naujus pranesimus, turite pasirinkti "gauti laiska" parinktj
pasto jrankiy juostoje (iliustracija 172, 2 skyriy) ir laukti juostoje apacioje desinéje (iliustracija 172, 7
punktas), norint tapti neaktyvis (Zalia perkelti stadiakampyje turéty isnykti). Tai rodo, kad atsisiysti
naujy el procedlra buvo baigta. Taip pat galite gauti naujas Zinutes pasirinkdami mygtuky "Gauti
naujus pranesimus" parinktj (iliustracija 172, section5). Jei jums reikia jvesti slaptazodj norint
patvirtinti rysj (prisijungti) klientas paprasys jlsy padaryti naudojant pop-up langga, kaip parodyta
lliustracija 173.

134



o o * ////

* 5k 5
Education and Culture DG
ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW Lifelong Learning Programme
SMTP Server Password Required
@. Enter your password for = @gmail.com on smtp.googlemail.com:
\
[7] Use Password Manager to remember this password.

lliustracija 173: Window in which you provide your password in order to gain access to your email account from
Thunderbird

Visi jasy laisky, arba skaityti ar neskaityti, kurie patenka j katalogg "Gautieji" pagal nutyléjima.
Norédami perzilréti §j aplanka, pasirinkite "Gautieji" etikete i$ kairéje esancio sgraso, kaip iliustracija
172, 4 skyriuje. Jei vienu paspaudimu Zinute pavadinimo, jo turinys bus rodomas lango apatinéje
ekrano puséje, bet jei jis dukart spustelékite laiSkg atvers naujame skirtuke.
Kai kurie laiSkai gali bati failus, pavyzdziui, dokumentus ar vaizdus, Zinomas kaip priedus. Kai gausite
laiskg su priedu klipas simbolis bus rodomas kairéje ar dalyko (elektroninio laisko pavadinimas)
desinéje. Jei atidarote laiSka, ties ekrano apacioje rasite informacijg apie pridétuose failuose ir
galimybiy juos valdyti (lliustracija 174):

>

[
Available options
Forwarded message P Open
From: username@domain.com EF i
Date: 2011/12/11 Detach...
Subject: Fwd: FW: Number and size of attachments Delete
>| @1 attachment: final2010.pef 1.5 112 ‘ & Save|

Unread: 0 Total: 644
lliustracija 174: The attachments and the options to manage them, at the bottom of an email message in Thunderbird

Kairéje puséje bus rodoma faily skaicius. Tik vieng priedg, jis galés pamatyti savo vardg ir failo tipa.
Siuo ekrano desinéje yra galimybé i$saugoti failus. Paspaudus $j mygtuka, pasirodo, kad galéty valdyti
priedg parinkéiy sgrasas (Lentelé 14):

Lentelé 14: Options available to manage an attachment in an email in Thunderbird

Open Opens the file without the option to save it
on the kompiuteris

Save As Asks for a place to save the file to be
available on the user’s kompiuteris

Detach Saves the file like the Save As option but
removes it from the email

Delete Deletes the attachment, leaving the email
without any files attached.
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2.7.3.4 EI laiSky siuntimas

Siunciant elektroniniu pastu gali bati padaryta arba sukuriant naujg (Zinoma, kaip rasyti pranesima),
atsakydamas j kitg elektroniniu pastu arba siunciant gautas pastu (Zinoma kaip ekspedijavimas)
kopija.

i. Kuriant nauja laiska

Norédami sukurti naujg el tiesiog paspauskite mygtukg pagrindiniame lange (iliustracija 172, 2
skirsnis) arba i$ pagrindinio meniu (iliustracija 172, 1 skyriuje) ir pasirinkite File ¢ New ¢ pranesimas,
kaip parodyta lliustracija 175:

File | Edit View Go Message Tools Help

Mew L Message* Ctrl+M
Open Saved Message... Subfolder...

Attachments L4 Saved Search...

Llose Crl+W Mail Account...

Save As L4 Other Accounts..,

Get Mew Messages for ¥ Address Book Contact...
Send Unsent Messages [

lliustracija 175: Selections on the main page of Thunderbird, to create a new email message

JUs taip pat galite sukurti nauja Zinute, pasirinkdami "rasyti naujg Zinute" parinktj pagrindiniame
lange (iliustracija 172, 5 skyriy).

Bet kuriuo atveju, naujas ekranas rasyti nauja Zinute, bus tas pats ir atrodo kaip ir iliustracija 176
toliau:

Write: (no subject) EE@
|l [Fle_Edit View Insert Format Options Tools Help | 1
| I.S_eng | « Spelling U Attach I & Security ~ E_Sa_ve_: 2
| From: 3
v To: & userl@domainl.com 4
Z C(:, & user2@domain2.com
v £ ‘ & user3@domain3.com

5 Subject:

Body Text Variable Width | R A‘| AAA

Il
11}

6

lliustracija 176: Screen for composing/creating a new message in Thunderbird, with numbered sections/parts
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Norédami rasyti pranesima, pirmiausia turite nuspresti, kas gaus §j laiskg.Pasto adresas imtuvo turi
bati uzpildyti srityje kaip pateiktame pavyzdyje (iliustracija 176, 4 skyriy). Jei norite siysti laiska
kelioms imtuvas, atskirti savo laiSkus su kableliu.

Kaip Jus galblt jau pastebéjote, yra kity sriciy prieinama taip pat ir jie gali bGti pritaikyti, paspaude
ant jy varda

(Hiustracija 177):

From:

L To .l
To L\‘S\‘
Co
Beo:

Reply-To:
Newsgroup:
Followup-To: v

lliustracija 177: The selection box to define the type of the recipient To, CC, BCC, etc, in Thunderbird

Siysti ] ( reiSkia Carbon Copy - iliustracija 176, 4 skyriuje ) yra dar vienas siysti laiSkg antriniy gavéjy
bldas . Galite pildyti tiek daug pasto adresy, kaip jums patinka, bet visada atskirtos kableliais.

Viena svarbi pastaba dél Siy dviejy lauky tipy , kad visi paslaugy gavéjai Zinoty apie vienas kitg. Tai
yra, userl Zinosite, kad USER2 taip pat gavo laiska ir atvirksciai ( iliustracija 176, 4 skyriy ).

Yra atvejy, kai galblt norésite laikyti gavéjy adresus paslépta nuo kito. Tokiu atveju turite pasirinkti
variantg ( reiskia Blind Carbon Copy ) . Naudodami Sig parinktj , visi laukeliu adresai paslépta nuo kito
ir nuo pradinio (To) ir antriné (cc) gavéjai . Kaiprezultatas user3 Zinos userl ir vartotojy 2 bet Sie du
nematys vartotojo anketa 3 adresg .

Jasy siuntimo adresas ir pavadinimas bus rodomas kitiems tikslig bilidg , kaip parodyta Sioje srityje (
iliustracija 176, 3 punktas), ir jie yra tokie patys kaip conlliustracijad anksc¢iau paskyros nustatymo .
Galite pasiekti Siuos parametrus pasirinkus " Rodyti nustatymus Sioje sgskaitoje " parinktj ( iliustracija
172, 6 skyriy ) .

Nusprendes gaveéjus ,kitas Zingsnis yra rasti pavadinimga (dalykas) jlsy elektroniniu pastu ( iliustracija
176, 5 skirsnis). JUs galite palikti Sj laukg tuscig , bet tai nerekomenduojama, nes kai kurie pasto
paslaugy teikéjai gali nuspresti, kad suklastotas ir blokuoti jj, tai yra, ji nebus pristatytas .

Tadakitas Zingsnis yra parasyti konkrety turinj el . Jis galite rasyti tiek daug Zodziy, kaip jums patinka
erdvéje tikro ( iliustracija 176, 6 skyriy) , ir yra galimybés formatuoti tekstg , kaip ir teksty
apdorojimo priemoné. Jei norite iSsaugoti savo elektroninio pasto adresg ir testi véliau galite padaryti
pasirinkdami mygtuka ( iliustracija 176 , 2 skirsnj). Tai padés taupyti laiska j aplankg Juodrasdiai (
iliustracija 172, 4 punktas) ir galésite testi rastu bet kuriuo metu véliau. Alternatyvus bidas jrasyti
Zinute iS meniu juostos ( iliustracija 176, 1 skyrius) . Pasirinkite File 0 ISsaugoti irsiysti , bus iSgelbétas
j juodrasciy aplankg

(Hiustracija 178).
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Write: (no subject)

Edit View Insert Format Opf

New b

Attach v

Save Cirl+S ==

Save As v

Seng Now Ctrl+Return

Send Later Ctrls Shift+Return

Page Setyp...

Print..  Ctrl+P

Close CtrleW

lliustracija 178: Showing the selections required in order to save an email in the Drafts folder, in Thunderbird

Kaip gauti failus kaip priedus prie laisky, galite siysti failus kaip priedus, taip pat. Priklausomai nuo to,
elektroninio pasto paslaugy teikéjas jis naudojate yra maksimalus dydis failus galite pridéti prie el.
Elektroninio pasto paslaugy teikéjams jau minéta Sio teksto paramos priedais iki 25MB dydzio.
Taciau, Zzmonés jlus siunciate failus gali turéti mazesnius limitus. Todél rekomenduojama, kad
pritvirtinant filed didzZiausig 9 MB dydZio. Norédami pridéti failus spustelékite mygtukga ir naudojant
naujas langas narsyti prie faily vietg jisy Kompiuteris. Tai gali bati padaryta, pagrindiniame meniu
taip pat (iliustracija 176, 1 skirsnis), pasirinkdami File ¢ ¢ Pridéti failg (-us)

(liustracija 179).

Write: (no subject) IEI[
Edit View Insert Format Options Tools Help
MNew 3 lch - ﬂ Security |~ E Save
Attach v File(s).. == 1
Save Ctrl+5 Web Page...
Save As 4 Personal Card (vCard)

Send Mow  Ctrl+Return
Send Later Ctrl+5Shift+Return

Page Setup...
Print... Ctrl+P . .I_ A AA
Cloze Ctrl+W

lliustracija 179: Selection required in order to attach a file in an email message, in Thunderbird

Norédami pridéti kelis failus vienu metu laikykite nuspaude "Ctrl" mygtuka, klaviatira ir vienu
paspaudimu failus, kai vienu metu.

Paskutinis Zingsnis yra siysti el. Norédami iSsiysti jg tiesiog paspauskite mygtuka (iliustracija 176, 2
skyriy) arba naudokite pagrindinj meniu pasirinkdami File -ISsiGsti (lliustracija 180).
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Write: (no subject)
Edit View Insert Format Opi

New b
Attach 4
Save Ctrl+5

Save Az L4

Send Mow  Ctrl+Return <:=

Send Later Ctrl+5Shift+Return

Page Setup...
Print... Ctrl+P

Close Ctrl+W

lliustracija 180: Selection from the File menu to send the created email message, in Thunderbird

When you click on the sent button a pop-up window (lliustracija 181) indicating the sending progress
will appear:

Sending Messages - Test mail @

Status: Delivering mail...
Progress | | 21%

Cancel

lliustracija 181: Popup window indicating the sending progress of an email

Once the bar reaches 100%, the program will copy the sent email to the “Sent Mails” folder
(Hiustracija 172, section 4), lliustracija 182.

Sending Messages - Test mail IEI

Status:  Cepying message to Sent Mail folder...
Progress! | s— | 19%

Cancel

lliustracija 182: Window that shows the process of copying the sent email to the Sent Mail folder

Visi laiskai, kuriuos siunciate saugomi Siame aplanke ir galite naudotis jais bet kuriuo metu, kol js
iStrinti juos i$ Sio aplanko.

JUs neturite iSeiti iS programos ar atsijungti nuo interneto, kol juosta pasiekia 100%. Kai viskas bus
baigta "Rasyti" langas (iliustracija 176) bus uZdaryta ir jums bus perkelti j pagrindinj langa.

i. Atsakymas j laiska

Norédami atsakyti j laiSkg, kurj turi pasirinkti "Atsakyti" mygtuka rasti prie elektroninio pasto turinio
(kai atidarytas naujame skirtuke) virSuje, kaip parodyta lliustracija 183.
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& Test email -Inbox- -~ 2gmail.com - Mezilla Thunderhird =N R =
File Edit View Go Message Tools Help
&, Get Mail - 4 Write | & Address Book | ® Tag~ | Search all messages... <Ctri+K> Pl
Jl-.i-llnbox- - @gmail.com "mTeslemiil-Inbux- —— | -
o [z 4 Reply | = Forward | [ Archive @ Junk @ Delete
Subject Test email 11:58 mp
To Me Other Actions ~

Hello,
This is a test

i

lliustracija 183: An opened message with a mark on the Reply option

You can also reply by selecting the reply button on the main screen of the program, without opening
the email in a new tab, as shown in lliustracija 184 below:

&) Personal -+ @gmail.com - Mozilla Thundlerbird
File Edit View Go Message Iools Help

& GetMail |- | # Wiite | & Address Book ||| ® Tag~
| 1) Personal - g @gmai.com
(] Blogs & News Feeds W QuickFier = & B ® @ £
.gm‘.l..b-_ Segmalcom L g el From © Date .’
‘%U " [ Test email T - © W58y J
B} Drafts

M Sent Mail
&) Al Mail (6)
) Spam (1)
&/ Trash

| Impartant

From Me! 4 Reply | = Forward || 5 Archive | @ Junk | @ Delete

| Starred 1158

— e Subject Testemail
| Personal
Other Actions ~

|| Receipts To Me

| Travel Hello,
h Work This is a test
b 8 Local Folders

Unread: 0 Totak1

L3

lliustracija 184: Marking the Reply option in the main screen of Thunderbird where emails are listed

Another way of replying is to navigate from the menu bar (lliustracija 172, section 1) to the “Reply”
option by selecting Message—> Reply (Iliustracija 185):

@ Personal- ~ @gmail.com - Mozilla Thunderbird
File Edit View Go |Message| Tools Help

& Get Mail hé L4 New Message Ctrl+N
I || Personal - angel Reply h Ctrl+R <:=
b [ Blogs & News F Reply to Al Chrl+Shift+R o
= @ Reply to List Crl+Shift+L
& Inbox Forward Ctrl+L

lliustracija 185: Finding the Reply option in the Message menu on the top menu bar
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Is some cases the sender of the email, might send the same email to other users too. If you would
like to reply to the sender but also to the other recipients as well, you can do so by selecting the
“Reply to All” option (lliustracija 186).

Tools Help

A New Message Ctrl+MN
a Reply Ctrl+R
o |_Reply to Al | Ctrl+Shift+R

tarred & Contact
L IO P L I o M S |

lliustracija 186: Finding the Reply to All option from the Message menu in the top menu bar

Before using this function you will have to be sure that the email is of common interest and will not
distract other recipients.

When you use the Reply (or Replay to All) function, your email subject will begin with the prefix “Re:”
to indicate that this is a reply to a previous email, as shown in lliustracija 187.

Subject: Re: Test email

lliustracija 187: The subject of the message with the Re: prefix, when replying

The remaining procedure is identical to the one described in sending a new email.

i Forwarding an email

When you want to send a received email to someone else, instead of writing it again you can use the
Forward function. This function includes the original message but allows the user to add extra
content to the email, such as text, images or other files. To forward a message select the “Forward”
button when viewing an email in the main window (lliustracija 188):

& Personal -+ Bgmail.com - Mozilla Thunderbird ===
File Edit View Go Message Iools Help
& Get Mail |~ | & Write ..Admssaook| D Tag-~ Search all messages... <Ctri+K= P
||y Personal - sy @gmail.com | | Q- =
P |-/ Blogs & News Feeds % QuickFilter = & B ® @ Filter these messages... <Ctri+Shift+K> 2
A5 g SBgmail.ce
L GIEROM % % @ Subject o From @ Date -
(#Inbox
= [ Test email - 1158wy ]
4]} fGmai
|- Drafts
B Sent Mail
(& A1 Mail (6)
 Spam ()
&/ Trash
Eportan S  Reply Archive | @ lunk | @ Delete
Starred
B L SRR e 11:58 My
Personal ==
Receipts Te Me Other Actions ~
Travel vello,
Work This is a test
» 8| ocal Folders
[ Unread: 0 Totak 1

lliustracija 188: Marking of the Forward option in the main window of listing emails in Thunderbird

You can forward an email when opened in a new tab too (lliustracija 189):
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& Test email - Inbox - - Bgmail.com - Mozilla Thunderbird == Eoh S
File Edit View Go Message Tools Help

&, Get Mail - | & write | & Address Book | ® Tag- Search all messages... <Ciri+Ks P
JLInbox— @gmail.com U@Testemail—lnbox— — ‘ =

From Me

S REpIyl =» Forward | B Archive | @ Junk | @ Delete

Subject Test email 11:58 mtp
To Me Other Actions -
Hello,

This is a test

lliustracija 189: Marking of the Forward option in the window of a specific email in Thunderbird

Finally, you can forward it by selecting Message—> Forward from the menu bar (lliustracija 172,

section 1 and lliustracija 190)

Message | Tools Help
\ Mew Message Ctrl+M
o Reply Ctrl+R
y Reply to All Ctrl+Shift+R
| Reply to List Ctrl+Shift+L
Forward — =m=m———J Ctrl+L

lliustracija 190: Marking of the Forward option in the Message menu item in the top menu bar

To indicate that you email contains forwarded content the prefix “Fw:” will be inserted in the email’s

subject. Also the email will contain the forwarded content but it will be separated from you

additional content (lliustracija 191).
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Subject: Fwd: Test email

Body Text Variable Width B2 A|AsA|l=imEE|S
"""" Original Message ——— -e==27=—= This indicates that the original
Subject: Test email message is being forwarded.
Date: Sat, 31 Dec 2011 11:58:36 +0200
From:
To:
Hello,

This is a test

lliustracija 191: Marking of the text appearing in the forwarded message content, that indicates the original message

2.7.3.5 Laisky tvarkmas ir paieska

One easy and fast way of finding emails in your account, is to use the search function. Simply enter
the keywords in the search field and press enter (lliustracija 172, section 3).

You can also create folders to move your messages for easier access. Right click on the folders list
(Hiustracija 172, section 4) and select “New Folder” (lliustracija 192).

8
| i,lnbo |
|y 1Gm Open
| D Open in New Tab
M 5e Search...
lﬁ'm Subscribe...
® Sp
@1 New Folder...<:
Im Compact
St Mark Folder Read
Pers:
Favorite Folder
Rece ]
Trav Properties...
Work

i M| ocal Folders

lliustracija 192: Creating new folder to organize the email messages in Thunderbird

Name the folder and move your emails by right clicking on their subject and by selecting “Move to”
or “Copy to” if you want to make a copy of the email (lliustracija 193).
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Move To 4 Recent 4

Copy To * | |2 Blogs & News Feeds 3
Move to "Personal” Again BJ @gmail.com »
Save As... E Local Folders 4

lliustracija 193: Showing how to move or copy a message in another folder than the original one (usually the Inbox)

If you want to delete a message, right click on its subject and select “Delete Message”.
a) Dedicated websites of providers (Internet email clients)

As mentioned earlier, another way to access your email account is by using your provider’s dedicated
tool on her website (gmail.com for this example). All functions explained earlier are achieved by the
same procedures described in the case of email software clients, so here we shall focus on where you
can locate the dedicated tools of providers.

The first thing to do when you navigate to the website is to log in or sign in, that is, enter your

username and password (lliustracija 194).

