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iU3A Computer Help Session

1. How to set up and get the most from emails 

2. How to Copy & Paste

3. Security

4. Updates

5. How (hyper) links work, or why they might not

6. How the “MailTo” links work, or why they might not

7. How to open email attachments; how to add an attachment to an email

8. How to use the Web and YouTube

9. How to use a Google Form (eg for event Sign Up)

10. How to manage your member list with a simple table in MS Word

11. How to manage your member list within MS Excel

12. How to use a Doodle poll to agree on a date for an event

Subjects Covered (dependent on demand): 
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iU3A Computer Help Session

• Chose and open an account. With eg: MS Outlook, Google Gmail, 

Yahoo, or many others

• Microsoft Outlook (demo covering the following):

– Folders

– Scheduler / Calendar

– Contacts/ People

– how to set up a Distribution Group for your members (or friends)

• Google Gmail

– Folders

– Scheduler

– how to set up a Distribution Group

• Other forms of email (eg Yahoo, etc): will be similar to above

• iPad Tablets (demo)

• Andriod Tablets (demo)

1. Emails

26/09/2018
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iU3A Computer Help Session

• Microsoft Outlook (web mail):

1. Emails (continued)

26/09/2018
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Hover, then 

right click, for 

other MS 

applications

Decide what 

else you want 

to use or 

open. Eg

create a digital 

address book 

in “People”.



iU3A Computer Help Session

• Microsoft Outlook (contacts function):

1. Emails (continued)
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Enter 

individual 

details per 

contact

Or if you want to 

update & modify 

any info



iU3A Computer Help Session

• Microsoft Outlook (distribution list):

1. Emails (continued)
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Left click on New

Then gave your group a 

name;

Then enter individuals names;

Once finished, Save.

To modify in the future, 

right click on Lists; there 

you’ll see your named 

group. Click on it, then 

modify; then save and 

close
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• Google Gmail (much the same as Microsoft/ above):

1. Emails (continued)
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This is what gmail

looks like, once 

you’ve opened an 

account

To write a new 

email start here

If you want to 

use any of the 

other Google 

applications then 

click on this



iU3A Computer Help Session

Another example of email formats (Mozilla Thunderbird)
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8

1. Emails (continued)



iU3A Computer Help Session

• iPad Tablets (demo)

• Andriod Tablets (demo)

1. Emails
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iU3A Computer Help Session

1. How to set up and get the most from emails 

2. How to Copy & Paste

3. Security

4. Updates

5. How (hyper) links work, or why they might not

6. How the “MailTo” links work, or why they mighty not

7. How to open email attachments; how to add an attachment to an email

8. How to use the Web and YouTube

9. How to use a Google Form (eg Sign Ups)

10. How to manage your member list with a simple table in MS Word

11. How to manage your member list within MS Excel

12. How to use a Doodle poll to agree on a date for an event

Index
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iU3A Computer Help Session

• In Microsoft: 

– Open the source where you will be taking the content from (email 

or document or web page....)

– Highlight the section you want to cut out (delete) or copy. By 

holding down left button of mouse then dragging to where you want

– Then right click (on the mouse), select “Copy”; or use “hot keys” on 

your keyboard, ie Ctrl+C

– Then move to where you want to insert/ paste what you’ve copied. 

Again left click on the spot, then right click select “Paste”; or using 

hot keys hit Ctrl+V

2. Copy and Paste
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iU3A Computer Help Session

• In Apple: 

– Open the source where you will be taking the content from (email 

or document or web page)

– Highlight the section you want to cut out (delete) or copy. By 

holding down left button of mouse then dragging to where you want

– Then right click (on the mouse), select “Copy”; or use “hot buttons” 

on your keyboard, ie Command C

– Then move to where you want to insert/ paste what you’ve copied. 

