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Introduction

What is the Hands-On Lab?

The purpose of the Hands-On Lab is to provide you with an opportunity to experience
Windows 10 and Office 2016 in a relaxed, exploratory environment.

It's a first-look at the new system; a place where you can proceed at your own pace,
without pressure or observation.

What am [ expected to do?

You are encouraged to perform your daily tasks using the new operating system and
applications suite, and, during this process, discover some of the new and enhanced
features of the software.

Should you desire a more structured approach to using the Hands-On Lab, the exercises
found in this book will provide that guidance.

How do I access the Hands-On Lab?

A Windows 10 shortcut will be placed on your virtual-machine desktop. Simply double-
click this icon, and then log in using your credentials — just as you would do in the
current production environment.

Will T have access to the files on my SCINet Z drive?

Yes, you will have access to the folders and files stored on your Z drive.

Will I have access to my SCINet email?

Yes, you will have access to your SCINet Outlook mailbox, which includes email, calendar
and people.
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Whom do I contact if I have questions?

If you have questions about how to do something in Windows 10, the new Edge web
browser, or the core Office 2016 applications, such as Outlook or Word, you can send an
email to Windows 10 Support. Someone from the Windows 10 training team will
follow up with you.

How is progress measured?

You're the best judge of your progress!

We encourage you to “kick the tires.” Use the functions that are within your comfort
level, or push the envelope and try something new.

How is feedback collected?

You will receive a Hands-On Lab survey prior to the Court-wide deployment of the new
system. This short survey will allow the Office of Information Technology to measure
satisfaction, address and avoid any potential problems, and identify areas of
improvement.

There's no need to wait for the survey, however, as we encourage your feedback at any
time.

Thank you for your participation.




A NN AN ANANNS

YV / /S S S L
Windows 10 Activities

Windows 10 has evolved to be a safer, more efficient operating system. Its updated

design helps to minimize distractions and save you time.

1. Explore the Start Menu

The Start menu is better than ever and full of new features. Click it to see the full list of
applications, from A-Z. Pin favorite apps and arrange them into groups. It also provides

quick access to Documents, Pictures and Settings.

Objectives

Find and open applications, folders and settings.

B Use # to collapse the list of applications
B Use Search to find an application
B Use the File Explorer quick access
B Use the Settings quick access
Activity 1-1

1. Click the Start button.

The Start menu appears.

2. Click the # button located at the top of the applications list.

Office 2016
B 'z

—
A o‘

AS' Access 2016 Outlook 2016

B Accessories
B Adobe v Pg '

Powerpoint

[Fl  Adobe Acrobat D 2016

Microsoft Browsers,

e

Explorer

[-] Adobe Acrobat Distiller DC

The applications list collapses to an alphabetical grid.
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3. Click the letter P.

A list of applications beginning with the letter P appears.
4. Click Photos. The Photos application appears.
5. Close the application.
Activity 1-2

1. Click the Search button.

The Search windows appears with the cursor in the Type here to search box.

2. Type Wallpaper. All options matching the search criteria appear.

All Apps Documents Settings Photos More Feedback

Best match

E Choose background, slideshow, or )
solid color as your background - N
System settings )
Settings Choose background, slideshow, or solid color )
Cd Change the picture on your lock N as your background mode
screen System settings )
Ed Background image settings > )

1 ; T Open
= PO AR acQroundiMages o b ol okt o)

3. Click Background image settings. The Settings window appears with
Background selected.

4. Choose a picture, and then close the window.
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Activity 1-3
1. Click the Start button. The Start menu appears.

2. Click the Documents button.

The File Explorer window appears with Documents selected.
3. Close File Explorer.
Activity 1-4
1. Click the Start button. The Start menu appears.

2. Click the Settings button.

The Settings window appears with the cursor in the Find a setting box.
3. Type printer. A list of options matching the search criteria appears.