Sign in

Username

Password

] Stay signed in

Can't access your account?

lliustracija 194: The page to login to the gmail.com email provider

Do not check the “Stay signed in” option and decline any offer to remember your password if you are

using a public kompiuteris.

After successfully logging in, you will be transferred to the main window of your email account
(Hiustracija 195) and to your Inbox messages:
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|11 Gmail - Inbox - @gmml,cnm@ - j = — =
Google - el “
Gmail ~ (6] More &%’i\? 1-1000f 52 . > O

COMPOSE | 1 MPPT Charge Controller - www.genasun.com - Low-priced solar charge controllers yield up to 30% more offgrid power Why this ad?
= —_—

Inbox | > me Test mail 1t @ 12311 |J
Starred

Important
Sent Mail
Drafts (19)

Personal
Travel

Invite a friend +

lliustracija 195: Main window of the gmail.com email client, with numbered sections

To write a new email select the COMPOSE button (lliustracija 195, section 1), in order to navigate

to the “Compose mail” screen where you can compose your email as explained at the “Creating a
new email” section above.

You can see the sent mails at the “Sent Mail” folder from the list on the left (lliustracija 195, section
2) and you can search your account as well by entering the text at the search box (lliustracija 195,
section 3).

To read an email, you may click anywhere on the highlighted line (lliustracija 195, section 5). If there
is an attached file with the email the clip < icon will appear next to the title and you will be able to
download it once you open the email. (Some tools perform also a scanning of the email for malware
code before opening it). To reply or forward the message, select the corresponding option at the
bottom of the email (lliustracija 196):

lliustracija 196: Options to Reply of Forward an email, in gmail.com

To delete a message, click on the tick box on the left of the sender’s name and then click on the

button. This can be also done when you open the email.
Finally, do not forget to sign out when you are done by clicking on your username (lliustracija 195,
section 4) and selecting the “Sign out” option (lliustracija 197).

@agmail.com
Join Google+
Privacy

Account settings

Sign out ==

lliustracija 197: Signing out from your gmail.com account

145



odatn 2,
2 A ’w
* *

Education and Culture DG

2.7.4  Alternativios el. pasto programos

Poskyrio 2.7.3.1, "Mozilla Thunderbird" buvo pristatytas kaip specialiai tipo programinés jrangos,
kuri leidZia jums prieigg ir tvarkyti savo el. Taip pat yra alternatyviy elektroninio pasto programas,
duplaciausiai naudojamas yra"Microsoft Outlook" ™ ir"Windows Live Mail ™ .

Iliustracija 198 rodo pagrindines ir bendras funkcijas dviejy alternatyvy elektroninio pasto
programine jrangg . Jy funkcijos yra pazymétos raudonai linija sieny. Kiekvienas i$ jy yra skiriamas
kartu su trumpu aprasymu kitame punkte. ISsamus paaiskinimas apie kiekvienos alternatyvos
naudojimo galima rasti poskyrio 2.7.3.1 (pasto ir saugumo ¢ pasto programiné jranga ir interneto
prieigos ¢ Skirtoji elektroninio pasto programine jrangg ) .

1. Naujas pranesimas : Si parinktis atidaro nauja langa, kad radyti nauja laiska , kaip paaidkinta 2.7.3.1
skyriuje ( pasto ir saugumo ¢ pasto programiné jranga ir interneto prieigos ¢) Skirtoji pasto
programinés jrangos ¢ siuntimas pastu ) .

2 . Atsakyti, Persiysti & IStrinti praneSima:atsakymas funkcija leidziavartotojui atsakyti j laiskg,
oatsakymas visiems parinktis naudojama atsakyti j elektroninio pasto adresy grupei, kurios buvo
jtrauktos Kam ir Kopija srityse gauto pranesimo . Su mygtuku priekj galite siysti pasirinktg laiska (
arba atidaryti laiskg ) j kitg adresa. Galiausiai, perkelia pasirinktg Zinute aplankg Pasalinta .

3. Siysti / gauti : Naudokite $j mygtuka, norédami atnaujinti savo Zinutes norint gauti visus
naujausius laiSkus ar siysti elektroninius laiSkus i$ anksto sukurtas ir iSsaugotas kataloge Siunciamieji .
4 . Paiedkos laukelis : Cia jus galite iekoti savo pasto dézute konkrecius pranesimus , naudojant
Zodzius ar frazes, kurie gali bati jtraukti j pavadinima ir / ar turinio elektroninio pasto Zinutes.

5. Asmeniniai aplankai : katalogai , kur yra jlsy elektroninio pasto Zinutés yra saugomi in Paprastai
naujus laiskus yra vieta aplanke Gautieji, jei jose yra reklama ar jZzeidZiancio turinio . Tokiu
atvejuprograminé jranga juda automatiskai juos j " Slamsto " aplanka . Tokiy Slamsto laisky
atpazinimas atliekamas elektroninio pasto programinés jrangos, naudojant iS anksto esamg Ziniy
apie siuntéjy ir jZeidziantis turinys, taciau ji taip pat gali bati iSmokyti jus, kai Zenklinimo konkrecius
laiskus kaip Slamstas / Siuksliy.

6 . Kiti puslapiai: Sie specialiis elektroninio pa$to programas, suteikia galimybe turéti asmeninj
kalendoriy jrasyti savo susitikimus ar kitus uzrasus. JUs galite naudoti kontakty puslapj pridéti naujg
elektroninio pasto adresus tam, kad turéti greitg prieigg prie jy, o siunciant laiska .

7 . ParasSyta sgrasa : Tai yrapagrindinis langas j elektroninio pasto programos . Pasirinkto aplanko
turinys bus rodomi Cia .
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lliustracija 198. Alternative email software (Microsoft Outlook™ on top and Windows Live Mail ™ at bottom). The
lliustracija presents screenshots with the positions of the numbered items as explained in the text.
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2.7.5 Saugumo aspektai

Unfortunately with email usage some vulnerabilities issues have been emerged. However, knowing
better these issues will make it easier to protect yourself and your account. You may find additional
information on risks and dangers from using the Internet and communicating through email, in the
Web sites of the Centers promoting safer Internet in your country. Links are available in Lentelé 17.

2.7.5.1 IsSsiregistravimas is paskytos ir
iSsaugojimas savo slaptazodzio

One of the most important actions you must remember is to always log out of your account when
you finish your work. Never close the browser or the email applications without logging out since

they might keep you logged in to your account, thus increasing the risk of someone else accessing
your account.

Another important thing to consider is NOT to save your password on a public kompiuteris, e.g. an
internet cafe. You must neither save your password on a kompiuteris that you do not own (nor click
the “Remember my password” option), since the password will be saved even if you log out.

2.7.5.2 Prisegti failai ir pavojingo tipo plétiniai
Sometimes you might receive emails from unknown senders. You must open this emails with caution
as they might contain dangerous attachments infected with malware code. Usually a potentially
dangerous type of attachment is an execulentelé (a file ending in .exe). Most email providers scan
your emails for malwares but you must run an antivirus scan yourself or delete the email if you are
feeling unsure (Section 2.11, Safety and Security).

2.7.5.3 Siukslés | nepageidaujamas pastas

Always be very careful in what websites you share your email address since spam email messages
(massively sent and usually unwanted emails) are a constantly growing problem. These are messages
that contain advertisements or even offensive content and usually come from unknown users. Most
of the times they are sent from automated kompiuteriss that find your address when you share it
with a not so trustworthy website. Fortunately, email providers have filters that cut out spam emails
and save them in the “Spam” folder (lliustracija 172, section 4). Again be extremely cautious with
these emails and avoid opening them.

2.7.5.4 Apgaulé/duomeny vagstés internete

A sub category of spam messages are the phishing/spoofing messages. This kind of messages may
come from an unknown sender and pretend to be sent from a trusty account or website. Their
purpose is to trick the recipient and try to acquire information such as usernames, passwords and
credit card details. Some emails ask you to navigate to a website to enter your username and
password. This website might have exactly the same appearance as the original website. Most
websites and online services never ask for any sensitive information to be given through email. You
must therefore be suspicious when someone asks for personal or other kind of information through
email.
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2.7.5.5 Autoriniy teisiy aspektas

Finally, you must be aware that images, documents and other form of work exchanged through
emails, retain their copyrights and their creator can claim them. This means that before
sharing/distributing any content of which you are not the original creator, you have to ensure that it
is not bounded by a license that prevents such actions. Alternatively, you can ask for the explicit right
by the owner of the content.

2.8 Bendravimo programiné jranga
2.8.1 Skype

Skype is one of the most popular programmes used for chatting, internet phone calls and
communication with everybody around the World. You can download the programme for free at:
www.skype.com.

1. Installation

- When the File Download screen is displayed, click Save.

- Choose somewhere on your kompiuteris to save the SkypeSetup file and click Save.

- When it has downloaded, go to the location you saved the SkypeSetup file to and double-
click it.

- When the Open File screen is displayed, click Run.

- Select your language, read the Skype End User License Agreement and the Skype Privacy
Statement, and then click | agree — next.

- Your Skype installation starts. When it is complete, Skype opens and the Welcome to Skype
sign-in screen is displayed.

- Select the language you would like to be used for Skype. Afterwards, you can still change this
language from the Menu - Tools. The programme supports more than 32 languages.

- Onthe Welcome screen, enter your Skype Name and password and click Sign me in or create
an account by clicking Create a new account and follow the steps.

- If thisis the first time that you have signed in to Skype, you can now check your sound and
video to ensure they are set up correctly and add a profile picture for your Skype account.

- Click Continue.

- Select the garsiakalbiai, microphone and internetiné kamera you want to use with Skype, and
then click Continue.

- You can now add a profile picture to make it easier for your friends and family to find you on
Skype.

- If you don’t want to add your profile picture right now, just click Add later and go to the next
step.

- To take a picture of yourself using your internetiné kamera, click Take a picture.
Alternatively, if you already have a picture that you want to use as your profile picture, click
Browse... to find and select it.

- The picture you have taken or selected is displayed. If you want to resize the picture, use the
slider underneath it. If you are not happy with the picture, click Try again to take another
picture or select a different one.

- When you are happy with your profile picture, click Use this picture.

Your profile summary is displayed. Click Start using Skype.
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@ English (International) Special offers Buy Credit = Sign In

W " Features Get Skype | Prices Accessories Business Support ‘

Get Skype homepage

Computer Mobile v y Skype
S kype Premium
§ : unlimited
Wind( "neevs AN Siyne artyour calling
Windows (Business) iPhone current TV

Bring you mac Symbian On your TV with ‘
—Video Ci  Linux iPad telyHD . v Skype
%\ Subscriptions

Facebook Other phones Skype-ready TVs / | .«,‘3'

Skype.
Skype Click to Call

Other downloads
| Skype for

Windows

Get Skype homepage

See how little it costs to call phones with Skype

. Where is the person you want to call? jo ! View rates

S -
wiww, skype.comfintlfenfget-skype/

lliustracija 199: Skype webpage

i B
= Skype™ - Install ==
%, Hello, thanks for downloading Skype™
Select your Ianguage:EEngish TD
By installing this application, you agree you have read and accepted the
Skype End User License Agreement and the Skype Privacy Statement
4 I agree - next I ’ Cancel
e A

lliustracija 200: Installation box
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2. Using Skype

-

|t Skype™ - sarah.fernel

Skype Contacts Conversatiom Call View Tools Help

4~ Sarah Ferne # athy Davies

::: Call phones £18.82 [# United Kingdom
L. .I
[ - . . ] — ]| 1 Anline

lliustracija 201: Skype top screen with menu, status and call phones bar

A. Menu bar. Includes all the options that will help you get the most out of Skype.

B. Status bar. You can change your Skype status and access Skype Home from here.

C. Call phones bar. Displays the dial pad so you can call phones and mobiles (this requires you have
provided payment details, because calling to phones and mobiles is not free).

| ===

L — ]
1 Contacts wd  Online

Echo [ Sound Test Service

Cathy Davies

Maarten Smeenk

Matt Millman

lliustracija 202: Skype top screen with contact list, facebook list and recent list.

D. Contact list. Lists your contacts and lets you see their status.

E. Facebook list. Lists all of your friends from your Facebook account, and shows whether they are
online, away, or offline on Facebook.

F. Recent list. Lists the recent conversations you’ve had in Skype.
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lliustracija 203: Skype screen with contact summary, conversation window and box.

G. Contact summary. Displayed when you select a contact or set up a group chat. Summarizes the
details of the contacts you’re currently chatting to in Skype.

H. Conversation window. Displayed when you select a contact or set up a group chat. Shows

the instant message conversation you’re having. The buttons at the top of the conversation window
let you call someone on Skype, send files, send contacts, share your screen or add more people to
the conversation. You can also check your call quality information.

I. Conversation box. Displayed when you select a contact or set up a group chat. Use this box to type
and send your instant messages and text messages.

Bath Davies
Kirm Milssen
- R — . . 1 [ v -
T (-:-;' [:] SMS
"+ add a contact m Create a group

lliustracija 204: Skype screen with functionalities to add a contact and create a group.

J. Add a contact. Lets you search for your friends and add them as contacts.
K. Create a group. Lets you create a group so that you can make a conference call or group video call.

3. Skype Hotkeys, Shortcuts and Chat Commands
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These hotkeys all Call Related and must be enabled and defined at Skype- Tools- Options -Advanced-
Hotkeys. Undefined means that the user needs to define what combination he would like to use.

- Alt-PgUp: Answers a call

- Ctrl-Alt-PgUp: Answers a call with video

- Undefined: Ignore call

- Alt-PgDn: Reject/Hang up call

- Undefined: Focus Skype

- Undefined: Search for Skype Users

- Undefined: Mute Microphone

Main Window:
- Ctrl+E: Switch between Events History and Contact List
- Ctrl+U: Show/Hide Offline Contacts
- Ctrl+W: Hide Main Skype Window
- Ctrl+Q: Quit Skype

Chat Window:
- Ctrl+F Find/Search this Chat
- F3/Shift-F3: Find Next/Previous Match (use after Ctrl+F)
- Ctrl+W Close/Hide Chat Window

Quickfilter:
- F6: Jump to Quickfilter
- Escape: Clear Quickfilter

Chat commands:

- /add skypename: add the specified Skype Name to this chat (example: “/add john”)

- /help: list available system commands

- [topic newtopic: change chat topic to “newtopic”

- /me something: others will see an action that you perform (example: “John smiles”)

- /history: show full history for the chat (you can then review and search it)

- /find text: find messages containing “text” in the chat

- [faor/:repeat last search

- /alertsoff: disable new message alerts for this chat. Useful if you don’t want chat window to
pop up or the taskbar entry to blink for this chat, but would still like to be “connected” to it.
If a chat is in this mode, it will be in the “Unread chats” section on Start Tab when new
messages are posted to it.

- /alertson or /alertson text: restore default behaviour, to be notified when new messages are
posted. If you use “/alertson text”, you are notified only when a message is posted that
contains “text”.

- /leave: leave the chat (does the same as clicking the “Leave” button on toolbar.

An updated list of these commands is provided at
http://kosi2801.freepgs.com/2008/12/20/skype chat commands.html.
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2.8.2 Google Talk

Google Talk (GTalk) is Google Talk, a downloadable chat application by Google with which you can do
the following:

- Textchat
o Instant messages: share quick thoughts in real time
o Status updates: see if friends are around and what they are up to
o File transfer: instantly send and receive files, pictures and more
- Voice chat
o Free long distance: make PC-to-PC calls to people anywhere in the world
o Audio conferencing: talk to multiple people at once
o Google Mail integration: chat with your friends on Google Mail
- You can also get the video chat plug-in to make voice and video calls within Google Mail.

How to install it on a PC:
- Visit www.google.com/talk/ OR by type Google Chat or Google Talk in Google and then
clicking on the first page that is shown.
- When you open the website of Google Chat or Google Talk, look for a Download link.
- Click on the Download link. The website may automatically recognize your OS (Windows, Mac
or Linux) or you may have to choose yourself.
- Download the installation files for your OS.
- Wait for the Download to finish. Double click on the downloaded installation file. (Make sure
that all web browsers are closed. It is also recommended that all other programs be closed).
- Follow the step by step installation process — it will take a small amount of time.
- If you are a Windows user, you will then have to restart your kompiuteris.
- The Google Talk window will open on starting the kompiuteris.
- You can log in by entering your Google (or GMail) username and password.
- After this, you can add friends and chat with them.
- Google Talk is also integrated with Google Voice and it allows for video and voice calls.
A complete online guide for every functionality is available at http://support.google.com/talk/?hl=en.

2.8.3 Windows Live Messenger

This product can be downloaded at http://windows.microsoft.com/en-US/windows-live/essentials-
home.
Note: it is free.

1. Installation

- Ensure you have an e-mail address.

- Download MSN Messenger by going to the download website and clicking Download.
- Once downloaded, install it.

- Afterinstallation, launch the application.

- Loginorincase you are a new user select Sign up.
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| File Contacts Actions  Tools Help

Sign in
Sign in with your Windows Live ID. Don't have
| cne? Sign up.

Signin as: @ Available -

| Remember me
| Rermmember my password
| Sign me in automatically

Forgot your password?

o Privacy statement | Server status 5

I'I—“_
Fig. 60 Windows Live Messenger login screen

- Add a contact, a person to talk to, by clicking Add A Contact on the Contacts menu.

- When/If the person is online, a green lliustracija will appear beside their name in your
contact list. Double click on their name and type a greeting into the lower rectangular box.
Click Send an Instant Message.

- Type a message to the person. Click Send. Wait for the person to answer you. You can see
when the person is typing a letter to you.

- Engage in conversation if they reply. If desired, many options can be taken from here. You
can select an action to take by selecting something from the Actions menu on the
conversation's toolbar.

- Click Tools or Actions to use some of Messenger's other features. Use emoticons if you want
to send an icon to someone as part of your message.

- Click the Invite button at the top of the chat window to invite another person to your
conversation. You can now chat with two people at once. Click the red X at the top of the
screen to close the chat window. Click File and then Sign Out to be offline.
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Fig 61 Windows Live Messenger Chat screen

More detailed instructions can be found on http://windows.microsoft.com/en-
US/messenger/features.

2. Windows Messenger klaviatiira shortcuts

Following shortcut keys exist for Windows Messenger.

Lentelé 15: 2. Windows Messenger klaviatira shortcuts - For the Messenger conversation window

For the Messenger conversation window

Shortcut Command
Invite someone to this conversation Alt+l
Create a Sharing Folder Alt+L+H
Send a single file Alt+L+F
Start or stop a video call Alt+O

Call a kompiuteris Alt+C

Call a contact at home Alt+C+H
Call a contact at work Alt+C+W
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Call a contact at a different number

Call a new number

See a list of activities

See a list of games

Block a contact from seeing you or contacting you
Select an emoticon

Select a wink

Send a nudge

Select a background for your conversation window

Klaviatdra shortcuts for Windows Live Call
Make a call

End a call

Open the Options dialogue box

Open Help

Show Options

Delete selected Call History entry

Show Call History

Get more information about Windows Live Call
Add minutes

Manage your account

Mute the speaker

Mute the microphone

Alt+C+0O
Alt+C+N

Alt+V

Alt+G

Alt+K

Alt+M or Ctrl+E
Alt+W

Alt+N

Alt+B

CTRL+D
CTRL+D
ALT+T+O
[FL
CTRL+E
DELETE
CTRL+H
CTRL+
CTRL+T
CTRL+O
CTRL+S
CTRL+M

More shortcuts can be found at http://shortcutkeys.net/windows-live-messenger-klaviatiira-

shortcuts/.

