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New User Handbook 

Thank you for purchasing a MyGait Senior 

Computer.  We want you to have an      

enjoyable computer experience and hope 

this guide will help you manage the basic 

functions of your new computer service.  

Soon you’ll see how easy it is to stay in 

touch with family and friends by using 

your new computer. 

 

If you have questions, please contact our 
customer support service:  

Phone: 1 (866) 475-1054 (toll-free) 

Email:  service@mygait.net 

Address: 1110 North Post Oak, Suite 310 

        Houston, TX 77055 

In this guide, be sure to 

look for the helpful hints 

from me the MyGait PC! 

MY NOTES 
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You have to interact with the computer in order to tell it 

what to do.  There are two basic ways that you will      

interact with the computer described on the next two 

pages.  

CLICK (The Trackball Mouse)  

The trackball is used to select (click) 

items on the screen.  To use the trackball, 

rest your dominant hand on the trackball 

with one or two fingers touching the 

large rolling ball.   

Look at the screen and find the arrow; this is the cursor.  

When you move the ball on the trackball with your    

fingers, the cursor (white arrow) will move around the 

screen.   

To click something, do the following: 

1. Move the cursor (arrow) on top of the item you want 

to click by moving the ball with your finger(s). 

2. Once the arrow is on top of the item you want to 

click, push and release the left or right button on the 

trackball.  Clicking the mouse tells the computer to 

do something. 

 

 

THE COMPUTER EQUIPMENT 

You will only need to 

click ONCE on the 

mouse.  You will never 

have to double click!  
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THE MONITOR 

This is the piece of equipment which allows you to see 

what you‟re doing on your new computer. Most      mon-

itors will have settings to adjust things like      bright-

ness, and color. However, the power or on/off    button 

is primarily the most common used button on a monitor. 

 

THE COMPUTER 

You might hear terms like hard drive, tower, or C drive.  

These terms are used to describe your computer and this 

is where information can be stored or retrieved.  Think 

of this part as the brain of your new computer system. 

 

THE SPEAKERS 

Speakers can come in all kinds of shapes and sizes.  

Most monitors will have built in speakers that usually 

provide enough sound for day to day computing.   

 

THE PRINTER 

The majority of printers on the market today are color 

printers.  These allow you to print pictures, letters, or 

graphics in color ink.  Loading new ink cartridges in a 

color printer can be different depending on the type of 

printer, but be sure to read the printer manual for color 

type and loading instructions. 

THE COMPUTER EQUIPMENT 



PORTS 

On the MyGait PC, ports are where your cables plug in-

to.  On your new PC there will be ports for speakers, 

printer, mouse, and keyboard.  The more accessories 

that you have for your computer, the more ports you will 

need to run them.  In the picture below, the ports are the  

little outlet slots that the black cable is going into. 

 

 

 

 

 

 

 

 

 

 

 

 

USB PORTS 

USB stands for Universal Serial Bus.  Today, USB ports 

have become a standard connection port for many      

devices such as keyboards, mice, and digital cameras.  

In the picture above the black cable is a USB port.  All 

of the accessories for the MyGait PC are connected by 

USB port. 

THE COMPUTER EQUIPMENT 

5 

MY NOTES 

42 

Some of my new Email Addresses: 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

                                                        @ 

A little place for some of my passwords: 

 

 

 

 

 

 

 

 



USEFUL WEBSITES 
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Here is a list of some Useful websites that you may 

want to visit once you have your computer set up and 

ready to GO! 

 
Music: 

www.pandora.com  Listen to free music online 

 

TV: 

www.hulu.com  Watch your favorite TV shows. 

www.youtube.com Watch clips from your favorite movies, 

songs and more. 