4. Select Change default printer. The Settings window appears with Printers
and Scanners selected.

5. Close the window.
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2. Customize the Start Menu

Objectives

Pin favorite apps, remove unwanted ones, and then group and resize tiles.

B Pin favorite applications
B Remove unwanted applications
B Place applications in groups with a custom name
B Resize tiles for a custom layout
Activity 2-1

1. Click the Search button.

The Search windows appears with the cursor in the Type here to search box.
2. Type snip. Snipping Tool appears in the Best match list.

3. Click Pin to Start in the command list on the right.

Al Apps Documents Settings Photos More ~ Feedback

Best match

Snipping Tool

Ga Desktop app (= F

Settings (1)

Snipping Tool
Desktop app

i Open
L5 Run as administrator

[0 open file location

| 42 pin to Start |

-3 Pin to taskbar

-t S

Snipping Tool is pinned to the Start menu.

4. Click the Start button, and then click the Snipping Tool tile.
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The application opens.

5. Close the Snipping Tool.
Activity 2-2
1. Click the Start button. The Start menu appears.

2. Right-click the Snipping Tool tile, and then select Unpin from Start from the
shortcut menu. The application is unpinned.

Activity 2-3

1. Pin the Snipping Tool to the Start menu by following the steps in Activity 2-1
above. Snipping Tool is pinned to the Start menu.

2. Click the Start button. The Start menu appears.
3. Right-click Calculator in the applications list, and then select Pin to Start

from the shortcut menu.

(5

E Calculator

<3 Pin to Start .
O Cortana Microsoft Edge

Calculator is pinned to the Start menu.
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4. Mouse hover over the area above the Snipping Tool tile, and then click the
Name group box.

Snipping Tool  Calculator

5. Type My Favorites, and then press the Enter key. The group is named.
Activity 2-4
1. Click the Start button. The Start menu appears.

2. Right-click the Calculator tile, click Resize, and then select Wide. The
Calculator tile is resized.

licrosof

orer e
avorites
Snipping Tool | Calculator

3. Use the Calculator

The Calculator has been enhanced. Like Windows 7, you can open multiple calculators
at once, but now you can also resize as well as switch to a greater number of calculation
modes.

Objectives

Track calculation history as well as explore a variety of conversion options.

B View history and switch between previous calculations
B Use the Currency Converter
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Activity 3-1

1.

Click the Start button, and then click Calculator from the Start menu. The

Calculator application opens.

Perform the following basic calculations:

[}

MS

X

O

99

9x99 =
66 + 33 =
Click the History button.
Calculator =
= Standard
M+ M
% v x?
CE (& &
7 8 9
4 5 6
1 2 3
a 0

The calculation history appears.

Click the History button to return to the Calculator.

Mouse hover over the right edge of the Calculator, and then click-and-drag to

the right about two inches. The History and Memory pane appears side by
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side with the Calculator.

Calculator = m] X
= Standard History  Memory

66 + 33=

99 99

M- M- Ms 9 x 9=

% v S x il
e c a =
7 8 9 X
4 5 6 -
1 2 3 i

+ 0 = ol

Note: All calculations are listed in the History pane, most recent first. You can select
a previous calculation, and, based on that calculation, begin a new one. The new
calculation appears at the top of the list. History is automatically cleared when the
Calculator is closed.

6. Select 9 x99 = in the History pane. It appears in the Total area.

Calculator

= Standard His«ory’

% v % " )

CE C &

D N D S W S

7. Begin the following new calculation: + 109 =
109 is added to the previous calculation, and the total is 1,000. The History
pane updates.

Calculator — o X

= Standard History Memory
9 x 99 + 109=
1000 1,000

I

M+ M- MS 66 + 33=
% v x? Yx 99
CE c @ = 9 x 9=
891
070 250 4 202 0 0 0 0 0 0
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8. Mouse hover over the right edge of the Calculator, and then click-and-drag to
the left about two inches. The History and Memory pane is hidden.