2.8.4 Apsaugos ir bendravimo programiné jranga

Nors bendravimas internetu siilo platy privalumy (pigius , paprastus ir galimus mobiliyjy ir PC) , taip
pat yra rizika, susijusi su naudojant interneto rysio jranga. Stai keletas rekomendacijy (remiantis

http://www.chatdanger.com ) :

* Ar Zinote, kiekvienas j savo adresaty sarasa? Kruopiciai galvoti apie tai, kas yra jisy sarae . Zmonés
gali b{ti ne tai, kas jie sako, kad jie , todélis draugo draugas yra nebditinaidraugas.

e Laikykite savo asmens duomeny slaptumg, kai kalbame, kad kazkas jums nereikia Zinoti, realiame
pasaulyje . Taip pat pagalvokite apie tai, kas matoma informacijos turite , pavyzdziui, savo profilyje.

« Laikykite archyvas / jrasyti savo pokalbj kopijg ir nebijokite pasakyti kg nors jrasote savo pokalbj. Tai

patvirtina daugelio programy.

O archyvavimas arba iSsaugoti savo pokalbius gali suteikti naudingy jrodymuy, jei tu atéjai, kad apie

ka nors ar kazkas ataskaitg .

o Patikrinkite savo pageidavimus ar privatumo parinktis jisy naudojamas programas . Kitiems , kurie
negali pasillyti Sig parinktj , jas vis dar galite iSryskinti pokalbj su savo pelé ir nukopijuoti ir jklijuoti
pokalbiai j Word dokumentg, kuriame galite iSsaugoti.

* Nebijokite uzblokuoti / ignoruoti Zmones .

o Norédami tai padaryti, deSiniuoju pelés mygtuku spustelékite asmens vardg j kontakty sarasg,
kuris turéty duoti jums keletg galimybiy spektra, ir vienas i$ jy yra daugiausia Blokuoti . Tai reiks, kad
jums nebus gauti Zinutes i$ Sio asmens nebéra. Blokuoti kartais vadinamas " Ignoruoti ", ir, jei
desiniuoju pelés klavisu neveikia, turi savo nustatymuose ieSkoti Sios funkcijos .

e Patikrinkite, ar Zinote, kaip pranesti apie kg nors manote uncomforlentelé apie:

O Laikyti pokalbj, kad jus norite teikti ataskaitas ir kad su savo tévais ar vadovo kopij3.

O leskokite bldas susisiekti su jisy Messenger teikéjg spusteléje skirtukg Pagalba .
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¢ Naudokite slapyvardj, o ne savo tikrajj vardg ir slapyvardj , kad nesiruoSia pritraukti klaidingg rasies
démesio .

e Laikykite savo vartotojo vardg ir slaptazodj privaciai, ir pakeisti savo slaptazodj reguliariai

¢ Ar negalite atsakinéti j praneSimus piktnaudZiavimo . Nesiyskite jZeidZiancias Zinutes arba. Tai
geriau ne nieko , kad jums neblty pasakyti kieno nors veids .

¢ Negalima priimti laiSkus i$ Zmoniy, jds neZinote.

e Susitikimas kas nors buvo tik palaikyti rysj su internetu, gali bGti pavojinga. Jei manote, kad jis
turite " susitikti, tada jlsy paciy saugumui, turite informuoti savo tévy ar globéjui ar draugus ir
pasiimti su savimi - bent jau pirmojo apsilankymo - ir susitikti vieSoje vietoje dienos .

* Jei kas nors jums yra pripazinusios savo biciuliy ar adresaty sgraso veikia keistai, neina juos draugui
. Jums gali bGti pradéti savo draugui gresia pavojus. Tiesiog juos uzblokuoti ir apie juos pranesti .

¢ Bikite atsargus, taip pat priimdamas failus , kurie yra siunc¢iami, ypac tuos, kurie su. Exe plétiniu.
Jie daznai kenksmingos programinés jrangos , kuri gali pakenkti jusy kompiuterj, bet ir iSgauti
asmeninius duomenis i savo kompiuterio.

¢ Niekada suteikti jgaliojimai bet kokiy rusiy per pokalbiy sesijose , ir tikrai ne kredito korteliy
duomenis

2.9Mobilieji ir iSmanieji telefonai, plansetes

Smartphones and Plansetés are devices comprising a combination of cell phone with kompiuteris,
web browser, multimedia player and camera. The smartphone opens up new possibilities for
educational purposes. The ease-of-use and the mobility of such devices make it possible to use it on
buses, public places, parks and train for studying. To utilise such a training device it must be easy for
an educator to produce, edit, and upload training material and also to be able to follow the student’s
progress.

Here are some features that differentiate smartphone from ordinary cell phone.

¢ Mobile devices

e QOperating System

e Software

e Web access

e QWERTY Klaviatira

e Messaging

e Solid PIM Functionality (Plenty of info and fields for each contact. Good calendar view,
flexible, etc.)

e Universal Search

e Office documents editing

2.9.1  Mobilieji prietaisai’
This unit will introduce:
e Phones

e Smartphones
e Plansetés based on Android, iPad

! http://mobileaccessibility.info/device.cfm?lang=eng
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The shape of a mobile phone can be an important factor in finding a phone that best fits with your
needs. There are several main categories a mobile phone may fall into. The following briefly
describes how each shape may be useful depending on your circumstances.

Clam Shell / Flip Phone
For people with limited or low vision or who are blind, a phone that flips open and
=@ answers automatically may be useful.

Candy Bar / Monobloc/ Stick
For people with arthritis or poor dexterity, a ‘candy bar’ or ‘bloc’ phone may be useful to
avoid the need for added movements like sliding or flipping open the phone to use it.

Slide
Like a flip phone, this style of phone may be useful for people with limited or low vision
or who are blind, as they will answer automatically upon sliding open.

Swivel
Like a flip or sliding phone, this style of phone could be useful for people with limited or
low vision or who are blind as they will answer automatically upon opening.

Touchscreen

This style may be useful to those people who are deaf or have moderate to profound hearing
loss and who will use their larger screen sizes for texting or video calling (using e.g. sign
language).

L.

Smart Phones

Similar to a touchscreen, this style could be useful to those
people who are deaf or have moderate to profound hearing loss
and who will use the larger screen size for texting or video calling.
In addition, increasingly also the accessibility for people with
visual impairments is being enhanced, using multi-touch and
gesture technology.

Fig 62. Various smartphones (Resource:
http://electronics.howstuffworks.com/smartphone.htm)

2.9.1.1 Kas yra i$manusis telefonas??

Unlike many traditional mobile phones, smartphones allow individual users to install, conlliustracija
and run applications of their choosing. A smartphone offers the ability to conform the device to your

? Based on http://electronics.howstuffworks.com/smartphone.htm
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particular way of doing things. Most standard mobile-phone software offers only limited choices for
re-configuration, forcing you to adapt to the way it's set up. On a standard phone, whether or not
you like the built-in calendar application, you are stuck with it except for a few minor tweaks. If that
phone were a smartphone, you could install any compatible calendar application you like.

Here's a list of some of the things smartphones can do:

e Send and receive mobile phone calls — some smartphones are also Wi-Fi capable

e Personal Information Management (PIM) including notes, calendar and to-do list

e Communication with neSiojamas kompiuteris or stalo kompiuteriai

e Data synchronization with applications like Microsoft Outlook and Apple's iCal calendar
programs

e E-mail

e Instant messaging

e Applications such as word processing programs or video games

e Play audio and video files in some standard formats

The following sections detail particular features that may be useful in different circumstances. It is
important to realise that there is no one solution for all, and as such, finding a suilentelé phone will
involve considering all of the available features of a particular model, knowing what you need or
what is likely to be more useful to you and testing the phone to ensure that it really does meet your
particular needs.

Resource:
http://mobileaccessibility.info/device.cfm?lang=eng

http://electronics.howstuffworks.com/smartphone.htm

2.9.1.2 Ismanaus telefono savybés

Viduje Skaitmeninis Mobilieji telefonai

Apie " sudétingumo kubinio colio " skale , mobilieji telefonai yra vieni i$ labiausiai sudétingy prietaisy
#monés naudoja kasdien . Siuolaikiniai skaitmeniniai mobilieji telefonai gali apdoroti milijonus
skaiciavimy per sekunde , siekiant suspausti ir iSskleisti balso srauta.

Mobilusis telefonas yra Sie komponentai:

eploksté, turinti smegenis ( apdorojimo galios) telefonu

eantenos priimti ir perduoti garso signalg

o skystyjy kristaly ekranas (LCD) rodyti pranesimus, telefono numerius, adresy ir tt

emikrofonas teikti garso jvest;j

* kalbétojas teikti garso iSvest;j

e baterija, kuri suteikia energijos saltinis telefono funkcijy .

e Jvesties mechanizmg, kuris leistyvartotojui bendrauti su telefonu. DaZzniausiai jvesties mechanizmas
yraklaviatdra , o jutiklinis ekranas taip pat yra kai kuriy aukstos klasés smartphonach.

¢ Pagrindiniai mobiliyjy telefony paslaugos leidZia vartotojams skambinti ir siysti tekstinius
pranesimus.

¢ Visi GSM telefonai naudojate SIM kortele , kadsgskaita turi blti sukeistas tarp prietaisy.

¢ Individualls mobiliyjy telefony prietaisai unikaliai identifikuojama tarptautinis judriojo rysio
jrangos identifikatorius (IMEI ) numerj. Tai naudinga, jei jusy mobilusis telefonas yra pavogtas
blokuoti naudojimas su mobiliaisiais telefonais.
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| palaikomi funkcijos yra daugiausiataip :

» Telefonai skirtingy rasiy ir skirtingy Saliy gali bendrauti vieni su kitais (skambuciai , SMSes ir tt)
o tarptinklinis rysys leidzZia tg patj telefong, kuris bus naudojamas daugelyje $aliy , numatant, kad
abiejy Saliy operatoriai tarptinklinio rySio sutart;.

e siysti ir gauti duomenis ir faksogramas (jeiKompiuteris pridedamas ), prieiga WAP paslaugos, ir
uztikrina visiskg prieigg prie interneto , naudojant technologijas , pavyzdziui, GPRS , mobiliojo
interneto , WiFi .

* programy, tokiy kaip laikrodis , signalizacija , kalendorius ir skaiCiuotuvas ir keletg Zaidimy.

e siysti ir gauti nuotraukas ir vaizdo jrasus per MMS, ir trumpais atstumais, pvz "Bluetooth" .

e GPS imtuvai integruota arba prijungti (pvz., naudojant "Bluetooth" ) j mobiliuosius telefonus.

e tiesioginio rysio , galima rasti kai kuriuos mobiliuosius telefonus , taifunkcija, kuri leidZiavartotojui
biti girdimas tik tuoaptarimas mygtukas yra , panasus j nesSiojama radijo stotele .

¢ funkcijos, skirtos link personalizavimas , pavyzdziui, vartotojo nustatytas ir atsisiysti melodijy ir
logotipy ir kei¢iamais dangteliais

¢ paprastai galima pasirinkti tarp skambéjimo tong, vibracijos perspéjimo, arba derinant

e both.

ISmaniyjy telefony operacinés sistemos

The most important software in any smartphone is its operating system (OS). An operating system
manages the hardware and software resources of smartphones. The most common smartphone
operating systems are: RIM (Blackberry), Symbian (developed by NOKIA but now in hands of
Accenture), iOS (developed by Apple), Android (developed by Google), Windows Phone (developed
by Microsoft). i0S and Android are the most popular OS>

Symbian

Symbian was the number one smartphone platform by market share from 1996
until 2011 when it dropped to second place behind Google's Android OS due to a
rather old technology that is being used. It will be discontinued most likely by the
end of 2016

Photo source: http.//www.zdnet.com

Windows Mobile

The multi-touch-enabled Windows Mobile 7 (now replaced by Windows Phone)
arrived in 2010. The OS is based on Windows OS. Much of the strength of this OS lies
in the compatibility with the Microsoft Office suite of programs.

Photo source: http://www.digitaltrends.com

® Gartner Smart Phone Marketshare 2012 Q1, Gartner, Inc. Retrieved 2012-05-26.
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Android

Android is a Linux-based operating system for mobile devices such as smartphones
and planseté kompiuteriss. It is developed by the Open Handset Alliance, led by
Google, and other companies.

Android 4.0 (Ice Cream Sandwich) is the latest version of the Android platform for
phones, plansetés, and more. Refined animations and feedback throughout the
system make interactions engaging and interesting. An entirely new typeface
optimized for high-resolution screens improves readability and brings a polished,
modern feel to the user interface.

Photo source: http.//www.aliexpress.com

Multitasking is a key strength of Android and it's made even easier and more visual on Android 4.0.
The Recent Apps button lets you jump instantly from one task to another using the list in the System
Bar. The list pops up to show thumbnail images of apps used recently — tapping a thumbnail
switches to the app.

Rich and interactive notifications let you keep in constant touch with incoming messages, play music
tracks, see real-time updates from apps, and much more. On smaller-screen devices, notifications
appear at the top of the screen, while on larger-screen devices they appear in the System Bar.

Unikalios Operacinés sistemos

iPhone

Apple’s iPhone uses a variation of the Mac OS, known as OS X. iOS (originally iPhone OS) is a mobile
operating system developed and distributed by Apple Inc. Originally released in 2007 for the iPhone
and iPod Touch, it has since been extended to support other Apple devices such as the iPad and
Apple TV. Unlike Windows CE (Mobile and Phone) and Android, Apple does not license iOS for
installation on non-Apple hardware.

The user interface of iOS is based on the concept of direct manipulation,
using multi-touch gestures. Interface control elements consist of sliders,
switches, and buttons. The response to user input is immediate and
provides a fluid interface. Interaction with the OS includes gestures such as
swipe, tap, pinch, and reverse pinch, all of which have specific definitions
within the context of the iOS operating system and its multi-touch interface.
Internal accelerometers are used by some applications to respond to
shaking the device (one common result is the undo command) or rotating it
in three dimensions (one common result is switching from portrait to
landscape mode).

iOS is derived from OS X.

Photo source: http://iphonedevelopmenttutorial.orq/
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BlackBerry

BlackBerry OS is a proprietary mobile operating system, developed by
Research In Motion (RIM) for its BlackBerry line of smartphone handheld
devices. The operating system provides multitasking and supports
specialized input devices that have been adopted by RIM for use in its
handhelds, particularly the trackwheel, trackball, and most recently, the
trackpad and touchscreen.

Photo source: http://www.gsmarena.com

Bada

The Bada is an operating system for mobile devices such as smartphones and planseté kompiuteriss.
It is developed by Samsung Electronics and announced in 2009.

Resource: Ed Hansberry (11 November 2009). "Samsung Bailing on Windows Mobile"

2.9.2 Mobilaus prietaiso naudojimas

The mobile phones provide an incredible array of functions. The following provides an Apzvalga.

2.9.2.1 Skambudiy paslauga

Pagrindiné funkcija mobilyjj telefong balso rysio. Kaip tradiciniy fiksuotojo rysio telefony, mobiliyjy
telefony leidZia vienam vartotojui skambinti kitam ir pasikalbéti is tolo. Funkcijos, susijusios su balso
rySio yra automatinis perrinkimas, Paskutinio numerio priminti, skambintojo ID, kirtimu jeinancius ir
iSeinancius skambucius, garsiakalbj arba laisvy ranky galimybes, ir Greitasis rinkimas.

Kai telefonas taip pat yra jrengta balso aktyvuota rinkimas ir funkcijas kaip tylus rezimas, kuris
iSjungia skambéjimo ar rodo jeinancius skambucius ir jspéjimus vibracijos. Daugelis mobiliyjy
telefony taip pat yra galimybe blokuoti skambucius i$ nepageidaujamy numeriy arba pritaikyti
melodijos siysti garsinj nuoroda j skambutj saltin;.

Skaityti daugiau: Kas yra mobiliyjy telefony funkcijos?

http://www.ehow.com/list 6363799 functions-mobile-phones .html#ixzz1y8ZhSLMt

2.9.2.2 Tekstinés zinutés *

SMS stendai trumpyjy pranesSimy paslauga . Paprasciau tariant, tai yrabendravimo badas , kuris
siuncia tekstg tarp mobiliyjy telefony arba iS kompiuterio arba delninio prie mobiliojo telefono . "
Trumpas" dalis reiskia maksimalaus dydzZio tekstiniy : 160 (raidés , skaiciai ar simboliai lotyniska
abéceéle ) .
Net tada, kaimobilusis telefonas yra nenaudojamas, jis yra nuolat siunciama informacija . Ji kalbéjo su

* http://computer.howstuffworks.com/e-mail-messaging/sms.htm
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savo mobilyjj telefong boksto per kelias vadinamasvaldymo kanalas . Sio kalenimas yra todél,
kadmobilusis telefonas sistema Zino , kuri mobiliojo jasy telefonas , todél , kad jasy telefonas gali
pakeisti mobiliuosius telefonus , kaip jums judéti aplink. Kas taip daZnai , todél jisy telefonas
irbokstas keistis duomeny paketg , kuris leidzia abu Zinome, kad viskas yra OK

Telefonas taip pat naudoja kontrolés kanalg skambuciy nustatymus. Kai kas nors bando uzmegzti su
jumis rysj ,bokstas siuncia jusy telefone virs valdymo kanalg, kuris pasakoja savo telefong Zaisti savo
melodija pranesima. Bokstas taip pat suteikia jisy telefonui balso kanaly dazniy poros naudoti uz
skambutj

Valdymo kanalas taip pat suteikia galimybe SMS Zinutémis kelig. Kaidraugas siuncia Jums SMS Zinute,
teka per trumpyjy pranesimy centro , tada prie boksto , obokstas siuncia zinute j jasy telefong kaip
mazas pakelis duomeny valdymo kanalg. Lygiai taip pat , kai jus siunciate pranesimg, jusy telefonas
siuncia jj j bokstg valdymo kanalg ir jis eina nuo boksto j trumpyjy praneSimy centro, o iS ten j savo
paskirties vietg

Faktinis duomeny formatas pranesimg apima tokius dalykus kaip pranesimo ilgj, laiko spaudu ,
paskirties telefono numerj formatg ir tt.

2.9.2.3 Accessing internet services

An E-mail Message

To look at e-mail messages, an e-mail client is used (e.g. Gmail on Android). All e-mail client
programmes generally do four things:

e Show you a list of all of the messages in your mailbox by displaying the message headers.
The header shows you who sent the mail, the subject of the mail and may also show the time
and date of the message and the message size.

e Select a message header and read the body of the e-mail message.

e Create new messages and send them. You type in the e-mail address of the recipient and the
subject for the message, and then type the body of the message.

e Add attachments to messages you send and save the attachments from messages you
receive.

Get information (news, entertainment, etc.) from the Internet

Staying connected has become so important that internet services moved also to mobile phones.
That's where wireless Internet comes in, whether accessed through a Wifi spot, or using the 3G and
4G capacities of the phones.