 

Games: 

www.webcrosswords.com  Free Crossword puzzles online 

Daily 

www.games.aarp.org  More games and puzzles 

 

Tutorial:  

www.sense-lang.org/typing Online Free Touch Typing 

Program, keyboard tutor 

 

Health: 

www.prevention.com  Health, Fitness, Diet and more! 

www.webmd.com Information for your Health 

 

News: 

www.usatoday.com News, Travel, Weather, Entertainment 

and more 

www.aarp.org   Health, Travel deals, baby boomers, elec-

tion news, over 50, online games and more 
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THE COMPUTER EQUIPMENT  

On/Off Button - A Blue light      

indicates your computer is on.  

 

SD Card Slot - Digital Camera 

Memory Card 

 

USB Ports - Universal Serial Bus, 

connection for your USB devices  

 

Headphone Port - Headphones 

plug in here 

 

Monitor Power Supply - Your 

monitors power connection, on the 

underside of the monitor.  

Wireless Antenna - Connects a 

Wireless Internet connection 

 

Power Plug - Your computers 

power connection 

 

USB Ports - Connections for 

your USB devices 

 

Ethernet Port - Your Ethernet 

wire plugs in here 

 

Monitor Port - Your monitor       

connects here 

 

Speaker Port - Your speaker 

wire plugs in here 

http://www.pandora.com
http://www.hulu.com
http://www.youtube.com
http://www.webcrosswords.com
http://www.games.aarp.org
http://www.sense-lang.org/typing
http://www.prevention.com
http://www.webmd.com
http://www.usatoday.com
http://www.aarp.org
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THE COMPUTER EQUIPMENT- ELITE 

 

Front View of the MyGait Elite  
      

   

 
 

Brightness - Adjusts the 

brightness of the         

computer screen. 

Right View of the MyGait Elite 

CD Drive - Used to play  

movies on your MyGait 

computer. 

On/Off button -  

A light indicates 

your computer is on 

Web Camera - 

Built in camera and     

Microphone 
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STANDARD LIMITED WARRANTY 

What is covered and for how long? 

MyGait LLC warrants to the original purchaser that the 

MyGait Senior PC and peripherals are free from defects 

in material and workmanship under normal use. The   

following parts are covered.  

 

 

Monitor 

PC 

Keyboard 

Speakers 

Trackball 

 

 

**Normal wear and use does not include defect due 

to abuse or spillage on these pieces of equipment.  Be 

sure to keep your mouse and keyboard away from 

food and drink which will ruin these items if spilled 

on.** 

 

 

This limited warranty is conditional upon proper use of 

Product by Purchaser.  This warranty does not cover de-

fects or damage resulting from accident, misuse, abuse, 

neglect, or modification of any part of Product. 

 



39 

 

 

 

 

 

  

Remember you can always 

send us a Question from 

your Help page! 

For additional instructions…  

If this handbook doesn‟t have instructions for the feature 

you want to use, never fear.  The Help folder has        

instructions for every MyGait feature.  To use the Help 

folder : 

1. On your screen, click the HELP button.   

2. The computer will open the page that lists some very 

useful help topics. 

3. The computer will open a list of instructions for the 

topic you chose.  Click on the specific instruction 

you are interested in. 

4. The computer will open the instruction you chose.  

Use the Print button to get a paper copy of the       

instructions. 

 

 

 

Use the following pages for helpful 
notes…  

Use the notes pages to collect additional information that 

you find helpful.  Remember, you can call the support       

service any time you have problems or questions at  

1 (866) 475-1054 (toll-free) 

Remember, using your new computer is meant to be fun 

for you, not an additional burden on you. Enjoy! 

TROUBLESHOOTING 
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THE COMPUTER EQUIPMENT—ELITE  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SD Card Slot - Digital Camera 

Memory Card 

 

USB Ports - Universal Serial 

Bus, connection for your USB 

devices  

 

Headphone Port - Headphones 

plug in here 

Power Plug - Your  

computers power connection 

Ethernet Port - Your 

Ethernet wire plugs in 

here 

USB Ports -  Universal Serial Bus, 

connection for your USB devices  

Left View of MyGait Elite 

Back View of MyGait Elite 



TYPE (The Keyboard) 

The keyboard is used when you need to type words onto 

the screen.  The keyboard is similar to a typewriter.  