Activity 3-2
1. With the Calculator still open, click the Menu button.
%Iam;tandard e ;
95
p Sl D Sl Sl Sy S,

A list of alternate calculators and converters appears.

2. Select Currency under the Converter heading. The Currency Converter

appears.
Calculator = (m] X
= Currency
United States - Dollar
€0
Europe - Euro
1USD = 0.8799 EUR
Updated Feb 6, 2019 3:29 PM
Update rates
CE &)
7 8 9
4 5 6
1 2 3
0

3. Click the Europe-Euro down-arrow, and then select United Kingdom-Pound.
I Tip: Press the U key to jump to currencies in the list beginning with the letter U.

4. Enter an amount using the keypad. The conversion is displayed.

5. Click the Menu button, and then select Standard. The Calculator is returned
to Standard mode.

6. Close the Calculator.
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4. Use the Snipping Tool

Snipping Tool allows you to capture a copy of anything on your screen with improved
snipping-mode and time-delay options.

Objectives

Use the delay option to capture menus and other screen elements.

B Use the Delay option to capture the Start menu

Activity 4-1
1. Click the Start button, and then select Snipping Tool. The Snipping Tool

appears.

¢ Snipping Tool — x

a_'-_-g New [B Mode ~ () Delay ~ x *  Options

Select the snip mede using the Made button or click the New ®

button, B
Snipping Tool is moving... w

Note: If Snipping Tool is not found on the Start menu or applications list, follow
the steps in Activity 1-2 above to find it.

2. Click the Delay button, and then select 5 Seconds. This delay will provide
enough time to prepare the screen for capture.

3. Click the New button. The Snipping Tool application minimizes.

4. Prepare the screen for capture:
(a) Click the Start button. The Start menu appears.
(b) Wait a few seconds until the Snipping Tool activates.

5. Click and drag the cursor around the outside edge of the Start menu. The
image is captured.
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&2 Snipping Tool
File Edit Tools Help

G New Mode ~ (2 Dely v | i
¥ B

Access 2016

Accessories

Adobe

Adobe Acrobat DC

Adobe Acrobat Distiller DC

Calculator

Cortana

Firefox

Google Chrome

Office 2016

(M wi xH

Outlook 2016 Word 2016 Excel 2016

pd 3

Powerpoint
2016 OneNote 2016

Microsoft Browsers

€ 2

Intemet
Explorer Microsoft Edge

My Favorites

«

Snipping Tool  Calculator

6. Close the Snipping Tool.
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Edge Web Browser Activities

Yes, Internet Explorer 11 is alive and well on your computer now and will continue to be
so! Good news for those who've come to know and love IE11. Equally good news is the
new Microsoft browser: It's called Edge!

1. Pin to Start

Easily pin web pages to the Start menu providing quick access to sites frequently visited.

Objectives

B Pin a web page to the Start menu
B Access web page from Start menu
B Remove web page from Start menu.

Activity 1-1

1.

Click the Start button, and then click Microsoft Edge. The Edge web browser
opens.

Press Ctrl + T. A new tab appears with the cursor in the Search or enter web
address box.

B a ‘ = Home-SupremeCourtoﬂj New tab X !+ Nt "
& = O fH | o} Eearzh or enter web address |
| Employee Express 4 J-NetHeme ¢ Lexis @@ Lexis Advance® -Sig |1 Suggested Sites 3¢ Virtual Library Home ¥y Web Slice Gallery €4 webTA Login ¥r Westlaw Yy Supreme Court HR M

T - —

Type accuweather.com and then press Enter. The AccuWeather web page
appears.

Click the Settings and More button E located at the top-right corner of
the browser window.
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BE v s > N America - Unbed Staes - Diskacof G s ENGLISH (US), 'F &

@ AccuWeather Washingion, 0 P o600

U.S. Weather Radar Local Weather Trending News

¥ 50°

Cloudy

41°

Cloudy

IPNDNEFEPND, - - NI ND SN SN

'

A menu appears.