2.9.3 Programos

Tai programa, kuri daro kazka - ar tai verslo , bendravimo, ar pramogy . Pastaraisiais metaiszodis "
App " buvo vadinama programa, kuri daugiausia veikia internete ( ty Chrome paraiskas ) , arba
mobiliuoju  prietaisu - pavyzdziui, mobilyjj telefong ar planseté  Kompiuteris

Smartphonach ir planseté kompiuteriss augimas reiskia, kad Siuo metu yra takstanciai apps
prieinama , nuo paprasty uZraSy programy , j naujieny skaitymo ir vis daZniau Zaidimus .
Kalbant apie operacinés sistemos , du dideli pretendentams Siuo metu yra "Apple" iOS " ir " Google
Android . Apple iPad veikia savo iOS sistema , o "Android" sistema "Google" yradaug atviresné , kad
kiti gamintojai galéty jj naudoti savo jrenginiuose. Nors Si veislé yra gera, ji taip pat reiskia, kad
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yrajvairiy ekrano dydzio ir spektakliy , kurie kurdami Android " jrenginiy programag turi buti
atsizvelgiama.

Nuo 2012 kovo mén buvo virs 360,000 aktyviy apps j Apple App Store , ir beveik 300.000 Android
Market " . Beveik 700 naujy apps, yra papildomas kiekvieng dieng "Apple App Store" ir beveik 1,000
yra papildomas kasdien Android Marketplace " . Zaidimai sudaro 16 % visos abiejy platformy ir knygy
turi apie 14 % rinkos .
Jei turite savo planseté pc, tai lengva jsigyti programg ir jdiegti jg j jlsy jrenginj . IPad galite naudoti
Apple App Store tiesiai i$ jrenginio arba jj prijungti prie savo Kompiuteris ir jj atsisiysti per iTunes .
"Android" prietaiso patirtis yra labai panasis. Jis galite prisijungti prie "Android Market" tiesiai i$
jrenginio arba eikite j rinkos svetaine iS savo Kompiuteris , kuris sieks programg j savo prietaisa.
Programos bilna jvairiy kainy , nuo nemokamai visg kelig iki beveik 1,000 € . Nuo 2012 kovo 33%
Apps " laisvai " Apple App Store ", 0 63 % " Android Market.

2.9.4 |sigijimas prietaiso, kuris padeéty jvesti
teksta alternatyviais budais 5

Following provides a quick ApZvalga of advice regarding what characteristics one needs to pay
attention to when purchasing a new mobile phone.

2.9.4.1 AKklieji ir regéjimo sutrikimus turintys
klientai

There are many degrees of visual impairment ranging from difficulty in reading small characters
through to complete blindness.

All mobile phones incorporate displays that provide a range of options for users with visual
impairments:

e Tactile markers to help orient your fingers on the keypad

e Audible or tactile feedback to confirm a button has been pressed

e Adjuslentelé font sizes

e Audible cues for low battery, caller waiting or ending a call and volume level

¢ Adjuslentelé brightness/contrast controls for the display

e The size of the main display

e Backlit display

The shape of the device may also be something to consider. In this case a sliding or flip phone design
may be of interest to make it easier to answer or hang up a call.

Voice recognition is also a very useful feature that can help people with a visual impairment. This
allows the user to use voice commands for dialling and accessing features on the phone.

Another feature is the ability to assign different ring tones to different numbers stored in the phone.
Most phones have a raised dot on the number 5 to help you find your way around the keypad, as

well as making a noise when you press keys. Others let you chose individual ringtones for different
people. You can even set up voice-activated calling for your most popular numbers.

Look out for:

> http://mobileaccessibility.info
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e Large, well spaced, keypad & raised keys
e Audio feedback

e Back-lit keypad

e Adjuslentelé contrast

e Adjuslentelé font size

e large, clear, screen display

e Voice calling

e Profiles

e Audible battery indicator

2.9.4.2 Negirdintys ir kurtieji klientai

For people with moderate to profound hearing loss using a telephone of any type can be a real
challenge. Most mobile phones offer a range of features that can certainly make a noticeable
difference to those with hearing difficulties, including:

e Avrange of visual alerts to notify the user of incoming calls/messages

e Adjuslentelé volume control

e Display of missed, received or dialled calls through call logs

e Visual or tactile indicators showing what’s been pressed on the keypad, and visual display of
text

o Text based messaging options

Two-way video conferencing allows sign language to be used to communicate. This sort of facility
depends heavily on the network speed and video capabilities (front camera is needed) of the phone.
Other features that may be interest include hearing aid compatibility and Text phone/TTY
compatibility for those using such services. As the quality, immunity and customization of hearing
aids vary greatly, hearing aid wearers should definitely test different phones before buying to ensure
that the particular model of phone is going to work well with their hearing aid.

Adjuslentelé volume, vibrating alerts and the ability to send emails are very much standard features
today. You can also use your phone to send & receive texts. Many models can also be used in
conjunction with an induction loop.

Look out for:

e Vibrating alert or flashing
e Predictive text

e Tactile feedback

e Volume control

e Changeable ringtones

e Hearing loop

o WAP

e GPRS
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2.9.4.3 Klientai su ribota ranky kinetika

For people with limited dexterity such as those with arthritis, operating the keypad or simply holding
the phone can be difficult. For these people, the following features may be of interest:

Ability to use the phone in handsfree mode

Predictive text input that predicts the word and minimizes the number of key presses

Any key answering which allows the call to be answered by pressing any key

Voice recognition for dialling or accessing features within the phone

Design where the controls of the phone do not require pinching, twisting or rotation of the
wrist

Consideration may also be given to the shape of the device with a 'candy' bar design being more
useful to avoid the extra movements that a phone with a folding or sliding design requires. A flat
back on the phone can also be helpful to allow for operation on a lentelé top rather than having to
be held.

Optional accessories such as a Bluetooth headset or klaviatira can also make life easier by making
texting and talking much easier.

Many phones now have voice-activated calling for your most popular numbers, while a hands-free

loudspeaker means you don't have to hold your phone while talking. Accessories such as belt clips

and headsets keep your mobile ready for use whatever you're doing

Look out for:

Voice calling

Hands-free loudspeaker
Lightweight

Large, well spaced, keypad
Recessed keys

Tactile feedback

Vibrating alert

Shock/Water/Dust resistant casing

2.9.4.4 Kalbos sutrikimai

Zmoneés, kurie turi kalbos susije prieinamumo poreikius bus linke remtis tekstiniy funkcijy
telefonus, siekiant padéti joms veiksmingai bendrauti. Sie variantai gali biti:

e Tekstiniai prane 'imai / SMS (jskaitant priémimo pakartotinai sms'es)

* pasto

¢ |[nstant Messaging

¢ Realaus laiko text

¢ Multi-Media praneSimai

¢ Nuspéjamasis tekstas

2.9.4.5 Atpazinimas

UZztikrinti meniu ir instrukcijos yra aiskios ir lengvai suprantamos, teikiant paprastas instrukcijas, kai
kaZzkas privalo i$ vartotojo ir suteikti pakankamai laiko, kad Zmonés galéty patekti reikiamag
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informacijg yra visos funkcijos, kad dauguma Zmoniy bus naudinga.

Dar viena naudinga funkcija yra gebéjimas susieti nuotraukas su telefono numeriy telefony atminties.
Kitos funkcijos, kurios gali bati naudinga, pvz:

» Atsizvelgdama tarp garso, vaizdo arba Vibracija jspéjimai pasirinkimas leidZia vartotojams suZinoti,
kada jie gauna skambut;j

¢ Raktai teikti garso, vaizdo ir lytéjimo grjztamojo rysio, kai paspaudziamas

* Populiarios funkcijas, pavyzdziui, skambinant galima valdyti kartojant i$ anksto jrasyty balso
komandas

¢ Pagalba meniu skirtos numatyti informacijos yra praSoma

e Klaviattros spartieji klavisai, kad kiekvienas Zingsnis greitas ir efektyvus

2.9.4.6 Mobilus saugumas®

e Nors grésmiy tiesiogiai mobiliyjy prietaisy skaicius iSlieka santykinai mazas, palyginti su
grésmemis , skirty PC, ten buvo nauji pokyciai Sioje srityje . Ir kaip prasideda kenksmingg
koda mobiliesiems generuoti pajamas kenkéjisky programy autoriai bus daugiau grésmiy
sukurta Siy prietaisy , ypac¢ Zzmonés vis dazniau naudojasi mobiliaisiais prietaisais jautriy
operacijy, kaip antai internetu ir bankininkysté.
Saugumo bendrové "Symantec klasifikuoja grésmiy tipy j keletg pagrjsty jy funkcionaluma
jvairiose kategorijose . Toliau pateikiami apibréZzimai kiekvienos pakategorés :
¢ Renka Device duomeny renka informacija, kuri yra specifiné jrenginio funkcionaluma ,
pavyzdzZiui, IMEI, IMSI, operacinés sistemos ir telefono konfigiracijos duomenis .
* Snipai Vartotojo tycia renka informacijg is prietaiso laikyti ekranasvartotojas, pavyzdziui,
telefono rasty ir SMS Zinutémis , ir siuncia juos j nuotolinio Saltinio .
e Siuncia Premium SMS- siuncia SMS pranesimus j padidinto tarifo numerius , kurios
apmokamos is vartotojo mobiliojo rysio sgskaita.
¢ Downloader- galite atsisiysti kity pavojy prie pavojus prietaiso.
¢ Atgal durys atsidaro uZpakalines duris uzkréstame prietaiso , todél uZpuolikai atlikti
savavalisky veiksmy.
¢ Dainos Vieta - renka GPS informacijg i$ prietaiso specialiai sekti vartotojo buvimo vietg .
¢ keitia Nustatymai -changes sgrankos parametrus apie pavojus prietaiso .
¢ Spam siuncia spam elektroninio pasto pranesimus i$ pavojus prietaiso.
¢ Perimti kamuoliai Media siuncia Ziniasklaidos , pavyzdziui, paveikslélius , su nuotolinio
Saltinio .
¢ Pakelia privilegijoms bandantis jgyti privilegijy nei nustatytosios diegiant programg siejama
su rizika.
¢ Banky Trojan- ekranass uz bankines operacijas jrenginj, rinkti slaptus duomenis tolesniy
kenkéjisky veiksmy .
¢ SEO Apsinuodijimas - periodiSkai siuncia telefono narsykle j i$ anksto nustatytus URL
siekiant padidinti paieSkos rankingach .
Mobiliyjy programy (" Apps ") su piktais ketinimais iSaugo iki démesio 2011 , gali kelti rimtg
pavojy vartotojy mobiliyjy jrenginiy . Sie rodikliai rodo skirtingas funkcijas , kad $iy blogy

® Based on
http://www.symantec.com/threatreport/topic.jsp?id=threat activity trends&aid=analysis of mobile threats
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Mobile Apps atliktus per metus . Duomenys buvo renkami analizuojant pagrindinj
funkcionaluma kenkéjisky programy mobiliesiems . "Symantec" nustaté penkis pirminius
mobiliyjy rizikos rasis :

¢ rinkti duomenis . Labiausiai paplitusi tarp blogy mobiliyjy programy buvoduomeny is
uzkréstame prietaiso kolekcija. Tai paprastai daroma ketinant atlikti tolesnius kenksminga
veikla, daug tokiu buduinformacija vagysté Trojos galiomis . Tai apima jrenginio ir konkretaus
vartotojo duomenis , nuo konfigiiracijos duomeny banko rekvizitai . Si informacija gali bati
naudojama jvairiais budais, taiau didZioji dalis, tai yra gana nekenksmingi su IMEI8 ir IMSI9
skaiciy, imtis uZpuolikai kaip bldas identifikuoti jrenginj. Daugiau apie tai surinkti duomenys
apie jrenginio programinés jrangos , pavyzdZiui, operacinés sistemos ( OS ) versija arba
jdiegtas programas, atlikti tolesniy iSpuoliy ( tarkim, tinkamai panaudodamas programinés
jrangos pazeidZiamuma ). Reciau, bet didZiausig susirlipinimg kelia kai vartotojas konkreciy
duomeny, pavyzdziui, banko rekvizitai, yra surinkta , bandant padaryti neteiséty sandoriy .
Nors Si kategorija apima platy spektrg duomenimis,tarp jrenginio ir vartotojo duomeny
skirtumas iSsamiau pateikti Zemiau subkategorijas.

¢ Jraso Vartotojas . Kitas labiausiai paplites tikslas buvo sektivartotojo asmenine elgseng ir
veiksmus. Tokia rizika pasireiSkia duomenis specialiai Snipinéti atskiram naudojant telefona.
Tai daroma renkant jvairias rySiy duomenis, pavyzdzZiui, SMS Zinutes ir skambuciy telefonu
rasty, ir siysti juos j kitg Kompiuteris ar prietaiso. Kai kuriais atvejais jie gali net jrasyti
telefono skambucius. Kitais atvejais Si rizika sekti GPS koordinates , iS esmés islaikyti skirtuky
prietaiso vietos ( ir jy vartotojy ) bet kuriuo metu . Rinkti nuotraukas , kuriy buvo imtasi kartu
su telefonu, taip pat patenka j Sig kategorija.

e Siysti turinj. Treciasis pagal dydj grupé rizika yra blogas programas, kurios siuncia i$ turinio.
Si rizika skiriasi nuo pirmujy dviejy kategorijy , nes jy tiesioginis tikslas yra uzdirbti pinigus uz
uzpuolikas. Dauguma Siy riziky bus nusiysti tekstinj pranesima j padidinto tarifo SMS
skaiciaus, galiausiai, jtrauktos j mobilyjj sgskaitg jrenginio savininkas. Taip pat j Sig kategorijg
, yra rizika , kad gali bati naudojami kaip elektroninio pasto Slamstas relés , kontroliuojama
uzpuoliky ir siunciantys nepageidaujamas laiskus i$ adresy registruoty prie prietaiso. Vienas
grésme Sioje kategorijoje nuolat siunciami HTTP uzklausas j nelygumai tam tikras puslapiy
per paieskos rankingach viltis.

e tradicinés grésmeés . Ketvirtoji grupé yra daugiau tradiciniy grésmiy, tokiy kaip nugaros
duris ir faily . Uzpuolikai atrodo nori uostg Sie rizikos tipai is kompiuteriy j mobiliuosius
prietaisus, ir pazanga buvo padaryta 2011 .

¢ Keisti nustatymus . Galiausiai yranedaug rizikos , kad pagrindinis démesys skiriamas
priémimo konfiglracijos pakeitimus . Sie tipai bando pakelti privilegijy ar tiesiog keisti jvairius
parametrus per operacine sistema. Sis galutinis grupés tikslas, atrodo, atlikti tolesnius
veiksmus uzkréstame prietaisos.
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2.9.4.6.1 Virusai, piktybinés programos ir apgaulingos programos’

The mobile developer professionals are stressing that common sense is often the best defence
against malicious attacks - don’t click on links in emails and only go to sites you trust. People tend to
forget those advices.

The solution to this problem is simple. Software companies have developed antivirus software for
mobiles and Smartphone’s and the download is as simple as it would be on a PC. Here are some
examples.

Lookout

Lookout is an Android virus protection software that scans every app on your smartphone and
immediately alerts you of any mobile viruses, spyware or malware on your phone. The Android virus
scanner remains vigilant by automatically scanning your smartphone — daily or weekly — at any time
of day you request. In addition, the Lookout virus scan is constantly updated with the latest threat
information.

AhnLab Mobile Security

AhnlLab Mobile Security is a solution for viruses and worms protection that runs on Windows Mobile,
Symbian and Palm OS.

BitDefender Mobile Security

BitDefender Mobile Security provides permanent antivirus protection for mobile devices running
Symbian or Microsoft Windows Mobile. Relying on the valuable BitDefender experience in fighting
kompiuteris threats, BitDefender Mobile Security is a light, easy to use instrument that will keep your
mobile device on the move.

Kaspersky Mobile Security

Kaspersky Mobile Security is a complete protection package for the Smartphone. The package
includes anti-theft protection, virus protection, firewall and anti-spam for SMS, EMS and MMS.

Norton Smartphone Security

Norton Smartphone Security is a well known antivirus package which includes anti-spam and firewall
for Smartphone protection. The package is offered by Symantec.

ESET Mobile Antivirus

A fully integrated real time protection package against any malicious attacks to your Smartphone. Its
On-Demand Scanning includes scanning of principle memory and porlentelé memory media, full
memory and running processes scan. Specific folder scanning is also possible. Advanced On-Access
protection offers effective scanning of all created/used files with enhanced virus detection
capabilities and access time. Scanning of files incoming via wireless connections is covered

7 http://www.comptalks.com/top-10-mobile-antivirus-for-download-2010/
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(Bluetooth, Wi-Fi, Infrared). Like others it also provides SMS spam protection and a user friendly
activity log.

Whatever mobile antivirus you go for, a few extra tips to protecting your phone is to never accept
any content on Bluetooth if you do not know the sender. Be very cautious when installing third party
softwares such as games, ringtones, wallpapers, or theme-packs.

2.9.4.6.2 5 privatumo patarimai mobiliyjy programy naudotojams®

leskoti pozymiy Trust

Patikrinkite vartotojy nuomones pries jus atsisiysti progr . Vartotojai greitai skelbti blogg patirtj,
todél galite paprastai suzinoti, jei jus susiduriame su " scammy " arba " Slamstas " app skaityti
naujausius nuomones apie app savo mobiliajame app rinkoje ar parduotuvéje .

Skaityti App Privatumas

Programa turéty bati privatumo politikg arba nuorodg j iSorine politikg - susisiekite su app kiréjas ir
prasyti Sios informacijos , jei jie nesugeba jtraukti. App "privatumo politika yra svarbiy atskleisti,
pavyzdziui, kokia informacijaprograma renka ir kaip ji naudoja Sig informacija. Kai kurie apps,
pavyzdziui, gali naudotis savo kontaktine informacijg arba informuoja savo socialinius rysSius savo app
naudoti po jlsy paprasys prisijungti naudodamiesi savo esamga elektroninio pasto ar socialinio tinklo
log-in jgaliojimai. Veikla, pavyzdziui, tai yra apraSomi app privatumo politika taip , skaitant jj jus galite
daryti kompetentingus sprendimus dél dalintis savo asmenine informacija.

App "privatumo politika paprastai rasti skyriuje" Nustatymai " arba" Apie Sig App " skirtuko , arba
kaip ne i$ App ekrano apacioje nuorodos.

Perzitrékite ir nustatykite "App - Lygis Privatumo nustatymai

Daugelis mobiliyjy programy turi priéjimo paciame app, paprastai per per "Nustatymai " arba "
Privatumas" pagrindiniame ekrane arba prietaisy skydo . Sie parametrai gali valdyti veiklg, pavyzdZiui
, arprograma gali pasiekti jasy buvimo vietos informacijg . Prie$ naudojant programg, perZidréti
privatumo numatytuosius nustatymus app jsitikinti, kad jas su jais sutinku .