When you press a letter on the keyboard, it will appear 

on the screen.   

You will only need to type in certain situations, such as 

when you are writing an email message to someone.   

You can‟t type anywhere on the screen; you can only 

type into green boxes.  If a box that you want to type in-

to isn‟t green, use the trackball to click inside the box.  

The box should turn green and you should then be able 

to type. 

 

No need to worry if you‟re not a great typist because 

there are several free typing tutorials on the web that can 

help you improve your typing skills.  Please refer to the 

next couple of pages for a complete description of your 

new keyboard. 

DESCRIPTION OF THE KEYBOARD 
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You will be able to hook up a printer to your new    

computer.  The MyGait computer works with all       

Windows compatible printers which are equipped with a 

USB connection.  

Whether you are connecting a brand new or existing 

printer, simply connect the printer to your computer‟s 

USB port and power the printer ON. Then contact        

MyGait customer support and we will assist you in the 

installation of your printer.  

 

Printer Troubleshooting 

If you are experiencing problems with your printer 

please try the steps below or Contact MyGait Customer 

Support.  

 

1. Turn off your printer by pressing the power button. 

2. Turn off your MyGait computer by pressing its pow-

er button.  

3. Once both your printer and MyGait computer are off, 

leave both off for 30 seconds. 

4. Turn your printer back on and then turn your MyGait 

computer back on. Wait until both are back on     

completely.  

5. Once both are back on, try printing again. If you are 

still experiencing problems, please call MyGait    

Customer Support for additional help.  

 

PRINTER HELP 
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INTERNET CONNECTIONS 

Run Test 

When your MyGait computer is having trouble          

connecting to the Internet you will receive a System   

Error (as shown in the picture below) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Some Reasons that you may be receiving this message 

is: 

 - You may have temporally lost your internet      

    connection. 

 - You may be disconnected from your Wireless  

    internet. 

 - There may be a temporary internet outage in 

    your area. 

 

For further information and help with this issue, please 

contact MyGait Customer Support. 

 

HIGHLIGHTED  

BS 

Shift 

Enter & ENT 

CAP 
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DESCRIPTION OF THE KEYBOARD 

Description of the Keyboard and the various keys: 

 

                          Moves the cursor to the beginning of 

the next line. This key can also be pressed to open a    

program after you have it                It will ex-

ecute a command. 

 

           Hold the shift key down and press the letter key 

you want to make a CAPITAL letter. 

This key is also used to type the characters at the top 

of some keys. Eg: Shift + 1 = ! or Shift + 2 = @ 

 

            Makes all letters CAPITAL letters. When the 

Caps Lock key is pushed, a light will show up on the 

upper right corner of your keyboard next to the capital 

“A”. When caps lock is turned on it remains on until 

you press the Caps Lock key again. When you press the 

Shift key when Caps Lock is on, a lower case letter will 

be produced. 

 

        Backspace, deletes the character to the left of the 

cursor each time you press it. (If you hold it down it will 

continue to delete so be careful). 

 

Space- This key places one space every time it is 

pressed.  
 



 

IN- Deletes the character to the right of the cursor and 

replaces it with whatever is typed on the keyboard. 

 

PU- When this key is pressed, if the page currently be-

ing viewed has more than one page, the page view will 

be moved up one page. 

 

PD- When this key is pressed, if the page currently be-

ing viewed has more than one page, the page view will 

be moved down one page. 

 

 Deletes the character to the right of the cursor each 

time you press it. 

 

ED- Brings you to the end of the line the cursor is on. 

 

ES- Located in the upper Left corner of your keyboard. 

Cancels an incomplete command; it will also close an 

open menu. 

 

← Moves the cursor to the left one space each time it is 

pushed; does not delete the character. 

↑ Moves the cursor up one line each time it is pushed; 

does not delete the character. 

→ Moves the cursor to the right one space each time it 

is pushed; does not delete the character. 