5. Click More tools, and then select Pin this page to Start. A dialog box
appears.

Do you want to pin this tile to Start?

Do you want to pin this tile to Start?

6. Click the Yes button. The web page is pinned to the Start menu.
7. Close the Edge web browser, and then click the Close all button, if prompted.
Activity 1-2

1. Click the Start button, and then click the AccuWeather Local Weather tile.

Snif Tool Calculat
@) Google Chrome nipping Tool alculator

The Edge web browser opens and the AccuWeather web page appears.

2. Close the Edge web browser, and then click the Close all button, if prompted.
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Activity 1-3

1. Click the Start button, and then right-click the AccuWeather Local Weather
tile. A shortcut menu appears.

2. Select Unpin from Start. The AccuWeather Local Weather tile is removed.

2. Pin to Taskbar

Get to websites you use most often directly from the Taskbar with one click.

Objectives

B Pin a web page to the Taskbar
B Access web page from Taskbar
B Remove web page from Taskbar

Activity 2-1

1. Click the Start button, and then click Microsoft Edge. The Edge web browser
opens.

2. Press Ctrl + T. A new tab appears with the cursor in the Search or enter web
address box.

P ‘ A4 Home - Supreme Court of t | [=] New tab e l+ v N
< 4 O {ar | o} ISear:h-ar enter web address |
| Employee Express & J-NetHome ¥¢ Lexis @ Lexis Advance® - Sig [B Suggested Sites 3 Virtusl Library Home ¥ Web Slice Gallery €4 webTA Login 75 Westlaw ¥t Supreme Court HR M

P g O g B O g O g g O g

3. Type buseta.wmata.com, and then press Enter. The Metro busETA web page
appears.
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4. Type 97 in the search box, and then press Enter.

<« (SR busstamatacom = % = £ @

Service Schedules & Maps Rider Guide Fares Initiatives

Routs

tes:

97 EAST CAPITOL STREET-CARDOZO

]
B e e e <

The 97 bus route is displayed.

5. Click the Settings and More button E located at the top-right corner of
the browser window. A menu appears.

6. Click Pin this page to the taskbar. The web page is pinned to the Taskbar.

7. Close the Edge web browser, and then click the Close all button, if prompted.
Activity 2-2

1. Click the busETA button on the Taskbar.

The Edge web browser opens and the Metro buskTA web page appears
showing the 97 bus route.

2. Close the Edge web browser, and then click the Close all button, if prompted.
Activity 2-3
1. Right-click the busETA button on the Taskbar. A shortcut menu appears.

2. Select Unpin from taskbar. The busETA button is removed.
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3. Use Reading View

Eliminate flashing ads, sidebar widgets, and other annoying distractions so you can
immerse yourself in the article or story. Also use handy grammar tools to help improve
reading and writing skills.

Objectives

B Eliminate distractions
Activity 3-1

1. Click the Start button, and then click Microsoft Edge. The Edge web browser
opens.

2. Press Ctrl + T. A new tab appears with the cursor in the Search or enter web
address box.

= | X Home—SuplEmECuurtnf_lj New tab X l+ ~

-

« = 0O | © fearch or enter web address

| Employee Express &) J-NetHome 77 Lexs @ Lexis Advance® - Sig [ Suggested Sites ¥ Virtual Library Home ¥y Web Slice Gallery €4 webTA Login ¥ Westlaw ¢ Supreme Court HR M

T e e e e e o e o e g gy o g

3. Type supremecourt.gov, and then press Enter. The Supreme Court of the
United States web page appears.

4. Click the ABOUT THE COURT link.

€ [}

The About the Court page appears.
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5. Click the Reading view button, located on the right side of the Address Bar.

&

| I
| |
| | j

e ABOUT THEC OURT

At About the Court

Prsdborg Ry st woms o

Reading view is enabled, and the About the Court page displays without
pictures, menus and other screen elements.