Kai kurie apps uzsiima mobiliyjy skelbimy nukreipima, rinkti informacija apie jusy veiklg internete ar
naudoti Sig informacijg siekiant uztikrinti tikslinio skelbimus j savo mobilyjj telefong. Tai gali bati
jmanoma j atsisakymo i$ tikslinés mobiliosios reklamos tiesiogiai per app privatumo nustatymy,
taciau kai kuriais atvejais Sie opt -out gali biti prieinami tik per jmonés tradiciniy svetainéje.
Perzilrékite ir nustatykite OS Lygis Privatumo nustatymai

Dauguma mobiliyjy operaciniy sistemy (OS ), jskaitant iOS ( iPhone ), "Android" ir "BlackBerry",
sililome privatumo nustatymus. Naudojant OS privatumo nustatymus, pavyzdZiui, paprastai galite
iSjungti telefono gebéjimas Geo - rasti jus, taip neleisdama visi apps galimybe prieiti prie savo vietos
duomenis . Taip pat galite naudoti Siuos nustatymus sukurti slaptazodj prisijungimui prie telefono,
protingas mintis , jei turite joje saugomi slaptg informacijg , kuri galéty bati pakenkta j telefono
vagystés arba praradimo atveju. Jei naudojate "Android" mobiligjg OS, pavyzdziui, galite rasti
telefono vietg priéjimo prie " Settings" meniu . "Android" vartotojai gali paneigti arba leisti jvairius
vietos teises j savo telefonus , pavyzdzZiui, leisdama belaidZius tinklus , siekiant nustatyti savo pozicijg

® http://www.truste.com/why_TRUSTe_privacy_services/harris-mobile-survey/TRUSTe-Mobile-Survey-
Consumer-Tips.pdf
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arba sudaryti GPS palydovo vietg. "iPhone" vartotojams per savo OS privatumo nustatymuy, gali
apriboti arba leisti vietos duomenis dalijimosi app per App pagrindu. Pavyzdziui, "iPhone" vartotojai
gali noréti, kad Zemélapis ir restorany Apps naudotis savo vietos duomenis , bet apriboti loSimy Apps
prieigg prie Sios informacijos.

Atkreipkite démesj , kad pop -up pranesSimus dél

Daugelis mobiliyjy programy gali paprasyti parodyti jums iSSokancius praneSimus ar rodys juos pagal
nutyléjima. Paprastai Sie pop -up yra apie app atnaujinimus ar veiklos (pavyzdziui, draugo prasymg ),
taciau kartais pamatysite privatumo pop- ups, kaip pop-up praSyma savo vietos duomenis . Tai verta
penkias sekundes perskaityti Sias trumpas pranesSimus pries paspaudziant "priimti" arba "ok" . Be to,
jei jus iSjungti app savo pranesimus, reikia zinoti, kad jums gali iSjungti privatumui iSSokancius
pranesSimus , taip pat.

ell.

2.9.5 Bendravimo programiné jranga

Almost all mobile smartphones and plansetés have the ability to use the communication software
mentioned in the previous section (Error! Reference source not found. Communication Software),
therefore the use of Skype, MSN and Google Talk is similar and follows the principles described. In
the following paragraphs we will make a quick review of the installation and use of the two main
communication applications, Skype and Google Talk. The User Interface in both cases is almost the
same and the experience of the User in handling the applications in a desktop / neSiojamas
kompiuteris environment or a smartphone / planseté has minor differences.

2.9.5.1 Skype

For Android OS, we use the mobile app repository, Google Play, to search and find Skype for Android.
For other mobile operating systems download and installation is also possible through the official
website of Skype (Symbian, Windows, 10S, etc. http://www.skype.com/intl/en-us/get-skype/).

‘:,ﬁ skype for android

APPS 4

Skype - free IM & video calls

=¥ odkokok

Direct dial with Skype
)
Yk

= VOIP -Call Cheaper than Skype
P

okokokd

Launch Skype
2

e 3
*

1.2

[ 1 IM+ Pro

ok kokd
Skype Friends

L E

ki

Skype Boot
lliustracija 205: Finding Skype app in Google Play
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We select the app, by tapping on the relevant icon, and select to install it.

B3 Aops

s. Skype - free IM & video

Uninstall

Skype Name
erivaberg

Full Name
eclka be

Gender
female

ok kk ot 494,639 April 26, 2012
50,000,000+ downloads 14.18MB

| Allow automatic updating

RATE & REVIEW v W v W %
lliustracija 206: Skype installation process in Android

At the next prompt, we select the “download and install”.

When the installation process is completed, we select “Open”. We assume at this point that the User
will have an existing Skype account used with his / her desktop or nesiojamas kompiuteris (otherwise
the user may follow the steps of creating one through the mobile app) and a working wifi or data
connection. The user enters the login credentials to the relevant input fields, and the application
connects to the Skype service

lliustracija 207: User has logged-in to his / her Skype account through the smartphone
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The User can then open the contacts (the same ones existing on his / her desktop Skype installation),
select one or more contacts in order to start a chat or a voice call, or a video call, or transfer a file.

i skypes @ Q
All contacts

() aenaoss
A

() alexandros-variagin
m () Andrew Mark Burton
y
brigit
Echo / Sound Test ...

) eurocy.innovations
4

lliustracija 208: Contact list on Skype installed on an Android smartphone

(Exz ¢

@ eurocy.innovations

ions | porie |

Voice call @
Video call Q
Send IM @

Send file @

lliustracija 209: The User has selected a contact to communicate (Voice / Video call or Chat or by sending a file)

2.9.5.2 Google Talk

Google Talk (GTalk) is an embedded application to all Android smartphones, but can also be
downloaded and installed to devices with other operating systems (Windows mobile, blackberry,
etc.) With Google Talk, we can do the following:
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- Text chat
- Voice chat
- Video chat

(PhoenixKM) Karel Van..

vanisackerkarel@gmail.co

Dimitris Karaiskos
dkaraisk@gmail.com

Maria Goranova
Another channel for communication

Yannis Boutlas )
9 Be grateful for today say w

' Yannis Moniaros
moniaros@gmail.com

- AvTwvng BapZakakog
avarzaka@gmail.com

ALEX VARIAGIN

@ alvariagin@gmail.com

lliustracija 210: Contact list of a Google Talk installation on an Android smartphone

(PhoenixKM) Karel Va...
@ On mobile device

(PhoenixKM)

1) \!

hype message >

lliustracija 211: Text chat (IM) with a contact via Google Talk. (Video and Audio chat is also available)

2.9.5.3 Zenklai

These days, the use of a contemporary smartphone or planseté device provides convenient and
hassle-free ways of operating trivial tasks, such as browsing, searching, writing and reading to and
from our apparatus. Smart phone users have focused a lot on the voice-oriented operation and
control of their phone by interacting through Google's Voice Actions and Vlingo. But talking to a high-
tech device isn't always a practical option, especially when the user has a disability.
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Touch screens are a great way to interact with applications on mobile devices, where users can easily
tap, drag, interactively zoom-in/out, or slide the screen, quickly performing specialised actions in
their favourite applications. Gestures are a common feature in touch or multi-touch screens and
hence are commonly used in smartphones and plansetés. This subject was analysed in a previous
section (Error! Reference source not found.) but here we are going to make a review and a specific
reference to Android gestures for version 4.0.x of the OS.

Gestures allow users to interact with your app by manipulating the screen objects provided. The
following lentelé shows the core gesture set that is supported in Android 4.0.x.

a )

=& | REE

lliustracija 212: Touch gesture

Touch gesture - Triggers the default functionality for a given item.
Action: Press, lift

a )

lliustracija 213: Long press gesture
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Long press gesture - Enters data selection mode. Allows you to select one or more items in a view
and act upon the data using a contextual action bar. Avoid using long press for showing contextual
menus.

Action: Press, wait, lift

lliustracija 214: Swipe gesture

Swipe gesture - Scrolls overflowing content, or navigates between views in the same hierarchy.
Action: Press, move, lift

LEHEEY

lliustracija 215: Drag gesture

Drag gesture - Rearranges data within a view, or moves data into a container (e.g. folders on Home
Screen).
Action: Long press, move, lift
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lliustracija 216: Double touch gesture

Double touch gesture - Zooms into content. Also used as a secondary gesture for text selection.
Action: Two touches in quick succession

lliustracija 217: Pinch open gesture

Pinch open gesture - Zooms into content.
Action: 2-finger press, move outwards, lift
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lliustracija 218: Pinch close gesture

Pinch close gesture - Zooms out of content.
Action: 2-finger press, move inwards, lift

- )

lliustracija 219: Two finger scroll gesture

Two finger scroll gesture - Scrolls content up / down.
Action: 2-finger press, move up / down, lift

2.9.5.4 OR kodali

QR code is the trademark for a type of matrix barcode (two-dimensional code) first designed for the
automotive industry.
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]

[
lliustracija 220: QR code paradigm

More recently, the system has become popular outside the industry due to its fast readability and
large storage capacity compared to standard linear barcodes. The code consists of black modules
(square dots) arranged in a square pattern on a white background. The information encoded can be
made up of four standardised kinds ("modes") of data (numeric, alphanumeric, byte/binary, Kaniji), or
through supported extensions, virtually any kind of data.

QR codes in ICT are used for several occasions such as: to create website links, store phone numbers,
email ids, direction, etc. QR Codes can be used in Google's mobile Android operating system via
Google Goggles application or 3rd party barcode scanners like ZXing. The browser supports URI
redirection, which allows QR Codes to send metadata to existing applications on the device.

Nokia's Symbian operating system features a barcode scanner which can read QR Codes. For Apple
i0S, a QR Code reader is not natively supported, but there are numerous paid and free apps available
with both scanning capabilities and hard-linking to URI.

BlackBerry devices with the App World application, have the ability to natively scan QR Codes and
load any recognized Web URLs on the device's Web browser. Windows Phone 7.5 is able to scan QR
Codes through the Bing search app.

2.10 Prieinamos IKT: kas buty man naudinga?

Using ICT is one thing, but what if | have a disability that necessitates me to use supportive
technology to make adequate usage of ICT?

Following sections provide a concise ApZvalga of relevant initiatives that might be of interest to
people with disabilities.

2.10.1 Europa

Assistive Technologies related projects and initiatives:

e ATLEC project - www.atlec-project.eu: This project aims to create an AT ICT curriculum,
focused towards people with disabilities to empower them in becoming more aware about
relevant ICT based assistive technologies that can help them in gain and or maintain
employment.

e EASTIN Network - www.eastin-cl.eu/eastin: EASTIN is a European network that offers
information on assistive technology to all citizens. It is the most comprehensive web-service
in Europe on assistive technology, due to the joint effort of the partners in the EASTIN
project and to the European Commission which initially financed part of the work. The core
of the network is the EASTIN website www.eastin.info. This website provides, in all official
languages of the European Union, and in a user-friendly and accessible manner, a complete
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set of information and guidance tools concerning assistive technology. It includes
information on over 50.000 assistive technology products available on the European market
and over 5.000 manufacturers / suppliers; it also includes related info such as fact sheets and
suggestions on assistive solutions for daily living problems.

Oatsoft - www.oatsoft.org: OATSoft is dedicated to improving Assistive Technology and
kompiuteris accessibility through the power of Open Source development techniques.
OATSoft makes the best Open Source Assistive Technology Software (OATS) easy to find.

2.10.2 Belgija

Assistive technologies:

ICTwijs - http://www.ictwijs.eu/index.cfm?ee=2[262

Steunpunt Dyslexie - http://www.steunpuntdyslexie.nl/dyslexie-op-school/aanpassingen-en-
hulpmiddelen/

Center for Assistive Technology - Coaching in Hulpmiddelen - http://www.cat-
ch.eu/Wat%20bieden%20we/Wat%20bieden%20we.html

Dyslexiewegwijzer - http://www.dyslexiewegwijzer.nl/cms/ict-hulpmiddelen.html

Instituut Samenleving en Technologie (till 2013) -
http://www.samenlevingentechnologie.be/ists/index.html

ICT en Handicap - http://www.ictenhandicap.nl/ondersteunde communicatie.htm

Advisory organisations:

Toegankelijkheidsbureau - http://www.toegankelijkheidsbureau.be
Enter vzw — http://www.entervzw.be

Westkans vzw — http://www.westkans.be

Werkgroep Vorming & Aktie - http://www.wvavzw.be/

Belgian kompiuteris- and internet organisations for blind and visual impaired:

AnySurfer - http://www.anysurfer.be/, http://www.toegankelijkheidsekranas.be/
Kompiuterisacademie vzw — Vigitac ICT-projects -
http://www.kompiuterisacademie.be/vigitac/

GOCl vzw - http://www.goci.be/

ICTwijs - http://www.ictwijs.be/

Infovisie vzw - http://www.infovisie.be/

MODEM Communicatie- en Kompiuteriscentrum - http://www.modemadvies.be/
Open IT - http://www.openit.nu/

Webbra - http://www.webbra.be/

Centre de Ressources et d’Evaluation de Technologies pour les personnes Handicapées
(CREH) - http://www.fundp.ac.be/medecine

La Place des Ados - http://www.ados.ciger.be/index.html

Axistive - http://www.axistive.com/

Blinden en slechtzienden - http://www.facebook.com/pages/Blinden-en-
slechtzienden/168310585097

TReyelT - Uitleendienst van geavanceerde hulpmiddelen voor personen met een
visusbeperking - http://www.treyeit.be

GOCI vzw - http://www.goci.be/

Sclera vzw — http://www.sclera.be

Luisterpuntbibliotheek - http://www.luisterpuntbibliotheek.be/

Kamelego - http://www.kamelego.be/
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SPK vzw — Digidak - http://www.digidak.be/

Ithaka vzw — http://www.vzw-ithaka.be

Flemish Disability Agency VAPH, Brussels - http://www.vaph.be/vlafo/view/nl/10525-
Hulpmiddelen.html

2.10.3 Kipras

Education and other training centres for basic ICT skills

Christos Steliou Joannou Foundation (www.ioannoufoundation.org)

Deaf School Cyprus (http://agrino.org/deafschoolcy/)

School for the Blinds (http://eid-scholi-tyflon-lef.schools.ac.cy)

Cyprus Private Training Centers Association (http://www.sifk.org.cy/)
Epiteygma-ICT Training Center for PwDs (http://www.epiteugma.com/)
G.E. English Center (http://ge-centre.com/)

New hope Private Special & Tutorial Schools (http://www.newhope.com.cy/)
MK Prosopsis CYPRUS ASSISTIVE TECHNOLOGY - special education Cyprus
(http://www.mkprosopsis.com/)

SE.S and ICTEACH, CYPRUS (www.icteach.org/)

Cybernet Training Centers (www.cybernet.ac.cy)

eduCyber (http://www.educyber.com/)

Futurekids (www.futurekidscyprus.com)

CompuSuccess (http://www.compusuccess.net/)

2.10.4 Graikija

Open source and freeware accessibility and assistive software:
http://access.uoa.gr/fs/eng/pages/home

2.10.5 Lietuva

e Baltijos Kompiuteriu Akademija - http://moodle.bka.lt/ - Basic ICT training resources

2.10.6 UK (Resursai angly kalba)

Basic ICT Training

ALISON http://alison.com/course/category.php?id=1 “Whether you are new to computing or
have some experience, this curriculum will help you develop a fundamental understanding of
kompiuteriss. The courses help you learn the essential skills to begin computing with
confidence, be more productive at home and at work, stay safe online, use technology to
complement your lifestyle, and consider careers where you can put your skills to work.”

BBC WebWise - http://www.bbc.co.uk/webwise/courses/kompiuteris-basics - A set of
learning objects consisting of a mix of interactive video and games and text based
documents. Inaccessible to non-pelé users. Topics include: Your kompiuteris, using the web,
email and sharing, safety and privacy.

BBC Raw http://www.bbc.co.uk/raw/kompiuteriss/yourkompiuteris/index.shtml Provides a
further set of BBC kompiuteris training resources includinf kompiuteris basics, the pelé, the
klaviatlra, icons and windows, music and photos, printing, internet basics, internet browsers,
searching the internet, registering a website, shopping online and using email.

ECDL (The European Kompiuteris Driving License) -
http://www.homeandlearn.co.uk/BC/ecdl.html
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e Excellence gateway - http://www.excellencegateway.org.uk/ A portal of submitted learning
resources from the Learning and Skills Improvement Service (LSIS). It gives you access to the
most comprehensive collection of information and resources, networks and development
opportunities, brought together specifically for the further education and skills sector.

e FreeEd.net The Free Education Network - http://www.free-ed.net/free-
ed/Navigation/Level01/Level02/02 ComplnfoTech/02 Comp InfoCommTech.asp A
collection of online courses — including introductions to coding in several languages

e  Goodwill Community Foundation - http://www.gcflearnfree.org/kompiuteriss - A suite of free
resources to teach a number of topics including kompiuteris basics, internet basics, email
basics, social media basics, Google, Microsoft Office, Windows, Apple Mac OSX, Google Docs,
Microsoft Word, Microsoft Excel, Microsoft Powerpoint, Microsoft Access, and OpenOffice.

e Home and Learn, free kompiuteris tutorials -
http://www.homeandlearn.co.uk/BC/BeginnersComputing.html

e Microsoft Digital Literacy resources — A free basic ICT curriculum developed by Microsoft
http://www.microsoft.com/About/CorporateCitizenship/Citizenship/giving/programs/UP/dig
italliteracy/eng/default.mspx

e Priory Woods School and Arts College provides a number of free game resources to develop
skills in ICT literacy and maths. These resources are aimed at users with intellectual disability.
http://www.priorywoods.middlesbrough.sch.uk/page viewer.asp?page=Free+Program+Reso
urces&pid=161

e ViPi at http://www.vipi-project.eu/ — Accessible ICT training resources for people with
disabilities

e (CBeebies —the BBC provides some switch accessible games on its CBeebies website.
http://www.bbc.co.uk/cbeebies/games/theme/switch/

Assistive Technologies:

e ACE Centre at http://www.ace-centre.org.uk initiative on communication devices —
bumblebee

e BBC_ My Web My Way http://www.bbc.co.uk/accessibility/guides/ - A number of guides to
assist people with disabilities to access information online.

e Teach-ICT presents a list of recent news articles relevant to the use of ICT by people with
Disabilities. http://www.teach-ict.com/news/news_stories/news disability and ict.htm

e Alist of Assistive Technology Resource Centre which may provide useful tutorials, software
reviews etc.http://webtoolboxes.wikispaces.com/AT

2.11 Saugumas ir apsauga

Internetas turi tiek daug privalumy ir potencialg, kuris virSija galimg rizika. Nepaisant to, interneto
vartotojai turéty Zinoti apie Siuos pavojus ir Zino, kaip juos pasalinti. Norédami pabrézti dalyko
svarbai , turétuméte Zinoti, kad net patys Vyriausybés suprasti , kad reikia apsaugoti savo pilieCius
nuo rizikos ir pavojy , narSydami internete. Todél , dedikuoti interneto centrai yra nustatytos
kiekvienoje salyje, siekiant skatinti saugesnj naudojimasi internetu . Galite rasti interneto svetainéje j
atitinkamos centro savo Salimi, Lentelé 18 . Per Siy svetainiy galite pranesti apie neteisétg ar erzina
turinj, galite susidurti internete tiesiog paspaude ant specialiy nuorodos pirmame puslapyje savo
svetaine ir pildant formas . Be to, pagalbos linijos yra teikiamos , kur galima kreiptis pagalbos ( per
pokalbiy , elektroninio pasto, telefono ) apie problemas, su kuriomis galite susidurti naudodamiesi
internetu

Konkreti informacija apie tai, kaip conlliustracija ir naudoti jusy Kompiuteris ir atitinkamg programine
jrangg, aptariami tolesniuose punktuose.
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2.11.1 Operacinés sistemos (OS) ir programinés
irangos atnaujinimai updates

Operating systems are the most important type of software on a kompiuteris since they are
responsible for starting the kompiuteris and allowing users to install and run all other software tools.
As such, protecting the operating system from malware (malicious software) or other risks is the
most crucial part in system security.

