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Screen Magnification Systems (AFB American Foundation for the Blind)

Recommended Remote PC control programs:
Teamviewer

Log Me In
CITRIX
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Course documentation example

This is an example showing what we consider to be a good documentation structure for senior PC users.
The basic "rules" are:

e No loose ends /"blind spots™
e Step wise guidance through all processes

e Enable repetitive self training and actual use at home

Bulk Rename Utility

Free File Rename Utility for Windows. Rename multiple files with the click of & button. Batch renaming made easy.

One of the most valuable techniques for getting your PC photo archives in order, is to develop good habits regarding giving
your picture good and meaningful names; in order to ease your refinding and use of the them after they are transmitted to your
PC, This is a challenge when most of us download huge numbers of photos from our cameras to the PC; planning to get them
organized later when we have the time (which seldom comes)...

For most of us "later" becomes NEVER: and then we use loads of time to find some pictures, we know we have; to show or
send to friends and relatives afterwards ( often weeks, months and years after we "saved" them to the PC).

BULK RENAME UTILITY is made to assist with this task. By using this "free for personal use" program it becomes easy to
qguickly identify a large number of photos with meaningful names, which in turn both will ease the administration of photos at
storing time and particularly when you need to retrieve some of them.

The fact that the program primarily is developed for professional photographers, have made it's navigation screen rather
complex, with lots of features you may select and use to identify your pictures.

That's the reason why the first page in the program manual says:

"Don't despair !"; -.when you see the program for the first time "

You only use what you need, and then you have the joy of learning new tricks over time...
(NOW, you should be reasonably prepared to turn the page -->)
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Here you will find an overview of all your PCs discs, including memory stick. external discs etc.

File Actdps Options Help FORGET THE REST;

=78 Datamaskin Name | New Name | Sub.. | Type | Sizel Created | Modifi... | Acce. .
: - FOR THE TIME BEING !

-y ACER (C)
E-cy DATA(D)

- DVD RW-stasjon (E3) . C . .
e KINGSTON () You navigate within the disc list

until you find the location where
you have stored the photos after

4 [ | r download
~ReaEx (1)-v R|,—Repl.(3)-f¥ R} -Remove () ——v R} ~Add (7)— R} ~Auto Date (8)—v R ~Humbering (10)—— R,
Match | Replace| F|rstn|_j Lastnl_:l Prefis | Maode INnne -] ModeINone | a0 i’ (lt may be smart to put a” new
Heplacel with I o ID_ o ID_ - Inserll Type ICreation [Curj Start |4 j |n°’-1_il . . .
[ InchudeExt, || I Maich Case || Chars |—ij,¢3|—j atpor. [ || [oor =] | P D i Sen[— picture files into a temporary
~File (2)—¥ R|-Case (4)4v R||Crop IBefnlej | Sl Ii Sem I_ Sen I_ Break |0 - ™ Folder folder)
- «| || Digits " High I Tii g i -
Hare IKBBD _I IESEII'HE _I r Dla’gSItSr Aulz:gcents r C:ju:rs ™ word Space Bl I— :Ip IBNase'Iﬂl[Demmal] J
| oo | I Sy LeadDats [Nan v [ cent O [§ | Romanbumeias  [None <] When you have found the folder
 Move/Copy (6) ¥ R[ —Append Folder Hame (9)— v R~ Extension (1) — v A ou need "double C“Ck" on It to
INnne ﬂ I'I ﬂ INane ;I |1 ﬁ Sep_l Mame INDnE vl Sep.l_ Levelsl_ ﬂ’r ISame vI I y t ’
open it.

— Selections (12) New Location (13)—— R R
Filter Ix ¥ Folders [~ Hidden Hame Len Min |0 :I Mar: F'ath [ I et Aename

[~ MatchCase M Files [ Subfolders  Path Len Min |0 :| Ma D ] Gopyinot Move Revert

* Lowe Bulk Rename Utility? Ty ViceYerza PRO. fle syne and backup softveare for Windows, Click Here To Find Out Mare ..

0 Objects (0 Selected) |Favourite | A
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Then you'll see a view like this. ("LSNK demo bilder" is my source folder).