Again left click on the spot, then right click select “Paste”; or using 

hot buttons hit Command V 

2. Copy and Paste (continued)
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iU3A Computer Help Session

• On Android Tablets: 

– Demo

2. Copy and Paste (continued)
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iU3A Computer Help Session
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iU3A Computer Help Session

• Bin emails from anyone you don't know – before opening.  

• Only open emailed links and attachments from someone you do know and if 

all of the following are true -

– The email text is distinctively in their style e.g. not "Look at this funny 

picture I found!”

– You were expecting to receive the email link or attachment

• Use a virus detector e.g. Avast is free!

• Use another checker occasionally e.g. Malwarebytes Antimalware is free

• BACK UP your files!  You can set it up so this is automatic (eg use SyncToy, 

or the built in Windows or Apple system); or just take a full copy of everything 

and export to an external hard drive 

3. Security
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iU3A Computer Help Session

1. How to set up and get the most from emails 

2. How to Cut/ Copy & Paste

3. Security

4. Updates

5. How (hyper) links work, or why they might not

6. How the “MailTo” links work, or why they mighty not

7. How to open email attachments; how to add an attachment to an email

8. How to use the Web and YouTube
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Index
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iU3A Computer Help Session

This is regarding updates to your applications or programs

• Your computer can be set to receive automatic updates or manually.  There is 

a risk if you’re set to Automatic that something is downloaded that you don’t 

want and interferes with one of your other existing programs. Therefore it’s 

probably best to not to have “Automatic Updates” switched on. This option is 

normally under “Options” or “settings”

• If you are on manual, you will receiving notifications that updates are available 

then you can chose to accept them or not

• One current issue is with Microsoft and Windows 10. They are trying to get 

everyone (on Windows 8 or before) to migrate to Windows 10 - & are trying to 

do it automatically. Generally Windows 10 is good – now – so it is worth 

accepting. But, as above, people are then encountering problems with their 

old system, eg Hotmail or Livemail

• There are quite a few Help pages on YouTube or Microsft Community to 

resolve any of these issues 

4. Updates
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iU3A Computer Help Session

• What is a (hyper) link

• How to spot one

• How to open one

• How to insert one

– To insert a link see 

Attachments later

You can see links in email, 

like this:

Or on our web pages, like 

this (next slide):

5. How to use links

26/09/2018
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iU3A Computer Help Session

5. How to use links (continued)
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iU3A Computer Help Session

• What is a (hyper) link

• How to spot one

• How to open one

• How to insert one

5. How to use links (continued)
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-You will see they tend to be coloured (often 

blue); move your cursor / mouse over it; left 

click once. It will open in the new internet tab.

- To insert a link see “Attachments” later



iU3A Computer Help Session

1. How to set up and get the most from emails 

2. How to Cut/ Copy & Paste

3. Security

4. Updates

5. How (hyper) links work, or why they might not

6. How the “MailTo” links work, or why they mighty not

7. How to open email attachments; how to add an attachment to an email

8. How to use the Web and YouTube

9. How to use a Google Form (eg Sign Ups)

10. How to manage your member list with a simple table in MS Word

11. How to manage your member list within MS Excel

12. How to use a Doodle poll to agree on a date for an event

Subjects Covered
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iU3A Computer Help Session

• These are a type of (hyper) link

• They are used to trigger a reply to a specified person by email

• If you click on a (MailTo) link a blank email should open, ready for you to 

type up your response then send

6. How the “MailTo” links work

26/09/2018
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iU3A Computer Help Session

6. MailTo Links

26/09/2018
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iU3A Computer Help Session

6. How the “MailTo” links work (continued)
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• If you try this but it doesn’t work – either you get some sort of warning 

message, or it won’t send - this is probably due to either:

• if your computer’s configuration is such that your default email 

program (for MailTo) is not set to the type of email you use;

• or similarly the web browser you are using is expecting a different 

email program



iU3A Computer Help Session

• How to get around the problem (4 ways)

1. Try to re-set your default program. 

Reset the mail client by going to Control Panel --> Default Programs --> Set your program 

defaults, clicking Windows Live Mail (or your own mail program) and confirm that it is set as the 

default mail program. If Windows Live Mail doesn't work, then it might be useful to check if 

others do, to find out if it is Windows Live Mail that is causing the problem.