The first step is to make sure that you install the current OS updates. These updates are offered by
the OS creator and, as the name suggests, they keep the system up to date by fixing any detected
vulnerabilities. As an example, we shall illustrate how to install these updates on the Windows 7
operating system and how to conlliustracija the OS to install them automatically.

e

>

—

From the start button on your kompiuteris’s desktop, write “Windows Update” in the search
box, wait for the option to appear (as in the lliustracija below) and then click on its name (lliustracija

221).

Programs (1)

] Windows Update -

Control Panel (14)

¥ View recommended actions to keep Windows running smoothly
7 Check for updates

[El View installed updates

|5 Run pregrams made for previous versions of Windows
¥ View recent messages about your computer

¥ Review your computer's status and resolve issues

F Check security status

F Choose how to check for solutions

PVIEW message archive

# Change device installation settings

£ Tum automatic updating on or off

ﬁ' Uninstall a pregram

|'f{ How to install a program

|'f{ Change or remove a program

! See more results

|‘ Windows updatel i E | | Shut down | » |

lliustracija 221: Using the start panel to launch the Windows Update tool

The main window of the Window’s update software tool will appear (lliustracija 222) and in case
there are available updates for the OS that are not already installed on your kompiuteris, it will
display the amount and their size:
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» Control Panel » System and Security » Windows Update

Control Panel Home

Windows Update

Check for updates
Change settings = 5
View update history ‘\e) Download and install updates for your computer
Y
Restore hidden updates = 3 important updates are 1important update selected, 944
available KB
Updates: frequently asked
questions Install updates
Most recent check for updates: Today at13:43
Updates were installed: 22/12/2011 at 13:39. View update history
You receive updates: For Windows and other products from Microsoft Update

Find out more about free software from Microsoft Update. Click here for details.
See also
Installed Updates
£ Windows Anytime Upgrade

lliustracija 222: The main window of the Windows Update tool, displaying available updates

Otherwise a message will indicate that your system is up to date (lliustracija 223):

[ X T - - [E=

O@-b + Control Panel » System and Security » Windows Update + | 43 ||| Search Control Panel £

File Edit View Tools Help

(]

Contrel Panel Home

Windows Update

Check for updates
Change settings _ X X

\'-/ Windows is up to date
View update history |

\ There are no updates available for your computer.
Restore hidden updates
Updates: frequently asked

questions Most recent check for updates:  Today at 1:30 pp

Updates were installed: 30/12/2011 at 2:06 pps. View update history

You receive updates: For Windows and other products from Microsoft Update
Seealso

Installed Updates
£ Windows Anytime Upgrade

lliustracija 223: The main window of the Windows Update tool, displaying a message that indicates up to date system

In case your OS is conlliustracijad to provide updates’ notifications, when updates are available a
notification icon (and a balloon) will appear at the bottom right of your screen (lliustracija 224):

9

Iﬁl New updates are available ™ *

\
-4 Click to install them using Windows Update.

lliustracija 224: Notification about availability of new updates at the bottom-right of the screen

You can launch the Windows update tool by double clicking on the icon (or the balloon), an
alternative way to the one described above. Either way, you will be transferred to the main window
and you will have to select the updates to be installed. Click on the blue text indicating the available
number of updates (lliustracija 225):
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3 important updates are
available

lliustracija 225: Text indicating the available number of updates

Then select the updates for installation by ticking their box and click OK (lliustracija 226). Usually it is
recommended to install all the updates in the list as some are required by other programs e.g. MS
Word, to work properly.

=1lc -
L"f:_'f » Control Panel » System and Security » Windows Update » Select updates to install 7‘ Sfah Con... !
Select the updates you want to install ‘
Name Size Security Update for Microsoft ~ *
I Windows 7 (2) ~  -NET Framework 4 on XP,

Important (3) Server 2003, Vista, Windows 7,

[V]| Security Update for Microsoft .NET Framework 3.5.1 on Windows 7 SP1... 3.7 MB Server 2008 x86 (KB2656351)

Security Update for Microsoft NET Framework 4 on XP, Server 2003, Vis... 54 MB

A security issue has been
indows Defender (1) ~  identified that could allow an

@| Definition Update for Windows Defender - KB915507 (Definition 1117, 044kg ~ Unauthenticated remote attacker
to compromise your system and

gain control over it. You can help
protect your system by installing |=
this update from Microsoft. After

you install this update, you may
have to restart your system.

Published: 29/12/2011
= You may need to restart
DOT your computer after

y

installing this update.

= Download is pending;

\7 please select this update
to start downloading

Total selected: 3 important updates

lliustracija 226: Selecting the updates which you wish to install and clicking ok to start the process

Finally select the button to start the downloading and installation procedure. When

the process is completed the main window will change to green status indicating the successful
installation of updates (lliustracija 227).

,;'J » Control Panel » System and Security » Windows Update

Control Panel Home

Windows Update
Check for updates
Change settings =
B riate hstory \@ The updates were successfully installed
Restore hidden updates Succeeded: 3 updates
Updates: frequently asked

questions Most recent check for updates: Today at 13:43
Updates were installed: Today at 13:51. View update history
You receive updates: For Windows and other products from Microsoft Update

Find out more about free software from Microsoft Update. Click here for details.

See also
Installed Updates
f; Windows Anytime Upgrade

lliustracija 227: Indication of successful installation of updates, as soon as this is finished

There are cases where some updates require a restart of your kompiuteris in order to complete their
installation. You can restart your kompiuteris either immediately or at a later stage, however make
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sure that you do not disconnect the power supply in order not to disturb the update process. You
also have the option to conlliustracija updates to be automatically installed. To do so, select the
“Change settings” option from the left list, choose the “Install updates automatically” option and
select OK.

2.11.2 Antivirusins programos

Another important category of software tools for system security are the antivirus programs. These
programs scan your files and the data downloaded from the Internet (or from other sources), detect
any malware (malicious software) and provide proper notifications and actions to avoid damaging
your kompiuteris. There are many proprietary antivirus tools which you can buy from the software
market (either via the Internet or from shops). Currently there are many free antivirus programs on
the Internet. Lentelé 16 gives a list with the most popular ones and their websites:

Lentelé 16: List of the most popular Antivirus software tools

Avast! Free Antivirus ,9_): http://www.avast.com/free-antivirus-download
AVG Anti-Virus Free i http://free.avg.com/
Microsoft S.ecurity &mmw http://windows.microsoft.com/mse
Essentials
Avira AntiVir Personal R) http://www.avira.com/en/avira-free-antivirus
AVIRA

We use the Avast! free edition as example to illustrate basic functions, how to protect your
kompiuteris and your data from viruses. All the programs mentioned above provide similar
functionality and it is up to the user to choose which one to use.

Antivirus programs once installed are default always active, but without interrupting the user. They
run in the background and scan every file you open or receive/download from the Internet.

There are a lot of potential viruses (one type of malware) sources which you must be aware of. The
first one is downloading files from the Internet. The most dangerous file-type is the one used for files
able to start a process on your kompiuteris, called execulentelés (ending in .exe). As a result you
must only open execulentelés downloaded from trustworthy sites. Email is another common source
of virus infections. Attachments may contain a virus, so if you are not sure of their source/sender
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avoid opening them. Also removable media such as flash drives and CDs are a potential virus source
and should be scanned before opening as we explain in the following.

You can launch the antivirus tool from the desktop or from the start panel but you can also launch it
by double clicking on its task bar icon on the bottom right of the screen (lliustracija 228).

i & i Ll

lliustracija 228: The icon of the Antivirus software on the task bar

The main screen of the tool reports your antivirus status. Most antivirus tools download and install
automatically updated lists with all detected and known viruses (known as definitions). However,
there exist cases when this is not done automatically, if not conlliustracijad so. Therefore, it is
recommended to update them before scanning your kompiuteris. To do so locate and select your
antivirus tool’s “Maintenance” or “Update” option (lliustracija 229):

D HELP CENTER | S, SETTING

It iz wital to slosys keep your securty software up-to-date. Whils seeast! is pre-set to update
automatically, you can alzo control the updates manuslly

- Update engine and virus definitions Click to update your virus definitions

Current version: 1201 02-0
Release date: 20202104507 Tp
Mumber of definitions: 3209575

The actual number of makwars samples that avast! can detect is much higher, &5 a single virus defintion can
idertify tens, hundreds, or even thousands of unigue samples.

MAINTERANCE

Upidate
Last update attempt: 57 minutes ago

Registration

“irus Chest

J Update Program Click to update your program

About avast!

Current version: 50877

A newe version of the program is availablel  Latest program version: 5.0.1367

lliustracija 229: The maintenance window of the avast Antivirus software tool

To scan your kompiuteris, locate the “Scan” option (lliustracija 230) where you might be given
options about the scan you would like to perform with descriptions for their purpose:
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You can use the controlzs below to run a pre-defined scan or to creste s custom scan of your own,

Mutltiple =cans can be run at the same time.

Quick scan
Performs a guick scan of your computer's system volume and operating memoary:.

e Start

More detailz ¥

Scan Logs
More detailz ¥

Full system scan o Start
v REAL-TIME SHELDS s Performs an in-depth scan of the system (thorough but slower).
% FAAIMTENANC

Removable media scan e Start

Scans all removable media currently sttached to the computer. ’
More detailz ¥

Select folder to scan o Start

Performs a full scan of & custom folder (to be selected when the scan is started). ’
More detailz ¥

Create Custom Scan

lliustracija 230: The Scan option from the avast antivirus main window

If you would like to scan a group of files and folders (or a single file), select them and right click on an
item from the group. Then from the pop up screen (lliustracija 231), select the “Scan with ....” (where
you will see your antivirus’ program name) or the text “Scan filename.type”.

File Edit View Tools Help Edit

Organize v @ Open ~ Print Burn New folder New
] Name Print

— Save As...
V]84 test.d
[E2(] i 7-Zip »

W Favorites
=] Recent Places
B Desktop
& Downloads

4 Libraries

[ Documents Scan test.docx
J’ Music
=/ Pictures »

B videos »

(°@| ok R

&

+& Homegroup

1% Computer
&, WINDOWS (C:)
a Data (D:)

lliustracija 231: Selecting a single file in your local file system and choosing to scan it by right-clicking

2.11.3 Asmeninés ugniasienés

An additional protection measure against Internet’s dangers is a personal firewall. Personal firewall is
a software tool that checks what kind of data your kompiuteris sends and receives and blocks
potentially dangerous traffic (sent and/or received data). Again, there are plenty of free firewalls
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available online and Windows 7 also has its own firewall installed together with the OS. To check if it

—
G
is currently active, from the start panel , search for the “Windows firewall” (lliustracija 232).

Programs (1)
W Windows Firewall with Advanced Security
Control Panel (3)

|‘ﬂWmdnwstewa\l \l
ow a pregram through Windows Firewa

¥ Check security status Windows Fi
Set firewall :
and malicie

7 See more results

‘wmdowsﬁrewa\\\ X | | Shut down | » |

lliustracija 232: Finding the Windows Firewall tool from the Start panel

If the firewall statuses are both green then the firewall is ON, as shown in lliustracija 233 below:

e

(\g@‘ﬂ » Control Panel » System and Security + Windows Firewall [ ¢ || Search Control Panel
— =

File Edit View Tools Help

Control Panel Home 9
Help protect your computer with Windows Firewall

Allow 3 pragram or feature

Windows Firewall can help prevent hackers or malicious software from gaining access to your computer
through Windows Firewall

through the Internet or a network.

1% Change notification settings How does a firewall help protect my computer?

@) Turn Windows Firewall on or What are network locations? |
off = -

& Restore defaults . [@‘ Home or work (private) networks Connected (v)
Advanced setti ! . =

&) Advanced settings . [@' Public networks Not Connected (¥)

Troubleshoot my network

Seealso
Action Center

Network and Sharing Center

lliustracija 233: Window showing the status of the firewall as ON

If they are red, click on the “Use recommended settings” to enable the firewall protection (lliustracija
234):
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e T |
T W < System and Security » Windows Firewall + | #3 || Search Control Panel 2|
5N E|

File Edit View Tools Help

Control Panel H @

e Help protect your computer with Windows Firewall

Allow a program or feature ‘Windows Firewall can help prevent hackers or malicious software from gaining access to your

through Windows Firewall computer through the Internet or a netwerk.
% Change notification settings How does a firewall help protect my computer?
) Tum Windows Firewall on or What are network locations?

off
%) Restore defaults Update your Firewall settings
&) Advanced settings Windows Firewall is not using the ) Use recommended sefings

recommended settings to protect your =
| Troubleshoot my network computer.
What are the recommended settings?
l @-‘ Home or work (private) networks Connected (v)
l @-‘ Public networks Mot Connected (v)

See also

Action Center

Network and Sharing Center

lliustracija 234: Window showing the status of the firewall as OFF and providing options to update it and set it up

Firewall tools, like antivirus tools, work silently in the background and take care of the system’s
protection to prevent any unwanted infections (traffic of malicious files or data from/to your
kompiuteris).

2.11.4 Interneto saugumas

Kaip minéta 2 skirsnyje , yra keletas pagrindiniy prielaidy manyti, malonaus ir saugaus interneto
patirtj . Kritinis ir jautri informacija perduodama kas antras per internetg. Jei Si informacija néra
apsaugota ji atsidurty visiems , kurie bando pavogti jj . Kaip rezultatas,tarp vartotojo ir interneto
puslapyje , kai kei¢iamasi slapta informacija rysj, turéty bati Sifruojamas ir uztikrintas. Sis Sifravimo
yra dar labiau bdtina , kai asmeniné informacija , pavyzdziui , slaptazodzius ir kredito korteliy
numerius yra tarp informacijos, kuria kei¢iamasi . Sifravimo , bty uztikrinta, kad , kai informacija
perduodama , norsinternetas visiems, kurie jsiterpia j rySio kanalg , nebus suprasti jos turinj. Kita
vertus ,teisinga imtuvas turi tinkamg raktus isSifruoti ir suprasti informacijag. Norédami suZinoti
daugiau apie kodavima ir kaip atpaZinti uzsifruotus svetaines rasite 2 skyriuje ¢ interneto saugumo .
Tada galite perskaityti toliau Siame skyriuje , kur saugumo ir saugos interneto naudojimo klausimais
yra analizuojamos iSsamiau..

2.11.4.1 Saugi paieska internete

leskodami informacijos internete, vartotojas gali susidurti nesvarbus, bet jZzeidZiancio turinio dél to,
kad kiekvienas Zmogus gali laisvai skelbti informacijg internete. Laimei, paieskos sistemos supranta
Sig problemg ir émési priemoniy, kad apsaugoty savo vartotojus jdiegiant saugaus paieskos funkcija.
Si parinktis veikia kaip protingas filtras, kuris patikrina rezultatus pries vartotojai gauti prieiga prie jy
ir blokuoja bet jzeidZiancio turinio i$ pasiekti galutinj rezultaty rinkinj. Paprastai Si funkcija yra jjungta
pagal nutyléjima, taciau $iy mes parodyti, kaip jjungti / iSjungti.

Google.com ", jums reikés spausti ant reduktoriaus simbolj virSutiniame desiniajame ir pasirinkite"
paieskos nustatymus ". Tada, priklausomai nuo to, kiek jis norite, kad jlsy rezultatai bus filtruojami,
perkelkite slankiklj j teisingg padétj ir spustelékite sutaupyti puslapio apacioje (lliustracija 235).
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hopping Gmail More ~ Sign in [Ee3
then click here > | Search settings
Web History

Google Instant predictions

n See predicted searches and results as you type.

SafeSearch filters

How much explicit sexual content (web pages, images, and videos) should SafeSearch filter fram your
results?

Lock SafeSearch

No filtering Moderate Strict
Choose the filtering level
lliustracija 235: Defining the search settings and the level of desired filtering of results for protection reasons, in Google
For the Bing search engine the process is quite similar. Click on the link Preferences on the top-right

corner of the page, then select the protection level from the list appearing on the page and finally
click on the Save button on the right (lliustracija 236).

ing Mews Maps More ;f MSN Hotmail : nited Kingdom

Click here 1st

3rd Save you choice

These settings apply to all of your searches

SafeSearch Fiter adult content from your search results.
Strict Filter out adult text, images, and videos fram your search results.
. . 2nd Choose you settin
< Moderate Filter adult images and videos but not text fram your search results. <: ¥ 2

Off Don't filter adult content from your search results.

lliustracija 236: Defining the search settings and the level of desired filtering of results for protection reasons, in Bing

2.11.4.2 Svarbios taisykles saugiam interneto
naudojimuisi

In course 2 Web browsing and security, an introduction was provided to the kind of malware
(malicious software) that exists. In this course we illustrated how to use an antivirus and a firewall to
protect your kompiuteris from infections. In the following we shall revise some important rules to
keep in mind while surfing the web. The list is non-exhaustive; however, it covers the most important
aspects.

v Do not visit websites whose reliability you are not sure of.

v Avoid clicking on pop up advertisements that might ask you for personal information to win a
price, participate in a lottery, etc.

v" Never download files from websites whose purpose you do not know

v Always look for the secure connection indicator before entering sensitive information like
passwords or credit card details.

v If the website does not use encrypted connection and you are not sure, do not enter any
details to avoid unwanted access to your personal details.

v" Be very careful when you share personal pictures.
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v" When people unknown to you try to contact you by email or by friend requests you must be
sure to know them before you reply.
v" Avoid opening emails and messages from people unknown to you.

2.11.5 Daugiau saugumo nustatymy

Many websites try to draw your attention by opening new advertisement windows while browsing
their content. This technique, also called “pop up advertising”, sometimes might hide potential risks
such as viruses or spoofing websites. At some occasions, offensive content may pop up as well. In
order to avoid all these, modern web browsers offer built-in pop up prevention.

To enable the pop up blocker in e.g. Internet Explorer 9, select Tools=>Pop-up Blocker->Turn on Pop-
up Blocker (lliustracija 237).

Delete browsing history... Ctrl+Shift+Del B Help = [ Blog This [gf_‘: Send to
InPrivate Browsing Ctrl+5hift+P

UK's Online M...

Tracking Protection...

ActiveX Filtering

Diagnese connectien problems...
Reopen last browsing session

Add site to Start menu

View downloads Ctrl+J
Pop-up Blocker 3 Turn on Pop-up Blocker = —1
SmartScreen Filter 3 Pop-up Blocker settings

Manage add-ons

Compatibility View
Compatibility View settings

Subscribe to this feed...
Feed discovery 3

Windows Update
F12 developer tools

Send to OneMote
Blog This in Windows Live Writer

Internet options

lliustracija 237: Enabling the Pop-up blocker in Internet Explorer 9

In addition, in case you do not want the browser to store visited pages and other data, (in case, for
instance the kompiuteris that you using is at an Internet café), you can use a privacy mode to prevent
unwanted intrusion. This mode is known as “InPrivate browsing” for Internet Explorer 9 (or Private
Browsing for Mozilla Firefox and Incognito mode for Google Chrome) and can be launched by
selecting Tools—> InPrivate Browsing (lliustracija 238).
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Delete browsing history... Ctrl+Shift+Del

/ InPrivate Browsing q{; Ctrl+Shift+P

- Tracking Protecticon...
ActiveX Filtering

Diagnose connection problems...
Reocpen last browsing session

Add site to Start menu

lliustracija 238: Selecting the option InPrivate Browsing in Internet Explorer 9

The new window (lliustracija 239) will have an indicator in the address bar, to indicate that you are
using a private session that does not store anything:

& InPrivate
File Edit View Favorites Tools Help

' ﬁHomE ~ [EJ Feeds () = [=1 Read mail @Prmt ~ Page~ Safety =~ Tools~ @He\p' Il Bleg This
|
InPrivate is turned on

‘When InPrivate Browsing is turned on, you will see this indicator

LTI & aboutInPrivate - X

InPrivate Browsing helps prevent Internet Explorer from storing data about
your browsing session. This includes cookies, temporary Internet files,
history, and other data. Toolbars and extensions are disabled by default.