↓ Moves the cursor down one line each time it is 

pushed; does not delete the character. 
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DESCRIPTION OF THE KEYBOARD 

DL

Wireless Connections 

Your new computer can connect to a wireless network.  

If you have a wireless connection set up in your home, 

simply follow these steps to connect to your wireless 

network: 

1. Locate the wireless signal indicator at the bottom 

right corner of your screen. 

2. Click on the picture of the computers with the red X 

or one that says wireless connections are available. 

3. You will then see all of the available wireless       

connections in your area.  Click on your wireless   

network. Usually it is the first network listed and 

with the most green bars.  

4. Enter your wireless security code.  **You will need 

to know this security code in order to get onto 

your wireless network.** 

36 

INTERNET CONNECTIONS 

This is what the wireless 

signal indicator symbol 

looks like... 
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Computer Safety 

We recommend that you plug your new computer power 

cords into a surge protector.  Surge protectors have been 

proven to help protect computers against power outages 

and lightening strikes. 

 

 

Personal Data 

 Never send your password information over email.  

No legitimate organization will ever ask you to     

confirm your password by email. 

 Always be careful when opening emails from people 

you don‟t know.  Most people delete emails from   

unknown senders without opening the message. 

 Be aware that you might receive a lot of “junk” mail 

if you sign up for some sweepstakes and other     

websites that promise free products. 

 When entering financial, banking, or credit card    

information online, be sure the website is secure.  

Look for the https at the beginning of the webpage 

address or an icon of a lock on the bottom right     

corner of the screen. 

 

 

 

SAFETY INFORMATION 

 

HM-Home brings you to the beginning of the line the 

cursor is on. 

 

Tab- Moves the cursor to the tab marks and between 

columns. 

 

Shift + PS- Prints what is on your computer screen. 

 

 - Cursor The arrow on your screen. The mouse is 

used to move the cursor. 

 

SL- The scroll lock key is intended to temporarily stop 

the scrolling of text or halt the operation of a program. 

There are not many software programs today that take 

advantage or have a use for this key. 

CTR - Used to refer to a keyboard shortcut key 

ALT- Short for Alternate, this key is used in combina-

tion with other action keys. 

NL- Turning the Num Lock on will allow the user to use 

the numbers on the keypad and turning the Num Lock 

off will enable the keys other functions such as using the 

keypad as an arrow pad. 

F5- Refresh computer screen 

 

**The other F1-F12 keys will only be used  

by your MyGait support** 
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DESCRIPTION OF THE KEYBOARD 
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THE MYGAIT DIFFERENCE 

Check out some unique features of your 
new computer that will make your PC 
easy to use.  
 

 Print looking a little small?   No 

problem.  Use the ZOOM feature 

and this will allow you to zoom the 

screen up to 200%. 

 With your monthly MyGait         

subscription plan you receive un-

limited technical support.  This 

means that you can call or email 

one of our support specialists and they will assist you 

with your question.  The MyGait support staff is 

trained and dedicated to meeting the needs of a     

senior PC user.  

 The MyGait support staff have available                

administrative tools that will help ensure that your 

question is answered.   If necessary, the MyGait    

support staff also have the ability to remotely look at 

YOUR screen so that we can truly help your specific      

problem. 

 HELP is       

always just a 

click away and 

will be      

available on 

every screen.  

 

Help! 
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You will be able to hook up a web camera to your     

MyGait computer.  The computer works with all      

Windows compatible web cameras which are equipped 

with a USB connection.  The MyGait Elite has a built in 

web camera , so no extra hardware is required. 

 

Along with a web camera you will need Skype installed 

on your computer before you can start making video and 

voice calls to your family and friends on your computer. 

Simply connect the camera to your computer‟s USB 

port. Then contact MyGait customer support and we will 

assist you in the installation of your web camera and 

Skype.  

 

WEB CAMERAS 

You can stay in touch 

with your Family and 

Friends using your    

MyGait computer!!!  



There is a blank calendar in MY FILES folder.  If you 

like, you can use it to create and print the calendar.    