6. Click the Reading view button to switch back to the normal view.

7. Close the Edge web browser, and then click the Close all button, if prompted.

4. Mute a Tab

The desperate hunt to mute auto-play videos on a page has ended.

Objectives

B Mute the tab
B  Unmute to continue

Activity 4-1

1. Click the Start button, and then click Microsoft Edge. The Edge web browser
opens.

20
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2. Press Ctrl + T. A new tab appears with the cursor in the Search or enter web
addr

box.

New tab

< > 0O @ | 2 Eearch or enter web address |

| Employee Express &) J-Net Home ¥7 Lexis @@ Lexis Advance® -Sig [ Suggested Sites 7 Virtual Library Home ¥ Web Slice Gallery &4 webTA Login Y7 Westlaw Y7 Supreme Court HR M

'Y WY W W W W W W W W W U W W W W W W W W W W'\

3. Type cnet.com/videos, and then press Enter. The CNET Videos web page
appears.

4. Wait a moment until a video which includes audio begins to automatically
play. This behavior is common with the website.

5. Click the " button, located on the tab at the top of the browser window.
| G

siiivonssionzons O H &,

@mmm«mwmm«mmnm

D S D D S N D D N S S S

{
3
{
1

B e e

The audio is muted.
6. Click the W¥x button to unmute. The audio is heard.

7. Close the Edge web browser, and then click the Close all button, if prompted.

5. Print What Matters

Save paper and toner by only printing the content you want — without ads and clutter.

Objectives

B Print pages without ads or unwanted content

21
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Activity 5-1

Click the Start button, and then click Microsoft Edge. The Edge web browser
opens.

Press Ctrl + T. A new tab appears with the cursor in the Search or enter web
address box.

& «—EI|M Hnme—SuplEmECuurtoftl New tab X [+ ~

(S | © kearch or enter web address |

Employee Express & J-NetHome ¥r Lexis @ Lexis Advance® -Sig [ Suggested Sites ¥¢ Virtual Library Home Yt Web Slice Gallery €4 webTALogin ¥ Westlaw Yt Supreme Court HR M

. . . R . . . . G . . . . . . . . . . . . L

Type pcworld.com/howto, and then press Enter. The PCWorld How To web
page appears.

Click any how-to article, and then scroll down to preview the article.

Click the Settings and More button E located at the top-right corner of
the browser window, and then select Print. The Print dialog box appears.

Notice the number of pages above the preview pane.

Printer

[0 G-60-MS811 on iPsenvl.SCINET.

s Let the app change my printing
preferences

Orientation J—
How o use Microsoft Word s Res istentto ook fora new job... on Linkedin
Portrait s i s Lkt i

1% IF 3336762 F micrasall-ward kP how b use microsofl
in. bl
tentitwesl Purl=hitps % 34%:2 com%2Farticle%2F 3335576 % 2 microsoft
word rosoft-wards w-job-on-
ki himis:vigdncvordate b o to+ usghicrosof+ %27 s+ Heghume + Asaistait 10 Hook+igea Fnew + ok
— — — — —
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6. Click the Clutter-free

Printer
g] G-60-M5811 on iPservL.SCINET. ~

»/| Let the app change my printing
preferences

Orientation

Portrait

All pages

Scale

Shrink to fit

Margins

Normal

Headers and footers

Off

Clutter-free printing
On

Cancel

Printer
ﬂ] G-60-MS811 on iPserv1.SCINET.

»/ Let the app change my printing
preferences

Orientation

Portrait

Copies

1

Notice the reduced number of

printing box, and then select On.

How to use Microsoft Word's Resume Assistant to look for a new job... on
LinkedIn

Resnimes are so passé. Haw about a Tinkedls prafile lustead?

MILAST NAME

pages above the

preview pane.

How to use Microsoft Word's Resume Assistant to look for a new job... on
Linkedln

Resnimes ave s passd. How abeut 2 Linkedls profile instoad?