Notice that the individual picture files names and the new names are the same!

r — / J/
s/ Bulk Rename Utility / nE—

il
File Actions Options Help / / This is because we
E=1-78 Datamaskin o Name 7 o | New Name | Sub... | Type | Size | Created | Modfi.. | Acc = )
- ACER (C) ™ IMG_1964.JPG IMG_1964.JPG JPGHl  3MB 30.10.. 08.07.. 30.1 have not started using
B a DATAD) ™ IMG_1965.JPG IMG_1965.JPG JPGH  3MB 30.10.. 01.07.. 301% the program's
""" SFS"I'G = ™ MG_1573.JPG IMG_1573.JPG JPGAil 4MB 3010.. 0207. 3012 .
= ifsri(ad i ™ |MG_1975.0PG IMG_1375.JPG JPGHl 2MB 3010 0207. 301 functions yet !
O sotae M = 1mG_176.0PG IMG_1976.JPG JPGHl 2MB 30.00.. 0207.. 301
_____ Ny mappe ™ MGE_1986.JPG IMG_1986.JPG JPGHil iMBE 3010.. 0807.. 301
Semiomett 75.05.2 : IMG_1587.JPG IMG_1987.JPG JPG-f?l IMBE 3010.. I]'E.Dz... 301
Fi1-..£2 DVD RW-stasion € IMG_1995.JPG IMG_1995.JPG PGS 3MB 30.00.. 0207.. 301~
1 | 1 1| 11 | 3
~Regkx (1) Rf-Repl.(3)-¥ Rf-Remove (5} ——w R} -Add (7)— R} -Auto Date (8)—I¥ R|-Numbering (10)—¥ R},
M atch Replace First 1o |0 il Last r IU_ :l Prefix Mode |Mone ||| Mode |Mone  +| &t |0 il
Replace "afith From ’EI_ - :I Inzert Tupe |Ereatiun [Curﬂ Start | il Incr. [4 il
[ Include Ext. [~ Match Case || Chars Wfords atpoz. [ il Ft | oMy - |[Fad |0 =] Sep. |-
~File (2)—v R|,~Case (4)4% R |Crop Before *| | sufis [ || Sep | Ses| Break |0 . [ Folder
Marme |KEEP ﬂ |Same ﬂ F g:?SItSF :igh F E;m ™ ‘word Space Custom Type |B~3SE1D[DECim~3'] j
coents ars
Excep. ™ Sym Lead Dots m ™ Cent 0OF ID_ il Faorman Murmerals Mone -
— MovelCopy (6) [+ Rl -Append Folder Hame (9)——— Extension (11) ———— v ﬂ»
|N|:une ﬂ i il |N|:une ﬂ i\ il Sep. Mame |Mone | Sep. Levels |1 j’7 |Same J |
— Selections (12) R New Location (13)——M
Fiter [ W Folders [~ Hidden  NameLentin [0 “fMax [0 =7 || patn | Reset
[ MatchCase ™ Fles [ Subfolders  Path Len Min Abtax [0 | G = Revert|
* Meed a new and easy way to backup and save pour files? Try WiceYersa PRO. Click Here To Find Out More ...
20 Objects (0 Selected) Favourite
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Our first step is to mark the photo files we want to give "useful names" (It could be one picture, a group
from the list or the wiole list). You have to review some of the pictures to identify a sequence which you
want to give a specifigselected main name.

F= - = — -
s Bulk Rename Utility E=ES

Eile Actions Options Help \ C||Ck on the fiI’St one
=-14 DJatamaskir.u + || Name . New Name | Sub... | Type | Size | Created | Modifi... | Acc and hold down one of
- ACER = | IMG_1964 JPG IMG_1964.JPG JPGHl 3IMBE 3010 08.07.. 301 the <Skift> k h

Ega DATA (D) | IMG_1965.0PG IMG_1965.JPG JPGFl  3MB 3010.. 01.07. 30.1% e ' eys when
3 S:Efa 1 || MG_1973.PG IMG_1973.JFG PGH ame 3010 0207. 201 || you click on the last
ey i - | IMG_1975.JPG IMGE_1975.JPG JPGHil ZMB 3010.. 0207. 301 .
Barssiamd B | [ vG_1576.pG ING_1976.JPG JPGHl  2MB 30.10.. 0207.. 301 one in your selected
I (& Ny meope B | iMG_1986.PG IMG_1986.JPG JPGHl 3ME 2010.. 0807. 3201 group.
- 51 ) | IMG_1987.JPG IMG_1987.JPG JPGAil 3MB 3010.. 0207. 301
B3 )y Seniomett 25052 || o
U 5 © DVD Rwstasion 1 ~ || ERLLEMEEENE IMG_1995.JPG JPGHl  3MB 3010.. 0207. 301~
e — ' Ol m | r Or hold the <Ctrl> key
—RegEx (1)-» R|—-Repl. (3)-¥ R}, -Remove (5)—— v R},~Add (7)—I R} -Auto Date (8) —I¥ F|,—Numbering (10) v R} down while you click
b atc:h Replace First n IU_ il Last n IU_ il Prefi Mode |N|:une j Mode |N0ne j at |E| il .
Replace Wfith Fram ||:|_ il to ||:|_ il Inzert Tupe |Ereatiu:un [Eurj Start | :l Inu:r 1 :I on arandom selection.
[ Include Ext. [~ Match Case ||Chars Wwords atpoz [p :I Frt  |Dpy - ||[Fad |0 = Sep |- If Something goes
~File (2)— Rl-Case (4 Rly|Ciop |Before ¥| | suis [ ||Sen | Sea| Break |0 : [ Folder ) _
Name |Keepﬂ |Same ﬂ [ Digitz [ High [ Trim - Custorn li Type |Ease1D[De:imaI] ﬂ wrong dunng selection
Ii Excep I— W L5 W sezziic M| D Word Space - ||| Foman Humerals Im you Only click once
. [ Sym. LeadDots [Non v ™ Cent. OF [0 :| : . .
1
— MovelCopy (6) L_‘J —Append Folder Name (9) ——v Extension (11) Wﬂ: outside the list of files.
None | |1 il INone | |1 il Sep. Name [Mone +|Sep.|  Level |1 :I’V |same v/ | And then start over
—Selec’tlonstﬂl - - New Location (13)—— R using the steps above
1 Filt v Falders [ Hidden Mame Len Min |0 :l bax |0 :l Path | ﬂ . . .
o [w] Bename | || yntil your selection is
[~ Match Caze ™ Fies [ Subfolders  Path Len Min I_ :l [ EV IU_ :l [~ Copy not Move Flegert|
correct.