To add an event to your calendar: 

1. When the calendar loads, click the Add new event 

button. 

2. Fill out all of the event information.  You can add a 

one-time event, or an event that reoccurs on a        

specific schedule.  A recurring event can be specified 

on a weekly or monthly basis. 

3. Click the save button near the top-right corner of the 

screen when you are done describing the event. 

To print your calendar: 

1. When the calendar loads, click the Printable view 

button. 

2. The calendar will load exactly as it will look on     

paper.  If the calendar looks acceptable, click the 

Print button at the top of the screen.   

3. Select the horizontal layout in the print dialog box, 

and then click the Print Page button. 

4. Sometimes the calendar won‟t fit all on one page 

when you print it.  In order to make it fit, you will 

have to shorten the names of some of your events.  

Look at the printed copy to figure out where it makes 

sense to shorten names or remove events. 

33 

CALENDAR 
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THE MYGAIT DIFFERENCE 

 The trackball mouse included with your new PC has 

a one click feature.  This means that you will never 

have to worry about selecting a left or right click    

because both buttons do the same thing.  You will al-

so never have to worry about performing a double 

click on the mouse because everything on the        

MyGait PC is a single click. 

 MAKE IT GREEN.  You are always aware of your 

location on the screen because of the green backlight 

feature.   If you ever lose your place on the monitor, 

simply move the trackball mouse until you see    

something turn green.   A simple way to think about 

it is to think to yourself, „make it green and click the 

mouse button.‟  This will allow you to make your 

computer do what you want it to do every time. 

 Your personal backup storage is on the MyGait serv-

er.  This means that you should never have a problem 

losing your personal files should you        experience 

a major computer failure. 
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THE WELCOME FOLDER 

After you sign in, the computer will load your welcome 

folder.  The welcome folder gives you easy access to all 

of the popular features, including Email, Radio, The 

Web, Headlines, and more. 

A sample welcome folder is shown below (yours may 

look a little different than the one pictured here).  Notice 

the dark folder tab just below the Back button; this tells 

you that you are looking at the Welcome folder. 

Notice the GO button in 

the middle of the screen.  

Click on it to see where 

you  can explore. 

Uploading Photos 

With your new MyGait computer you can easily upload 

photos from your digital camera using the USB cord 

(provided with your digital camera) or by inserting the 

cameras SD card into the memory slot on your          

computer. 

1. A Screen will automatically appear when your     

camera is detected. Click on YES to start the Upload. 

2. Next select the photos by clicking on each photo, a 

check mark will appear.  Use the arrows to view all 

pictures.  

3. Once your done selecting photos, move your pointer 

to NEXT. When it turns green, click once.  

4. Move your pointer to the album you would like your 

pictures saved to and click once, a check mark will 

appear. You can also type the name of a new album 

in the text box.  

5. Move your pointer to NEXT, when it turns green, 

click once.  

6. Your photos will be uploaded to the selected Album. 

Once the process is Finished you have the option to 

View the photos or Close the Uploader.  

  

PHOTOS 
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Your camera 

has been     

detected !!! 
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Printing a Photo 

Follow the instructions for viewing a photo to display 

the photo you wish to print. 

1. Adjust the size of the picture using the Larger and 

Smaller boxes. Keep in mind that if part of the      

picture is not visible on the screen, it will not fit on 

the printed page. 

2. Move your pointer to the box labeled Printable 

View. When the box turns green, click once. 

3. When the Printable View appears, move your pointer 

to the button at the top of the page labeled Print.. 

4. Move your pointer to the button marked Print Page 

and click once. 

5. Your photo will be sent to the printer, but there may 

be no immediate reaction from the printer. It         

generally takes from 10 to 30 seconds for the printer 

to actually start printing; be sure to give the printer 

time to react. Each time you click the print button 

while the printer is preparing to print it will print one 

full copy of your information. You may end up with 

duplicate copies of the same picture.  