7. Click the Cancel button. The Print dialog box closes.

8. Close the Edge web browser, and then click the Close all button, if prompted.

23
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Outlook 2016 Activities

A number of enhancements have been made to Outlook to make it easier to view and
read email.

1. Attachment Reminder

Outlook now warns you when it appears you've forgotten to include an attachment that
is referenced in the subject or the body of your message.

Objectives

Deliberately forget to attach a file to a message to find out what happens when the
Send button is clicked.

Create a new message without attaching a document

Activity 1-1

1.

2.

Click the Start button, and then click Outlook 2016. Outlook 2016 opens.

Click the New Email button

Send / Receive Folder View Adobe PDF

" %I nore [E7 Meetin
5 9 - g
b

= x 2 = &
0 x Clean Up - ﬁ(' ﬁ') vesf [V
New o Delete = Reply Reply Forward
ltems - i Junk~ Al E More -

New Delete Respond

A new Untitled Message window appears with the cursor in the To field.
Type your name.

Click the Subject box, and then type Revised Report, and then press the Tab
key or click inside the body of the message.

Type Please see the attached. .

25
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6. Click the Send button. The Attachment Reminder dialog box appears,
warning that you may have forgotten to attach a file.

Attachment Reminder
You may have forgotten to attach a file.

|:| Don't show this message again

Don't Send Send Anyway

7. Click the Don’t Send button. The dialog box closes.

8. Click the Attach File button, and then select any file from the Recent Items
list or click Browse This PC... to insert a file.

Message Insert Options Format Text Review Adobe PDF Q Tell me what you want to do...

< Cut 2! &= ! 2‘ [ Fol
D Cop : ‘/@ = !
Address Check | Attach JAttach Signature -

Paste

- Format Painter Book Mames Item = - Low |

Include /

Clipboard ] Basic Text Mames

9. Click the Send button. The message is sent.

2. Peek

Want to see what appointments are upcoming, or search for a contact without opening
the Calendar or Contacts list? Then take a Peek for quick access.

Objectives

B View the Calendar without opening
B Locate a contact by name without displaying contacts

Activity 2-1

1. Click the Start button, and then click Outlook 2016 if the application is not

open.

2. Mouse hover over the Calendar button, located at the bottom of the
Navigation Pane. The Calendar peek appears showing a preview of the

26
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Calendar and upcoming events and/or appointments.

L?.‘
4 February 2019 3 -
SU MO TU WE TH FR SA
27 28 29 30 31 1 2
34 56 7H ©
1011 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 1 2
3 4 5 6 7 & 9
Today
11:00 AM Project Status Meeting
Conference Room
12:00 PM Lunch-n-Learn
Training Room
1200 PM Budget Meeting -
m e ...
T

3. Move the mouse down and away. The Calendar peek disappears.

Activity 2-2

1.

Mouse hover over the People button, located at the bottom of the

Navigation Pane. The People peek appears showing the Search People box

and the

Favorites list.

Search People

FAVORITES
Right-click a

g

person anywhere in Office te

add them to your favorites,

27
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2. Click the Search People box, and then type Robert. A list of people with
names including “Robert” appears.

]
|roberﬂ X|
RESULTS (9)
Robert Cowles =
Customer Support

Robert Hawkins

Director

Ashley Robertson
EK Law Clerk 2018

Robert Chang

Manager/Systemns Develop...

Robert D. Mullins

Private

Robert Forte

Cataloguing Technician

3. Mouse hover over Robert Cowles. A preview appears showing his
availability, as well as buttons to Send an IM, Call, Start video call, and Send
email message to... .

4. Continuing to mouse hover, right-click Robert Cowles, and then select
Add to Favorites.

Robert Cowles
robert Busy - Busy. Free at 11:30 AM
Customer Support, Information Technol..,

RESULTS (9) @l ® @ @ -

I Robert Cowres
Customer By Copy
I R_ober‘t H Add to Favorites |
Director ]
Edit Contact
Ashley R -

EK Law Cle Open Qutlook Properties
Robert ¢ Open Contact Card
Manager/Systems Develop...