5. How the “MailTo” links work (continued)

26/09/2018
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iU3A Computer Help Session

2. Try to re-set your browser (Firefox, Chrome, Explorer, etc) 

6. How the “MailTo” links work (continued)

26/09/2018

27



iU3A Computer Help Session

• These two methods may be 

too difficult, so instead you 

can:

3. Copy & Paste the email 

address by: 

• Click on the (MailTo) link 

you want to use

• When it opens copy the 

email address shown 

(by Copy & Paste or 

“copy email address”), 

open your own email 

system, open a new 

email and paste in the 

address

6. How the “MailTo” links work (continued)
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iU3A Computer Help Session

4. Or as a last resort, the old manual way: 

• Hover over the link

• The address should become visible (in bottom left corner of your computer)

• Manually write down the address (the bit after mailto:)

• Open your normal email account, start a new email and type in the address 

6. How the “MailTo” links work (continued)

26/09/2018
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mailto:


iU3A Computer Help Session

• Useful help sites:

• http://www.msoutlook.info/question/mailto-links-do-not-open-outlook

• https://www.youtube.com/watch?v=hBpeuPke3Hk

6. How the “MailTo” links work (continued)

26/09/2018
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http://www.msoutlook.info/question/mailto-links-do-not-open-outlook
https://www.youtube.com/watch?v=hBpeuPke3Hk
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iU3A Computer Help Session

• These are things (could be a document, a photo, a hyperlink) that come 

attached to an email

• Either the actual file will be attached, or just a link to the file

• The email will show there is an attachment by a symbol and/or you will 

see an image (eg a box) reflecting the file.

• Right click on the box (file); this will give you options of just viewing the 

file, or downloading (ie copying the file to your computer)

• If you open the attachment for just Viewing you will be able to print it but if 

you close the email you close the file. To view in the future you have to go 

back to the relevant email

• If you download the file, you will save it to your computer and can view it 

there in the future

• For iPads you tap on the box then.............

7. How to use Attachments
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iU3A Computer Help Session

1. Open your internet browser

2. In the search bar type www.youtube.com and press return/enter.

3. You’ll see this: 

4. Click where you see  ‘Search’ and type some relevant phrase:

5. Click on the Search button: 

8. How to find out how to do absolutely anything       
with :  

http://www.youtube.com


iU3A Computer Help Session

8. How to find out how to do absolutely anything with       
(continued) 

6. You’ll see the first page of (in this case 5,920) results. Ignore the first one 

(obviously) and click on one that takes your fancy. 



iU3A Computer Help Session

8. How to find out how to do absolutely anything with       
(continued) 

The video usually starts straight away. There might be an annoying ad first but it 

will go away in a few seconds. 



iU3A Computer Help Session

7. How to find out how to do absolutely anything with       
(continued) 

At the bottom of the video you’ll see this (it might look slightly different depending 

on what browser you’re using).

Click here 

for a full-

size 

screen

Click here 

to play 

and pause 

the video

The 

numbers tell 

you how far 

through the 

video you 

are

Click here 

for subtitles 
Click here 

to enlarge 

the  

screenClick here 

to choose 

the lang-

uage of 

the 

subtitles 

Click here 

for the 

volume 

control 

and to 

mute the 

sound

Click here 

to go to 

the next 

Youtube

video
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iU3A Computer Help Session

1. On the iU3A website click on the link; it looks something like this:

or this:

2. Next you’ll see a form:

3. Click in the first box to type:

4. Continue until all boxes are complete.

5. And don’t forget to send by clicking on:              

9. How to use Google forms to sign up for iU3A activities
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iU3A Computer Help Session