See Help for more information.

To turn off InPrivate Browsing. close this browser window. I

“ 1 "
#115% -

lliustracija 239: Window confirming that the InPrivate Browsing option is turned on

2.11.6 Nelegalus turinys

While surfing the Internet you might come across different types of data whose distribution is illegal.
For example, a website that offers free downloading of a song that normally is sold at music stores.
The illegal downloading of songs without the permission of the original author is known as music
piracy. Moreover, Web piracy extends to other types of media such as movies and software. The
distribution of these files is prohibited by law and there are cases where people faced justice and got
severe financial penalties. As such, before downloading software and media, you have to be sure that
their distribution is not illegal and if you think it is, you can report them to your country’s
organisation against web piracy.
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Lentelé 17, below provides a non-exhaustive list with some countries and the websites of the
dedicated authorities, with more information on protecting yourself and reporting illegal content:

Lentelé 17: Non-exhaustive list of websites of authorities acting for cyber security in different countries

Belgium http://www.saferinternet.be/

http://www.clicksafe.be/

United Kingdom http://www.saferinternet.org.uk/

http://www.getsafeonline.org/

Greece http://www.saferinternet.gr
Cyprus http://www.cyberethics.info/cyethics1/
Lithuania http://www.draugiskasinternetas.It/It

2.11.7 Social Networking

In course 2-Web Browser and security we introduced the concept of a social network and provided
some examples. In this course we illustrate common security and privacy settings to avoid unwanted
access to your pictures, account etc. Note that the settings introduced in the following sections are
recommendations for a safer social networking experience. You can always conlliustracija your
account in a way that will make you feel more comforlentelé and safer.

2.11.7.1 Facebook

To access Facebook’s privacy settings click on the small arrow pointing down (') on the top right of
the screen and select Privacy settings. You will be transferred to the Privacy Setting page (lliustracija
240). Here you can set who will be allowed to view your profile and other information related to your
personal account such as your pictures and shared items. It is recommended to set this option to the
Friends choice.

A ) 1 Tk

Public Friends Custom

lliustracija 240: Setting Facebook privacy settings

You can also change who can sent you messages by selecting the “How you connect” option and then
configuring the given options (lliustracija 241):
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How You Connect

Who can look up your profile by name or contact info? £ Friends ~

Who can send you friend requests?

Who can send you Facebook messages? | 2 Friends of Friends |

who can post on your Wal? 2 Friends ~

Who can see Wall posts by others on your profile? (Mote: # Custom ~
Stories about likes, friendships, and some other types of wall
content aren't included in these settings.)

Learn more

lliustracija 241: Page where you can conlliustracija How You Connect options in Facebook

Be sure to click on the button Done, at the bottom of the window, once you have completed the
changes to your personal settings. If you need more information you can always visit the Facebook’s
help page at www.facebook.com/help .

2.11.7.1.1 Facebook prieinami puslapiai

Although Facebook does not have a dedicated accessible webpage, it does have a useful help section
about accessibility at www.facebook.com/help/accessibility, as also shown in lliustracija 242.

facebook nere cenTER Search the Help Center Back to Facebook

Using Facebook with Screen Readers and Other | engish ws) =
Assistive Technology

Basics » Manage Your Account » Accessibility

Basics
Learn About Facebook

Manage Your Account Expand All - Share
Facebook is committed to providing a great experience for all of its users. Learn about the buit-in tools and
Explore Popular Features technologies that help people with disabiities get the most out of Facebook.

» How do I submit a comment while using assistive technology or a virtual

Use Mabile keyboard?
To submit @ comment, you must make an 'enter’ key press into your operating system. If
Something‘s Not Working your virtual keyboard or assistive technology has changed the gener...

How do I register with Facebook using a screen reader?
Facebook provides an audio captcha alternative to the written captcha, allowing a screen
reading user to register with the site. Click the link an audio c...

Report Abuse or Policy

Violations » Do you provide a HTML only version of the site?
Yes, Facebook's mobile version of the site is HTML only and is compatible with Internet
Ads and Business Explorer 7 (and above) and other supported browsers, like Firefox...
Solutions » How can Ireport a problem with the assistive technology (i.e. screen
reader) I'm using?
; If you are experiencing a problem with a piece of assistive software or hardware on
Apps, Games and Credits Facebook, please click here to submit a report. When you submit a rep...

How do I increase/decrease the font/text sizes on Facebook?

Safety Center You can increase font/text sizes for Facebook from within most browsers: Hold the Ctrl or
Cmd key and press the minus (-} key to reduce szeHold the Ctrl...

How do I use Facebook Chat with a screen reader?

At this time, Facebook Chat uses dynamic web content that may cause problems with
some screen readers, We are working to resolve these problems. As an aft...

Community Forum

How do I make sure that my photos are accessible to assistive technology
(i.e., screen readers for blind users)?

The bes for you to ensure that images are accessible for everyone is to incude a
caption with your images. The caption wil allow you to briefly des...

» Do you provide navigational shortcut keys for the main pages on the site?
We do provide shortcuts on Facebook for keyboard-only users. If you experience any
problems with the feature, please email our accessibility team here. Th...

lliustracija 242: The accessibility page of Facebook
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There you can find useful information like klaviatiira shortcuts when using Facebook. A simpler
version of Facebook can be found at https://m.facebook.com. This is the mobile version of the

website but works with desktop browsers too. Some important shortcuts mentioned in the
accessibility page are the zoom in (Ctrl & plus “+“).and the zoom out (Ctrl & minus “-“).

2.11.7.2 Google +

To access privacy settings on Google+, click on the icon with a small arrow pointing down ( ~ )and
select “Privacy Settings”. Here you can change who can view your profile information or your photos.

L § Edit vizibility on profile . . . . .
Select the Edit visibility on profile ( ) option to change which information is

Anyone on the web ~

available to whom. From the new window select the Anyone on the web ( ) option
and change it accordingly to your personal taste. It is recommended that you set your information’s
visibility among your circles as shown below (lliustracija 243):

, Location

& Anyone on the web

Extended circles
I 9 Your circles

= a Cnly you
Custom

lliustracija 243: Window from where to define privacy settings in Google+

Continue to my profile

When done, select the Continue to my profile ( ~ ) option. Next, on the Google+

( 5 Google+ ) tab, you can change settings regarding your notifications and who can contact you.

Keeping your personal information and pictures among your circles is safer since you protect them
from unwanted access.

To find out more about Google+ visit http://support.google.com/plus .

2.11.7.3 Twitter

For Twitter’s settings (lliustracija 244), select the small arrow pointing down (') option on the top

left, next to your username. If you do not want to add location to your tweets, thus increasing your
privacy, make sure the “Add Location to your tweets” option is unchecked. Also, it is recommended
that you do not check the “Display media that may contain sensitive content” option as this will stop
Twitter from filtering the content you see from offensive or other type of media.
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Tweet Media

Tweet Privacy

HTTPS Only

[C] Display media that may contain sensitive content

[C] Mark my media as containing sensitive content
If you tweet images orvideos that may contain sensitive content, please check this
box so that people can be warned before they see it. Learn more

Pratect my Tweets

Only let people whom | approv ow my Tweets.

Ifthis is checked, your future Tweets will not be available publicly. Tweets posted
previously may still be publicly visible in some places.

Always use HTTPS

Use a secure connection where possible to encrypt your account information.

i

Deactivate my account

lliustracija 244: Window from where to define privacy settings in Twitter

If you do not want your tweets to be available to public check the “Protect my Tweets” option and

also the “Always use HTTPS” as this will encrypt your information sent over the website. You must

click on the “Save” button for your changes to take effect.

To find out more about Tweeter visit https://support.twitter.com/ .

2.11.7.3.1 Easy Chirp (Preinama alternatyva Twitter)

Along with YouTube and mobile Facebook, Twitter also has an accessible website. It can be found at

http://www.easychirp.com. Easy Chirp is not officially developed by the Twitter team but created by

other users instead. Before you start using the site, you must first sign in with your Twitter account.

Select the “Sign in with Twitter” option to navigate to the next page (lliustracija 245).
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Lifelong Learning Programme

-~

Web accessibility for the Twitter website
application

Easy Chirp is a web-aceessible alternative to the Twitter.com website. It is
designed to be easier to use and is optimized for disabled users. It also works
with keyboard-enly, older browsers nternet connection, and
without JavaSeript. Learn more about web accessibility.

Refer to the development tasks further down this page for items currently in
progress. Learn more about Easy Chirp on the About and Features pages. You

may also read an extensive list of user feedback and blogs/articles about this
application.

A

Sign In

£ | Sign in with Twitter

<= Click here to sign in with your
Twitter account.

Donate

Latest Tweets from Easy Chirp

= K==
\.

Donate to Easy Chirp

» Did you know? In my app, vou can view the date you or any user joined Twitter (from profile page)
» Neat! AFB wind-up talking book record player (YouTube) http://t.co/2S0eOpYP & #blindness #music £history via @AFBig21

» RIM Launches #BlackBerry Screen Reader (announced last week) http://t.co/onOjlqnN =" #mobile #a11y #rim via @berryaccess

» Neat news commentary: "User-friendly products help people with disabilities" http://t.co/Ruclxo3R o HT @vahooaccess #a11y #ux
» Tips on braille for business cards: http://t.co/6eraMégs @ (2007) http://t.co/84JL11I3 = (2011) #a11y Thanks @slewth

Follow me on Twitter at: @EasyChirp.

lliustracija 245: The main page of Easy Chirp, the accessible alternative of Twitter

In order to use Easy Chirp, you must authorise the website to use the Twitter functions (lliustracija
246). This is needed because it is not an official Twitter web page.

Authorize Easy Chirp to use

your account?

This application will be able to:

« Read Tweets from your timeline.

« See who you follow, and follow new people.

« Update your profile.

 Post Tweets for you.

o Access your direct messages.
Username or email

Password

[E] Remember me - Forgot password?

Authorize app No, thanks

This application will not be able to:
« See your Twitter password.

Easy Chirp

By Web Overhauls/Dennis Lembree
www.easychirp.com

A userfriendly, web-accessible Twitter
application. Works in all types of

browsers, settings, and input/output
devices.

« Cancel, and return to app

lliustracija 246: Window from where you can authorise the EasyChirp application to use your original Twitter account

Fill in your Twitter username and password in the respective field and select “Authorize app”.

Once you authorize Easy Chirp, you will be automatically navigated to the main screen, as shown in

[liustracija 247 below.
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following: o followers: 0 tweets: o
Remaining API Hits: 349

Ea%y Chirp

Home MyProfile Tips Articles & Feedback Features About

Go To User »

Tweet about Easy Chirp!
(What's happening?

Characters remaining: 140

| 1. Enter your tweet ‘ Post 2. Select "Post" to send
\ here. it online.

L ) My latest tweet:

Open Shorten URL »

Timeline

None found.

lliustracija 247: The main screen of Easy Chirp after authorising it to access your Twitter account

From here to post your 140 characters text, click in the text box and write your tweet. Then select
the “Post” button to send the tweet online and make it available to your subscribers.

2.11.7.4 Netlog

Here we present how to increase your privacy on Netlog. You can change at any time what status

your friends will see by clicking your current status, next to your username (lliustracija 248).

(2]

lliustracija 248: Window from where you can define your current status in Netlog

To access the privacy settings select the “Settings” option below your username, at the top right of
the screen. Netlog offers some predefined settings but you can set your own by navigating through
the tabs (lliustracija 249):

Settings / Privacy / Overview

m Findability Profile access Communication Logs Feeds Whitelist Blacklist

o Your privacy settings allow you to use your public profile to get to know new people.

You can choose a set of privacy settings that suits you, or you can customise the privacy settings.

Meet new people E] Settings offered by Netlog for easier configuration

Meet new people

Fil Meet new people (high privacy level) in the search results and on the Explore pages.
Keeping contact with my friends
i Keeping contact with my friends (high privacy level) your profile.

lliustracija 249: Customising the predefined privacy settings of Netlog
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Here are some useful settings for protection of your privacy on Netlog. Always click on “Save
settings” before moving to the next tab:

Findability:

Owvernview Profile access Communication Logs Feeds Whitelist Blacklist
I want others to find me through [F] search results

Check this boxwhen you want your profile, pictures, blog messages, videos, shouts, etc. to appear in the search results. Warning:
you can always be found via your nickname, both on Netlog and external search engines.

[] overview page on ‘Explore’
Check this boxwhen you want your profile, pictures, blog messages, videos, shouts, etc. to appear on the ‘Explore’ pages.

lliustracija 250: The Findability group of privacy settings in Netlog
The page (lliustracija 250) offers the options to allow others find you through search results or

Apzvalga page on ‘Explore’. You may select any or both of the two options.

Profile access:

Overview Findability Communication Logs Feeds Whitelist Blacklist

Who can visit my profile? Only friends -

Friends of friends: The friends of my friends can see my profile.

Members who are not allowed to access [_| can send me a private message
my profile: [7] see a limited profile (Update)

Save settings

lliustracija 251: The Profile Access group of privacy settings in Netlog

The page (lliustracija 251) offers the possibility to select who can visit your profile (recommended to
select Only friends), indicate whether the friends of your friends can view your profile, as well as,
whether members who are not allowed to access your profile could send you private messages
and/or see a limited version of your profile (there is an update link to define what the limited version

of the profile would be).

Communications:

Ovenview Findability Profile access Logs Feeds Whitelist Blacklist

Who can send me messages? (7 Bveryone = Friends andtheirfriends g Friends = Nobody

VWho can post comments? () Everyone () Friends and their friends @ Friends (@) Mobody

Who can give a rating? ) Everyone = Friends and their fiends g Friends & Mobody
Save settings

lliustracija 252: The Communication group of privacy settings in Netlog
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The page (lliustracija 252) offers the possibility to define who can send messages to you, who can
post comments and who can give rating. The options in all cases are: everyone, friends, friends of
friends, and nobody.

Logs:

Cverview Findability Frofile access Communication Logs Feeds Whitelist Blacklist

Friends log Show my comments in the friends log

lliustracija 253: The Logs group of privacy settings in Netlog

The page (lliustracija 253) offers the option to define whether your comments will be shown in the
logs of your friends.

To learn more about Netlog visit http://en.netlog.com/go/helpdesk .

2.11.7.5 LinkedIn

To access privacy settings on LinkedlIn, select the “Settings” option below your username (lliustracija
254):

lliustracija 254: Selecting the Settings option under your username in Linkedin

Here are recommended settings for the “PRIVACY CONTROL"” section (Use the “Save” button after
each change):

Turn on/off your activity broadcasts:

Activity broadcasts x

By selecting this option, your activity updates will be shared in your activity feed.

[C] Let people know when you change your profile, make recommendations, or follow
companies

MNote; You may want to turn this option off if you're looking for a job and don't want your present employer
to see that vou're updating yvour profile.

Save changes  [@eeEnle:]

lliustracija 255: Turning off your activity broadcast in Linkedin
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The page (lliustracija 255) provides a selection box. By selecting it, you let people know when you
change your profile, make recommendations or follow companies. It is recommended to keep this
feature turned-off in case you are looking for a job and don’t want your present employer to see
your moves to that direction.

Select who can see your activity feed:

Who can see your activity feed x

Your activity feed displays actions you've performed on Linkedin. Select who can see your
activity feed.

Only you -

BEVCREULCER or Cancel

lliustracija 256: Selecting who can see your activity in Linkedin

The page (lliustracija 256) shows a select box from which you can define who can see your activity
feed on linkedin. E.g. you may choose the Only you option in case you do not want anybody else to
have that right.

Select what others see when you've viewed their profile:

What others see when you've viewed their profile

@ Your name and headline (Recommended)

) Anonymous profile characteristics such as industry and title
Note: Selecting this option will disable Profile Stats.

Someone on Linkedin

) You will be totally anonymous.
Note: Selecting this option will dizable Profile Stats.

Save changes [Tl

lliustracija 257: Defining what other can see when you have viewed their profile in Linkedin

The page (lliustracija 257) provides buttons to select one of three options; the first is to allow other
to see your name and headline (it is the recommended one), the second to allow them see your
anonymous profile characteristics and the third to show you are totally anonymous.
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Select who can see your connections:

Who can see your connections

Select who can see your connections. Mote: People will always be able to see shared
connections.

Only you -

Save changes [Eole:gee

lliustracija 258: Defining who can see your connections in Linkedin

The page (lliustracija 258) provides a selection box from which you can choose who can see your
connections. For example, in case you do not want anyone to be able to see with whom you appear
connected, you can choose the Only use option.

Change your profile photo & visibility:

In addition to users | message, my profile photo is visible to...
@ My Connections
@ My Network

@) Everyone

Save Settings

lliustracija 259: Changing profile photo and visibility in Linkedin

The page (lliustracija 259) asks you to select one of the three options to define who can view your
profile photo in addition to the users you exchange messages with. The three options are your
connections, your whole network, or everyone. It is recommended to choose the second option.

Show/hide "Viewers of this profile also viewed" box:

Viewers of this profile also viewed...

[Tl Display "Viewers of this profile also viewed" box on my Profile page

EEVCRGEMWEEN or Cancel

lliustracija 260: Defining whether to display the “Viewers of this profile also viewed” box in Linkedin

The page (lliustracija 260) provides a check box. By selecting it you define that the “Viewers of this
profile also viewed” box will not appear in your profile page. That is, the users that visit your profile
will not be provided with information on what profiles your visitors view in general.

To learn more about LinkedIn visit http://learn.linkedin.com/ .
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2.11.7.6 YouTube

The YouTube website is a very popular place to share your videos or watch videos shared by other
users. If you have a Google account (Gmail or Google+) you can use it from there as well since they
are interconnected Web sites. From the bar at the top of the page you can search for videos, upload
your own, create an account or sign in if you have a user name, as shown in lliustracija 261.

You can upload your Sign in if you have a
own videos as well Gmail, Google+ or
Here you can search for videos using keywords. from here. YouTube account.
You Tube Il | Q Browse = Upload Create Account  Sign In
See the most viewed Create a new
videos of the day account here.

without the use of
the search box.

lliustracija 261: Top bar at YouTube page, with options to search, browse, upload, create account and sign-in

To view a video after performing a search or after browsing for the most viewed videos of the day,
click on its title, as shown in lliustracija 262.

j D curopean anthem - YouTube I e l

v(]u TUbe european anthem Q Brows

Search results for european anthem

Filter

Click on the title to

IThe European Union (anthem) |¢= :;a" t:e playback of
e vidaeo

Pictures of all 27 eu countries
by kegliis | 5 years ago | 795,954 views

european anthem TRANSLATE

the lovely anthem of the beautiful europe
by holliandr | 3 years ago | 114,191 views

lliustracija 262: An example of search results in YouTube, with the title of a result marked in red-line box

In the playback page, YouTube offers some features in order to make it easier for the user to share
the video and to find similar videos. They are marked in lliustracija 263 and further explained
afterwards.