Robert D. Mullins

Private

Robert Forte

Cataloguing Technician

He is added to the Favorites list.

5. Move the mouse down and away. The People peek disappears.

28
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3. Filter Messages

Objectives

View only messages marked as unread.

B Show Unread messages and All messages

Activity 3-1

1. Click the Start button, and then click Outlook 2016 if the application is not

open.

2. The Message Pane, by default, shows all messages in a particular folder.
Notice the All button is enabled.

Send / Receive Folder View Adobe PDF ';-' Tell me what you want to do...

El ,._|'.j %Ignore x E:\q (E/ _\ﬂ E:a F(‘- Meeting ¥ Everyone Q)To Manager w
¥ :u 7 Clean Up~ - Goie O Ie ; ed QS 1M~ ET Team Email v Done " R

ew ew elete eply Reply Forwar ave
Email ltems = 3®Junk' All E‘@ Mare ~ 9- Reply & Delete ¥ Create New ¥ .

Mew Delete Respond Quick Steps (-]
5 £

4 Favorites Search Everyone (Ctrl=E) £ | Current Folder =

nbox Unread ByDate =  Newest 4 =

4 Yesterday

Melanie McGhee
Brown Bag Lunch Presentations Thu %28 AM
Please join us today at 12 noon in the Lawyers' Lounge, We look

4 Wednesday

Robert Cowles
Court Domain Service Interruption Wed 2:38 PM
This afternoon some users experienced a brief service interruption

Denise McNerney [/
Attached is an AMENDED calendar for the FEBRUARY argument ses... Wed 2:26 PM
F¥l: No. 17-1679, Gray v. Wilkie, has been REMOVED from the

Melanie McGhee

Brown Bag Lunch Presentations Wed 03 AM
Good morning, Please join us during your lunch hour for

b

Tuesday

Marion Zaczkiewicz
FedEx pick-up Tue 317 PM
The last FedEx pick up today will be at 5:00 pm. Thanks. <end>

Marion Zaczkiewicz
mail pick-up today Tue 11:37 AM
Please note that the last mail pick-up today will be at 2:30 pm.

Pamela Talkin
This evening's State of the Union Address Tue %00 AM
At 7:00 p.m. all the streets around the Court Building and the

4 Monday

D e g BT gy g o e e e

29
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3. Click the Unread button. The Message Pane shows only unread messages.

Send [ Receive Folder View Adobe PDF Q Tell me what you want to do...

El a,_':j %Ignnre x ﬁ;;i (ﬁ:;i ﬁ% [EL Meeting ¥ Everyone EE)TD Manager ;
MNew  Mew 788 Clean Up - Delete  Reply Reply Forward q‘j M- £ Team Ernc v/ Done Move R
Email ltems~ | akJunk~ All 5] More » & Reply & Delete ¥ Create New .
Mew Delete Respond Quick Steps F}
4 Favorites | [ search Everyone (Ctri<E) P | Current Folder -

Inbox All By Date ™  Mewest L

4 Wednesday

Robert Cowles
‘Court Domain Service Interruption Wed 2:38 PM
This afternoon some users experienced a brief service interruption

4 Last Week

Robert Cowles
SCINet Server Maintenance - Thursday January 31st, 2019 Mon 1/28
The Office of Information Technology will be performing required

4 Last Month

Robert Cowles
SCINet Email Service Interruption 1/4/2019
This afternoon some users experienced a brief interruption of email

4 Older

Robert Cowles
SCIMet Service Interruption 12/27/2018
This morning some users are experienced a brief service interruption

e A S D S S S e S

D e - -

4. Click the All button. The Message Pane shows all messages.

4. Use Tell Me

Remember Help? Remember the frustration? Now you have Tell me. "Tell me what you
want to do” allows you to go straight to the command or tool you're looking for.