PHOTOS 
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When you click on any of the items in your Welcome folder, 

the computer will open a tab with a label.  For instance, if 

you click on the ‟View my favorite web sites‟ button, your 

Web Favorites folder will open up in a tab labeled “Web    

Favorites” (as shown in the picture below).   

Tabs will appear directly to the right of the main folder tab.  

You can have up to seven Tabs open at one time.  To close a 

Tab, click on the large red X on the right-hand side of the 

tab.  To open a new Tab, click on the (+) button. 

TABS 

When you click this          

A new tab will appear like this 
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THE BUTTONS AT THE TOP 

Print Box Zoom Box 

The button that looks like a 

speaker is what you click when 

you want to adjust the volume 

or mute your computer. 
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In the My Files folder, there is also a tab for your pho-

to albums.  This is where any photos that are sent to 

you via email will be saved (if you choose to save 

them). 

Viewing a photo 

1. To view a photo, move the pointer to the folder    

labeled Photo Albums and click on the box labeled 

with the name of the correct photo album. 

2. Small version of all the photos in the album will be 

displayed. Move your pointer over the box          

containing the photos you wish to view. When the 

box turns green, click once. 

3. Your photo will be displayed. You can increase or 

decrease the size of the image by moving your 

pointer to the boxes labeled Larger or Smaller. 

When the box turns green, click once. 

4. When you are finished viewing a photo, move your 

pointer to the box labeled Close. When the box 

turns green, click once and you will return to the 

photo album. 

Deleting a Photo 

When the photo is displayed, move your pointer over 

the box labeled Delete. When the box turns green, 

click once and your photo will be deleted. 

 

 

PHOTOS 



Practice Highlighting by clicking on the beginning of a 

word or sentence and then hold down the mouse but-

ton as you move the ball on the mouse.  You can    

highlight a word or an entire page. 
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DOCUMENT CREATOR 

 

Font describes the appearance of the type.  You can    

easily change your font type, size and color.  To do this, 

move your pointer to the area labeled FORMAT and 

click on one of the down arrows. 

 

This drop-down arrow icon means that you have 

other options.  Click on it to see them. 

 

 

means you are selecting the word or words,  

or you are telling the computer to do something with 

what you are selecting.   

 

There are also several shortcuts like these that can help 

you when creating a new document: 

 

CTR + C = Copy the highlighted text or object 

CTR + V = Paste text or object  

Highlight 
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THE BUTTONS AT THE TOP  

Back 

The back button allows you to return to the page that you 

were viewing just prior to the current screen.  The back 

button is most useful when you are on The Web.   

Print 

The print button will send a paper copy of the screen to 

the printer attached to your computer.  When you click the 

print button, the print dialog box will appear.  The print 

dialog allows you to adjust the number of copies and the 

page layout (horizontal or vertical).  When you are ready 

to print, click the Print Page button at the bottom of the 

print dialog box. 

Help 

The help button allows you to have access to help when 

you need it.  Clicking this button will bring up several   

useful tabs including: MyGait contact information, your 

user information, and written help guides to make your 

computing experience simple. 

Zoom 

The zoom feature magnifies everything on the screen; it 

can help you if you have trouble reading the information 

on the screen.  When you click the zoom button, the zoom 

dialog box will appear.  Select your preferred zoom setting 

by clicking on one of the numbered boxes, and then click 

the OK button.  The screen will now be magnified.  To   

adjust the zoom back to normal, click on zoom then select  

100%. 
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Email (electronic mail) is an easy-to-use means of       

communication.  Using the computer, you can send letters 

at any time to any person who has an email address.  

Emails get delivered instantaneously—no need to wait on 

the mailman.   Further, you can do so free of charge, 

whether they live down the street or in another country!  

What is an Email address? 

To send someone an email message, you need to know 

their email address.  You can use the blank pages at the 

back of this book to collect the email addresses of your 

friends and family members.  Their email addresses 

should have a format similar to this:  

(name) @ (Email provider) .com 

 

 

 

 

What is my new Email address? 