10. How to manage your member list with a simple table in MS Word
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FOR REASONS OF ‘GDPR’ WE WOULD ENCOURAGE COORDINATORS TO USE BEACON 

RATHER THAN KEEP SEPARATE LISTS OF MEMBERS PERSONAL DETAILS

1. Open Word, click File(top left) and click New [this is for Word 2003, later versions vary]

2. You should see a new black document, save it with a unique name

3. Click on Table and click New and ask for 7 columns and n+1 rows where n is the number of members you have

4. Click in each the boxes at the top of the columns and enter things like –

Number,Last name,First name,email, open email?,Last meet

5. Type in the details for the first member in the next row, each in the appropriate column

6. Add the other members in the rows below, look at the Example attached to see the sort of thing

7. Save, then click on Table and Sort

8. Select option Header Row and try sorting by different columns to see results. For example sort on “open 

email?” then select the public and private email addresses, copy them and Paste Special /Unformatted

9. Select the stuff you just pasted and Find/Replace/More/Special and select “manual line break”. Type a comma 

in the replace box and click Replace All.

10. Repeat for public and private email addresses and you will now have two lists with commas to copy into the To 

and Bcc boxes of your group email



iU3A Computer Help Session
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10. How to manage your member list with a simple table in MS Word

No. Membership 

Number

Surname Forename Email address Agreed to 

open

Last 

Attended

1 44435 Smith Fred fredsmith@gmail.com No 13/8/18

2 44336 Perry Val valperry@outlook.com Yes 13/8/18

3 234567

4 333333

5

6

7



iU3A Computer Help Session

1. How to set up and get the most from emails 

2. How to Cut/ Copy & Paste

3. Security

4. Updates

5. How (hyper) links work, or why they might not

6. How the “MailTo” links work, or why they mighty not

7. How to open email attachments; how to add an attachment to an email

8. How to use the Web and YouTube

9. How to use a Google Form (eg Sign Ups)

10. How to manage your member list with a simple table in MS Word

11. How to manage your member list within MS Excel

12. How to use a Doodle poll to agree on a date for an event

Index

26/09/2018

43



iU3A Computer Help Session

11. How to manage your member list with a simple table in MS Excel
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FOR REASONS OF ‘GDPR’ WE WOULD ENCOURAGE COORDINATORS TO USE BEACON 

RATHER THAN KEEP SEPARATE LISTS OF MEMBERS PERSONAL DETAILS

Only use this method if you want more than a simple list. But if you want to store more data for each 

member or keep a rolling attendance register for all your group’s sessions, or other functions
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11. How to manage your member list with a simple table in MS Excel
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1. Open Excel; top left icon, click on New

2. You should see a new blank workbook, save it with a unique name

3. Name each column. For example with –

Membership Number, Last name, First name, email address, phone number, who needs 

to be bcc or just cc, etc, etc

4. Type in the details for each member in new row, in the appropriate column

5. Save

6. You can sort by any column (eg first name alphabetically)

7. You can other columns at any stage – eg attendance

8. You can add any other Worksheets and link cells
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iU3A Computer Help Session

12. How to use a Doodle poll

Purpose: to help lots of people agree on a date for an event.

• You have an event next month but everyone has different 

prior commitments

• Set up a Doodle poll (download for free from: doodle.com)

47
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12. How to use a Doodle poll (2)

Select times for each day:

48
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12. How to use a Doodle poll (3)

• Invite participants :
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iU3A Computer Help Session

12. How to use a Doodle poll (4)

• Done!
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iU3A Computer Help Session

12. How to use a Doodle poll (5)

Here’s the email to one of your invitees :

51
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iU3A Computer Help Session

12. How to use a Doodle poll (6)

• download the application for free

• your invitees click on the link

• fill in the dates they can attend

• once most of them have given dates Doodle will tell you 

which is most popular

• that’s your date!