Objectives

B Quick access to settings and tools to accomplish a task
Activity 4-1

1. Click the Start button, and then click Outlook 2016 if the application is not
open.




Outlook 2016 Activities

2. Click the Tell me what you want to do... box, located above the Ribbon.

Send/Receive  Folder  View  AdobePDF | Q Tell me what you want to do...
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3. Type out of office, and then press Enter. The Automatic Replies dialog box
appears. Notice how the options and settings within this dialog box allow you

to set an automatic “out of office” reply. The Tell Me feature took you directly
here.

Automatic Replies - crollison@supremecourt.gov x

®Do not send automatic replies:
O;end automatic replies
Only send during this time range:
Start time: | Fri 2/8/2019 11:00 AM
End time: | Sat 2/9/2019 11:00 AM
Automatically reply once for each sender with the following messages:

& Inside My Organization e Qutside My Organization (Off)
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Please be advised that | am out of the office November 22 and 23, and do not have access
to this email account during this time. | return on November 26.

Thank you and regards,
Chris

Rules... Cancel

4. Click the Cancel button.

5. Click the Tell me what you want to do... box, located above the Ribbon.

6. Type signature. A list appears with Help and Smart Lookup options.
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Hands-On Lab Activity Book

7. Click Get Help on “signature.” An Outlook 2016 Help window appears.
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Outlook 2016 Help

© @ (¥ | search P

Results for "signature”

Create and add a signature to messages

In Outlock, you can create one or more
personalized signatures for your email messages.
Your signature can include text, images, your
electronic business card, a logo, or even an image of
your handwritten signature.

Change an email signature

Change an email signature. Click File > Options >

Mail = Signatures. Click the signature you want to

edit, and then make your changes in the Edit v

cinnature hny When vnii're dane celart Save > 0K

8. Close the window.
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Word 2016 Activities

The latest release of Microsoft Word is packed full of features that make it easier to use.
It's no wonder why this is such a favorite word-processing application.

1. Use Smart Lookup

Smart Lookup finds info on the web — without leaving Word! Think of it as your
personal research assistant.

Objectives

B Access information sources without leaving Word
Activity 1-1

1. Click the Start button, and then click Word 2016. Word 2016 opens, with the
cursor at the top of new, blank Document1.

2. Type Supreme Court of the United States.

3. Select the text, and then right-click. A shortcut menu appears.
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4. Select Smart Lookup. The Insights pane appears on the right side of the
Word 2016 window.
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Hands-On Lab Activity Book

Supreme-Court-of-the:United-States{

Note: The Insights pane has two options: Explore and Define. The former contains
basic search results, while the latter provides a word definition if Bing has one.

5. Click any article under the Explore Wikipedia heading. The web browser
opens to the Wikipedia page.

6. Close the web browser.

7. Close the Insights pane.

2. Insert Online Picture

Easily search the web and insert pictures directly into a document.

Objectives

B Find and insert a picture from the Internet
Activity 2-1

1. With Document1 used in Activity 1-1 above still open, select the text
Supreme Court of the United States.




Word 2016 Activities

2. Click the Copy button on the Ribbon. The text is copied to the Clipboard.

3. Click the Insert tab on the Ribbon, and then click Online Pictures.

File Home Design Layout References Mailings

. (|
EDO= =
Cover Blank Page  Table  Pictur

Page~ Page Break v
Pages Tables Mustrations

hapes SmartArt Chart Screenshot

The Online Pictures dialog box appears.
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4. Right-click the Bing Image Search box, and then select Paste.
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Hands-On Lab Activity Book

5. Press Enter. The Online Pictures dialog box appears.

Online Pictures

Search Bing
Powered by |» Bing

[0 Creative Commons only

(T

You are responsible for respecting others' rights, including copyright. Learn more here

6. Select any two pictures, and then click the Insert (2) button. The Online
Pictures dialog box closes, and the pictures are inserted into the document,
next to the cursor.

7. Close the document, and then click the Don’t Save button.

8. Close Word 2016.
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Notes
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