With your new computer, you get your very own email 

address.  To find your new email address simply click 

on the HELP button and look under the USER             

INFORMATION tab.  You will see your new email    

address.  Let all of your friends and family know that 

YOU now have an email address. 

My new email address is: 

_________________________@mygait.com 

EMAIL 

Email addresses are unique to each per-

son.  Some may end in  .net, .org, or .edu 

Be sure to get the exact address of your 

friends & family! 

Shortcuts Continued 

  

 Paste the copied text. 

 

 Indent the text. 

 

 Outdent the text. 

 

 Undo the most recent action. 

 

 Redo the most recent action. 

 

 Apply color to the text. 

 

 Create an numbered ordered list. 

 

 Create a unordered list. 
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SHORTCUTS 101 

If you point your mouse 

over an icon, a bubble will 

appear in a few seconds to 

tell you what it does.   
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Shortcuts  - What do they mean? 

These small pictures that you see are called icons.        

Simply put, clicking on them will cause your computer to 

perform an action.  These icons are shortcuts to some of 

the more common commands that you will use often when 

creating a document. 
 

 Save the page you are editing. 

 

 Apply bold to text. 

 

 Apply italic to text. 

 

 Apply underscore to text. 

 

 Align text to left margin. 

 

 Align text on the center line. 

 

 Align text to right margin. 

 

 Cut the highlighted text. 

 

 Copy the highlighted text. 

 

SHORTCUTS 101 
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How to write a message to someone 

1. Click on the GO button, and select Email. 

2. Click on the „Write an email message.‟ 

3. The computer will begin the send message process.  The 

first step is to select the recipients for your new email.  

The people in your address book will be listed in the 

middle of the screen.  To add one of them to the list, 

click on the name. Once you click, a checkmark will   

appear next to their name, and their names will appear to 

the right of the TO: label near the top of screen.  You can  

select as many recipients as you like.  You can also type 

in email addresses in the OTHER RECIPIENTS box at 

the top of the screen. 

4. Once you‟ve added all of your recipients, click the 

NEXT button near the top-right corner of the screen. 

5. The computer will open the second step of the send    

message process.  This is where you write your message.   

6. Type the subject of your message in the SUBJECT box. 

7. After you have typed a subject, click on the large square 

box under the Subject box.  Once the large box  turns 

green, you are ready to type your message.  Type the 

content of your message. 

8. After you have finished typing and you are ready to send 

your message, click on the SEND button near the         

top-right corner of the screen.  You should then see a 

message that confirms that your message was sent. 

9. Click the CLOSE button (or the red X on the tab) to exit 

the send message process. 

EMAIL 
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The Mailbox 

When people send you email messages, they will be   

delivered to your mailbox.  To open your mailbox, do 

the following: 

1. From the Email folder, click the mailbox button.    

Notice that the mailbox buttons tells you how many 

unread messages there are in your mailbox. 

2. The computer will open your mailbox.  All of the 

messages in your mailbox will be displayed on the 

screen.  The most recent messages will be at the top.  

The mailbox tells you five things about each       

message: 

 Whether or not you have already read the message 

 Informs you if you have an attachment 

 The date the message was sent to you 

 Who sent the message to you 

 The subject of the message 

3. To read a message, click anywhere on it.  The     

computer will open the message that you click on. 

 

 

 

 

You will see a paperclip 

like this one if you have 

received an attachment 

in an email. 

YOUR ONLINE MAILBOX 
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My Files 

You are able to create and edit a word processed      doc-

ument in the MyGait system.  To begin, click GO and 

then click on My Files.  Once in My Files, you will see 

tabs for calendar, photos and documents.   

 

Creating a new Document 

1. Move your pointer to the Documents folder and 

click on Create a new document.. 

2. You will then be asked to name your new document.  

This is where you want to type a name for the     doc-

ument in the box.  

3. After naming your new document, click the SAVE 

button and you will now see a screen to create your 

new file. A blinking line will replace the pointer. 

4. You are now ready to begin typing your document.  

Type your document. 