205



Ralaon 2,
* *
Education and Culture DG

You TUhe european anthem Q Browse

%_The European Union (anthem)

1

kegliis ° Subscribe 1video ¥ * 11.

A Brief Summary of
the history of Europeai
y Xtigyro

0,256 views

Anthem of the
European Union
by knackebrod123
168,907 views

La Marseillaise,
French National
by bursty13

10,520,440 views

European National
Anthem
by EuropeanPatriot

1,063,816 views

UROPEAN UNION
ANTHEM

by clonetrooper95
6,359 views

& Like @ share | P | 5 796,223 u

Uploaded by kegliis on Mar 24, 2007

3 - 3,370 likes, 466 dislikes
Pictures of all 27 eu countries 9.

<& As Seen On
Military Photos

Show more

lliustracija 263: The page from where a video is played. The different options are marked in numbers and explained in
the text

1. 1. Uploader ' informacija: Ciavartotojas , kad jkeltas vaizdo pavadinimas rodomas, ir jis
turite galimybe , paspausdami " Prenumeruoti " turi bti praneSama, kaivartotojas bus jkelti
naujus vaizdo jrasus.

2 . Pagrindinis langas :vaizdo bus ZaidZiamas Cia .

3. Atvaizdavimo juosta : IS Cia galite perkelti vaizdo jrasa pirmyn arba atgal pastumiant baltg
taskelj . Kadangi "YouTube" atsisiysti vaizdo jraSus i$ interneto reikia Siek tiek laiko baigti $j
veiksma. Pilka juosta rodo atsisiuntimo procesg video.

4 . Play mygtuka :Zaisti mygtukas leidZia sustabdyti vaizdo ir atnaujinti jj véliau.

5. Vaizdo jraso apimtis ir trukmé: galite pakeisti vaizdo jraso garsg Cia paspaude ant
garsiakalbio simbolis. Vaizdo jraso trukmé taip pat rodomas kartu su dabartiniu metu .

6 . Kitos kontrolés priemonés: Su Siais valdikliais galite perzitréti vaizdo jrasg per visg ekrang
arba véliau jj ¢ia iSsaugoti . Kai kurie filmai pasillyti geresne rezoliucijg ir turi bati pasirinktas
i$ Cia .

7 . Akcijy pasirinkimo sandoriais : Cia galite patinka ar nepatinka "YouTube" vaizdo jrasa
pasirinke tinkama ranky gestas. JUs taip pat galite pasidalinti su draugais ar véliava jie kaip
netinkamas .

8 . Perzilros : Taistatistika apie tai, kiek perzilirosvaizdo gavo , nes tg dieng jis buvo jkeltas .
JUs taip pat galite pamatyti, kaip bet Zmoneés patiko ar nepatiko video.

9. Aprasymas: Kai Jkelk parasyti aprasyma apie savo video cia.

10 . Komentarai : "YouTube" leidZia registruoti vartotojai gali komentuoti video . Komentaras
bus rodomas Cia , jeigutalpinimas neleidzia Sig funkcija.

11 . Rekomenduojami filmai : Siuo puséje sgrasa galite perZitréti rekomendacijas YouTube
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grindziamas dabartiniu vaizdo ZiUrite . Tokiu btdu jus galite rasti video greiciau be papildomo
paieska..

2.11.7.6.1 Tube Majestyc (prieinama sgsajao
YouTube)

Tube Majestyc is a simpler, more accessible way to visit YouTube. It can be found at
http://tube.majestyc.net (lliustracija 264). This minimalistic website uses high contrast theme to

provide easy access to videos from YouTube. The website is not developed officially by YouTube but
it was built as a technical exercise as explained in the welcome text. To search for a video, enter the
website and at the search box type the video you are searching for.

Enter your search terms here and select
| | “Search”

Welcome to the Accessible Interface to YouTube

This website is designed to provide an accessible version of the popular video-sharing website
YouTube. In addition to traditional accessible design practices such as semantic, well-structured
markup, high-contrast colour schemes and standards compliance, newly-available technologies
such as WAI-ARIA have been implemented to allow users of assistive technologies to benefit from
rich functionality such as dynamic page updates.

Unlike the regular YouTube site, videos here don't auto-play. You can start them by hitting the Play
button or, alternatively, by using a keyboard shortcut. The combination Alt+Z will play a loaded
video (or pause one currently playing), while Alt+X will skip 15 seconds backward and AR+C will
skip 15 seconds forward. To begin viewing videos, use the search form at the top of the page.

It should be noted that this website has been built as a technical exercise, so certain functionality
may operate differently from how you might expect. Similarly, screen reader users using an
application which doesn't support WAI-ARIA live regions may have some trouble using dynamically-
updated parts of the site.

If you do not have Adobe Flash player installed, or if you have JavaScript disabled in your
browser, this site will not work properly!

lliustracija 264: The main page of the Tube Majestyc, the accessible alternative of YouTube

From the results page select the desired video and you will be transferred to the video’s webpage. In
lliustracija 265, the basic functions for are marked. In the main screen (Label no. 1) the video will
appear once you select the “Play” option (lliustracija 265, Label no.2). If you would like to move
forward in the video select the “Skip Forward” option (lliustracija 265, Label no.4). To move back,
select “Skip Backwards” (lliustracija 265, Label no.3). You can also mute the sound and keep the
video playing (lliustracija 265, Label no.5). Detailed video information, like the total duration of the
video and the time elapsed, can be found bellow the playback button (lliustracija 265, Label no.6).
YouTube allows users to comment on the online videos (although some video uploaders disable this
function). To view the video’s comments scroll at the bottom of the page as shown in lliustracija 265,
label no.7.

207


http://tube.majestyc.net/

ko, 2,

Education and Culture DG

* 5 *

ViPi Project 511792-LLP-1-2010-1-GR-KA3-KA3NW ek s

The European Union (anthem) -

Video details

Status: 6.
Elapsed: 0:00 of 5:14

Description: Pictures of all 27 eu countries
Category: Music

Displaying comments 1 to 5.

lliustracija 265: The playback interface of Tube Majestyc

2.11.8 El. laiSky saugumas

We introduced email’s security risks in course 0-Email and Security. In this course we explain more
security options to protect your system and data from potentially dangerous emails. The software
tool, used here as an example, is the Mozilla Thunderbird.

Email clients and dedicated email websites usually block content that is not included in the email but
instead linked to the email. When this happens a relevant notification appears, informing you that
some content has been blocked, as shown in lliustracija 266 below.

To protect your privacy, Thunderbird has blocked remote content in this
message. Show Remote Content
Always load remote content from =H

lliustracija 266: Notification about blocking of content in an email message, example from Mozilla Thunderbird

Read carefully the notification to find out from which address the content is linked to the email. If
you recognise the address and if it is from the same source as the sender, click on the “Show Remote
Content” button to see the email as it was sent. If you do not recognise the remote address, or if you
are suspicious about the sender, do not allow the content to be shown.
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You can also conlliustracija the email software to analyze your emails to avoid phishing/spoofing
emails (explained in course 0) and to allow your antivirus to scan your messages. To access this
options select from the main window, Tools—> Options and select the security tab (Iliustracija 267):

Options

e
Il L st
General Display Composition Security Attachments Advanced

lliustracija 267: Marked Security Tab in the Options of Thunderbird

In the following screenshots we illustrate a set of recommended settings for each tab, to achieve
increased privacy and better protection.

Junk

Junk | E-mail Scams | Anti-Virus | Passwords | Web Content

Set your default junk mail settings, Account-specific junk mail settings can be configured in
Account Settings.

When I mark messages as junk:

D Mowve them to the account's "Junk” folder

) Delete them

Mark messages determined to be Junk as read

Enable junk filter logging Show log
Beset Training Data

lliustracija 268: The Junk tab and subsequent settings in the security options

The page (lliustracija 268) offers three configuration options and each one can be activated with a
check box next to it. The first allows you to define what the tool will do with the messages you mark
as junk (here you can further select which folder the messages will be moved to or whether they will
be deleted). The second option allows you to define whether the messages determined to be junk,
will also appear as read. Finally, the third option allows you to enable logging on the junk filter, so
that you can visit it later and check the actions taken by that filter on behalf of you.

E-mail Scams

Junkl E-mail Scams | Anti-Virus | Passwords | Web Content

Thunderbird can analyze messages for suspected email scams by looking for commeon techniques
used to deceive you,

Tell me if the message I'm reading is a suspected email scam

lliustracija 269: The E-mail Scams tab and subsequent settings in the security options
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The page (lliustracija 269) offers one configuration option that can be activated with a check box. By

selecting it, you ask the tool to inform you if the message you read is defined to be suspicious email
scam.

Anti-Virus

Junk | E-rail Scams | Anti-Virus | Passwords | Web Content

Thunderbird can make it easy for anti-virus software to analyze incoming mail messages for viruses
before they are stored locally,

Allow anti-virus clients to quarantine individual incoming messages

lliustracija 270: The Anti-Virus tab and subsequent settings in the security options

The page (lliustracija 270) offers one configuration option that can be activated with a check box. By
selecting it, the email client will allow antivirus tools to keep suspicious incoming messages in a safe
location (quarantine them) and inform you to take proper actions to prevent damage.

Passwords

JunklE-maiI Scams | Anti-Virus | Passwords | Web Content

Thunderbird can remember passwords for all of your accounts.

Saved Passwords...

A Master Password protects all your passwords, but you must enter it once per session,

[] Use a master password Change Master Password...

lliustracija 271: The Passwords tab and subsequent settings in the security options

The page (lliustracija 271) allows you to define how the client deals with your passwords and
whether it shall remember them and help you filling-in the relevant fields on forms. If you would like
to check what passwords the applications has stored click on the “Saved Passwords...” option. You
can remove password that you do not want the program to remember.

Web Content

Junl-:l E-rnail ScamslAnti—Virusl Passwords | Web Content

Thunderbird lets you specify which blogs, news feeds, and other web sites are allowed to set
cookies,

Accept cookies from sites
Eeep until: ]cluse Thunderbird Bd ] Show Cookies...

lliustracija 272: The Web Content tab and subsequent settings in the security options

The page (lliustracija 272) lets you to specify which third-parties (e.g. blogs, web sites, news feeds)
are allowed to set cookies on your kompiuteris. It is recommended to check the box to Accept
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cookies from sites and then select to keep until you close the tool. Note here that this is an
independent setting and is not related with your internet browser’s settings.

Finally, click on the OK button to save all performed changes in your settings.

2.11.9 MS saugumo centras

"Microsoft Windows XP" su 2 pakeitimy paketu ir auksciau "," Windows Vista "ir" Windows 7 ateina
pakrauty su daug saugumo funkcijy, siekiant islaikyti sistemos stabilumg ir apsaugoti vartotojg nuo
zinomy kenkéjisky programy. Visi saugumo parametrus ir sistemos blsena yra surinkta j viena vietq ir
Ekranas sistema, jsitikinkite, kad visi apsaugos poZymiais yra atnaujintas ir veikia tinkamai. Sis centras
buvo pavadintas "Windows Security Center" Windows XP "ir" Vista "ir buvo pervadinta j veiksmy
centro Windows 7. Norédami pasiekti Veiksmo / Security Center pasirinkite paleidimo mygtuka ir i$
sgraso desinéje pasirinkite Control Panel. Tada pasirinkite Sistema ir sauga ir galiausiai veiksmo
centre variantg (Security Center "Vista" ir XP) (lliustracija 273).

\‘:% Internet Explorer
2. Select Control Panel I iiRSECEUT

a7 Pai ’ i :
'--'.fjj‘ Paint Devices and Printers

|
|f_5':3 Microsoft Office PowerPoint 2007 » Default Programs

_'J Motepad L4 Help and Support

’EI” Windows Media Player 4

Microsoft Silverlight

> All Programs

| Search programs and files pe |
1Y1_Select Start

lliustracija 273: Accessing the Control Panel, from the Start panel

Then select System and Security (lliustracija 274),
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55 » Control Panel »

File Edit View Tools Help

Adjust your computer’s settings

‘%c

Review your computer's status
Back up your computer
Find and fix problems

Network and Internet
ﬁi View network status and tasks
S&2.,  Choose homegroup and sharing options

, / Hardware and Sound
View devices and printers
| Add a device
Connect to a projector
m

Adjust commonly used mobility settings

Programs

Uninstall a program

View by: Category ¥

User Accounts and Family Safety

@) Add or remove user accounts

) Set up parental controls for any user

Appearance and Personalization
h, Change the theme

Change desktop background
Adjust screen resolution

Clock, Language, and Region
("W Change keyboards or other input methods
# I\ Ease of Access

Let Windows suggest settings
Optimize visual display

®

lliustracija 274: The System and Security group of settings, in the Control Panel

and finally the option named “Action Center” (lliustracija 275).

=
esg::’% » Control Panel » System and Security »

File Edit View Tools Help

Control Panel Home

‘pr

* System and Security

Troubleshoot common computer problems

Metwork and Internet

Review your computer's status and resolve issues

'@' Change User Account Control settings
Restore your computer to an earlier time

Alternatively, you can select the start button, type “Action Center” in the search program and files

and press enter.

press enter

_Q See more results G

Write Action center here and

| Action center X |

| Shut down | » |

lliustracija 275: The Action Center settings from the Systems and Security group of settings, in the Control Panel

The start-up page of the Action Center will open (lliustracija 276), indicating the system’s security

status.
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%\ F v Control Panel » Systern and Security » Action Center .
File Edit View Tools Help —

Control Panel Home Review recent messages and resolve problems

Mo issues have been detected by Action Center,

Change Action Center settings
'5' Change User Account Control .

settings Security ()

View archived messages Network firewall | 1. On

RERlESioanac ot ip avast! Internet Security reports that it is currently turned on,

View installed firewall programs

Windows Update | 2. Currently not monitored

Turn on messages about Windows Update

Virus protection | 3. Cn

avast! Internet Security reports that it is up to date and virus scanning is on.

I Spyware and unwanted software protection I 4. On

avast! Internet Security reports that it is turned on.

View installed antispyware programs

s ok

All Internet security settings are set to their recommended levels,

User Account Control | 6. On

UAC will notify when programs try to make changes to the computer.
'5' Change settings

See also I Metwork Access Protection I 7. Off
Backup and Restore Network Access Protection Agent service is not running
Windows Update What is Network Access Protection?

‘Windows Program
Compatibility Troubleshooter How do I know what security settings are right for my computer?

lliustracija 276: The Action Center settings in the Control Panel, with numbered sections/parts

Siame ekrane ( iliustracija 276 ), reikia patikrinti iy funkcijy statusa jsitikinkite, kad jums gauti
maksimalig apsaugg jusy Kompiuteris :

1. Tinklo ugniasienés : Windows uzkarda turi bati jjungta . Jei dél kokios nors priezasties yra
ISIUNGTAS patikrinti patiekaly sauga ir sauguma ¢ Personal Firewall suZinoti, kaip ja jjungti .

2 . "Windows" naujinimai : "Windows" naujinimai yra atsakinga uz sistemos atnaujinima su
naujausiais programinés jrangos pataisymai. Rekomenduojama nustatymas turisistema automatiskai
atsisiysti ir jdiegti atnaujinimus . Daugiau informacijos galima rasti , Zinoma saugos ir saugumo ¢
operacinés sistemos ( OS ) ir programinés jrangos atnaujinimus.

3. Apsauga nuo virusy : Cia galite rasti informacija apie jisy jdiegta antivirusiné statusa. Kaip su
ugniasienés bikle , tai turi bati nustatyta, kaip gerai . Jei neturite antivirusinés jdiegta, praSome
patikrinti patiekaly saugg ir sauguma ¢ antivirusiniy programy rasti instrukcijas jdiegti antivirusine
programg .

4 . Spyware ir nepageidaujamos programinés jrangos apsauga: Snipinéjimo programos yra vienas
pavojingas kategorija kenkéjisky programy , kadatsakomuyjy yrasaugesné interneto patirtj turi. Laimei
Windows yra nemokama $nipinéjimo skaitytuvas , Windows Defender ". Pagal nutyléjima "Windows
Defender" yra jjungtas, taciau jei dél kokiu atveju yra i§jungtas, jis galite paversti jj lengvai. Zemiau "
Snipinéjimo ir nepageidaujamos programinés jrangos apsauga" , pasirinkite " View jdiegta Snipinéjimo
programy” (lliustracija 277).
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I Spyware and unwanted software protection I 4.
avast! Internet Security reports that it is turned on.

View installed antispyware programs -ﬂ'::::

lliustracija 277: Selecting to view the installed antispyware programmes on your device

From the pop up window select the “Windows Defender” option and then select Turn On

(Hiustracija 278).

-
Action Center “

Installed spyware protection programs

Status

On
Off

Name
@ avast! Internet Security
|- windows Defender

1. Select the Windows Defender option.

How does antispyware software hel rotect my computer?

- " "
2. Click on the "Turn on... => Update...

button.

lliustracija 278: Turning on the Windows Defender program

The Windows Defender main window will be launched as shown in lliustracija 279 bellow.

, .

Protection against spyware and potentially unwanted software

No unwanted or harmful software detected.

Your computer is running normally.

Status

Last scan: Today at 5:58 pp (Quick scan)
Scan schedule: Daily around 2:00 mp (Quick scan)
Real-time protection: On

Antispyware definitions: Version 1.125.1854.0 created on 15/5/2012 at 5:50 mp

lliustracija 279: The Windows Defender main window

Nuskaityti Kompiuteris rankiniu bddu, pasirinkite Scan variantg.Vadovas skenavimas gali bati
atliekamas bet kuriuo metu pradéti "Windows Defender" is starto skydo (iliustracija 280).
Pasirinkite paleidimo mygtuka ir jveskite "Windows Defender ieskos programos ir failai

srityje.
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Control Panel (2)

j.; See more results
1 Windows Defender

Windows Defender % | | Shut down | » | 1 Scan for spyware and other potentially unwanted software

lliustracija 280: Launching the Windows Defender program from the Start Panel

"Windows Defender" atnaujinimai yra prieinami per "Windows Update" paslauga.

5. Internet Security Nustatymai: Siame skyriuje Cia yra santrauka jisy interneto nustatymus.
Jei visi ankstesni nustatymai conlliustracijad teisingai, Sios opcijos statusas turéty bati Gerai.

6. Vartotojo abonemento valdymo: Kartais vadinama kaip UAC Sis parametras conlliustracijas
iS sgveikos su vartotoju, kuri reikalinga sistemos veikimo metu lygj. Paspauskite "Change
Settings" skyriuje Zemiau pavadinimo ir tada i$ pop-up langus (iliustracija 281) jsitikinkite
pranesimy lygis yra numatytoji parinktis. Galiausiai spustelékite Gerai.

s ol
1#) User Account Control Settings W - E@ﬂ

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs from making changes to your computer.
Tell me more about User Account Control settings

Always notify

Default - Notify me only when programs try to make
changes to my computer

m

* Don't notify me when I make changes to Windows
[ - === seftings

Select this option.

.@ Recommended if you use familiar programs and visit
- - familiar websites.

MNever notify b

lliustracija 281: Window from where you can define the level of notifications on changes

7. Tinklo prieigos apsauga: Sis nustatymas yra tinklo administratoriams, siekiant i$laikyti savo tinklo
atnaujinimus kompiuteriss su naujausia saugumo jranga. Sis nustatymas pagal nutyléjima i$jungtas.

1. http://csrc.nist.gov/publications/nistbul/cs|96-05.txt
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