5. When you have completed your document, move 

your pointer to the Save & Close button at the top of 

the page. When the box turns green, click once. 

 

 

DOCUMENT CREATOR 

Most word processor programs 

will use these pictures as      

shortcuts.  Clicking on them will 

make the computer do          

something. 
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THE WEB 

Store a list of favorite web sites 

Your list of favorite web sites is a very useful way to 

store web sites that you like to visit on a regular basis.  

Once you enter a web site into your list, you won‟t have 

to remember the www. address to return to the web site 

in the future. To add to your list: 

1. On the Web folder, click the Add a new web site to 

my favorites button. 

2. The computer will open the Add to web favorites 

screen.  The box next to the name label should be 

green.  If it is, type a name that will help you         

remember the web site you are adding 

3. After you type a name, click inside the box next to 

the http:// label.  Once it turns green, type the address 

of the web site. The site should have a similar format 

to this 

  www.(website).com 

4.  Click the OK button near the top-right corner of the 

screen. 

 

You can also just click on the SAVE button if you‟re on 

a website that you want to add to your favorite websites.  

After clicking SAVE, you will be asked to name this 

new favorite website.   After you name your new        

favorite website, click the OK button and you have    

successfully placed a website into your favorite web 

sites folder. 
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Reading a message 

Once you have opened an email message, there are a 

number of buttons on the read message screen,           

described below: 

 Printable View.  Click this button if you want to 

print a paper copy of the message you are reading. 

 Save Address.  Click this button if you want to add 

the person that sent you this message to your address 

book. 

 Reply.  Click to type a response to the person that 

sent this message.  

 Forward.  Click to send this message to another   

person. 

 Close.  Click to close the message and return to your 

mailbox. 

 Delete.  Click to throw this message away. 

 Attachments.  If the sender included a photo or oth-

er file with the message, there will be button(s) at the 

very bottom of the screen that allow you to open the 

attachments.  When you click one of these      but-

tons, the attached item will open on the screen.  

READING YOUR MESSAGES 
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The Address Book 

The address book is a convenient way to store the       

addresses of all the people you send email to.  Type a 

person‟s email address into your address book once, and 

the computer will remember it for you.  To add a person 

to your address book: 

1. From the Email folder, click the Add a new person 

button underneath the Address Book tab. 

2. The computer will open the add person screen.  The 

box to the right of the last name label should be 

green.  If it is, type the last name of the person you 

are adding to your address book. If it isn‟t green, first 

click in the box to the right of the last name label.  

3. When you are done typing the last name, click in the 

box to the right of the first name label.  When the 

box turns green, type the person‟s first name. 

4. When you are done typing the first name, click in the 

box to the right of the email address label.  When the 

box turns green, type the person‟s email address.  To 

create the @ symbol, hold down the SHIFT key 

and then press the 2 key. 

5. When you are done typing the email address, click 

the OK button near the top-right of the screen. 

Be sure to type the  

exact Email addresses in 

you new address book. 

YOUR ONLINE ADDRESS BOOK 
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The Web 

You can easily start your fun on the World Wide Web by 

clicking on GO, then select THE WEB.  Once you‟re 

there you will notice that we have included several pop-

ular web favorites under the WEB DIRECTORY tab.  

Take some time and explore these popular         web-

sites. 

Search the Web 

If you are looking for a particular type of information, 

but you don‟t know a specific web address, you can 

search the Web to find web sites that have the             

information you are looking for.  To perform a web 

search: 

1. On the Web folder, click the Search the Web button. 

2. The computer will open the Search the Web page.  

The box underneath the “Type what you are looking 

for…” label should be green.  If it is, type what you 

are looking for.  Provide as specific a description as 

possible.   

3. After you have typed what you are looking for, click 

the OK button near the top-right corner of the screen. 

4. The computer will open the results of your search.  It 

will list up to ten matches for your search on the 

screen.  Read through the list.  To visit one of the 

matches, click on the large underlined text that       

describes the match.  This will take you to the web 

site for the match that you click.  

THE WEB 