e Meed a new and easy way to backup and save your files? Ty ViceYersa PRO. Click Here To Find Out Mare ...

20 Objects (20 Selected) Favourite
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| write my selected group name in "File (2)" and put into field "Numbering (10)" how | want the item code to
look like (In this case a simple cougter number behind the name). (The fields I'm using changes color to red)

a5 Bulk Rename Utili

20 Objects (20 Selected)

Favourite

** Meed a new and eazy way to backup and save your files? Try YiceYersa PRO. Click Here To Find Out More ..
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File Actions Options Help
- _ The results are
=18 Datamaskin -+ || Name New Name | sub...| Type | %ze | Created | Modifi... | Acc = .
-y ACER (C) ™ G _1964 JFG Praha 2012-1.JFG PGl 3NB 30.10.. 08.07., .3 -+ displayed as |
El-ga DATA(D) YMG_1965.0PG Praha 2012-2.JPG JPGH 3MB, 210.770T07.. 30.1F type the initial
[l $AVG 9 1MG_1973.JPG Praha 2012-3.JPG . —=JPGT " AMp 3010. 0207. 301 data into th
- 'EFSD&E' oo bild ™ MG_1575.JPG Praha 2012-4JPG 4= " JPGHl 2zMA 3010. 0207. 301 ata Into the
T sotae A | MG _1976.0PG Praha 2012-5.JPG JPGHl  2ME\ 30.10.. 0207.. 30.1 fields under the
_____ Ny mappe ™ 1MG_1986.PG Praha 2012-6.JPG JPGAil 3MBY 3010.. 0807. 301 file list
1 Seniomett ™ IMG_1987.JPG Praha 2012-7.JPG JPGAil IMBN3010. 0207. 301 )
i oo = |PIMG_1995.JPG Praha 2012-8.JPG JPGAil iIMB \3010. 0207. 301 =
WL W . _
P T iy SR P - - " | start the actual
— RegEx (1) -+ —Repl. (3] -+ ﬂ —Remove (5)———v ﬂ —Add (T)—Iv ﬂ- —Auto Date (8) —]v ﬂ —Humbering (10) [v ﬂ- name Change
b atch Replace First n IU_ il Lastn IU_ il Prefix | M ode |N|:-ne - MDdElSufﬁH j at ||:| il when I'm
- . || Insert : . . . .
Replace With From ||:|_ :I to ||:|_ :I rige | Type |Ereatu:un [Cur Start |1 :I Incr. (4 :I satisfied with the
| [~ Match Caze ||Chars Wwiords at pos. lD_:l Ft [DMy <1 |/ Pad |0 = Zep. |- q
- 2 raft for the new
~File EEJ—WE-—Case HI-WE- Crop |Befnrej | S ifis Ii S I_ Scg Breakll] : [ Folder Names by
Marnme |Fi:-:eu:| j |Same j | Digts [ High [ Trim ~ \wWord Custam Ii Type |Elase'|EI[DE|:imaI] j . s
T Fyca [ 0/ [ Accents [T Chars el SPEEE i1l Boman Numerals m C||Ck|ng the
raha = [ Sum. Lead Dotz |Mom w [ Cent. Off IE_ II one [Rename] button
—MovelCopy (8) [v ﬂ —Append Folder Name (9) [v Rl —Extension (1) ———+ R
|More | |1 :l [More  =| |1 :l Sep. Name [None ~| Sep. | Levels [1 j’r [Same =] | ’/
— Selections (12) = = ] Hew Location (13)————H /
Filkar Iix [v Folderz [~ Hidden Mame Len Min |0 :I Max |0 :I Path | ﬂ Fename
™ Match Case ™ Fies [ Subfolders  PathLenMin |0 :I bax |0 :I [ Copy nat Mave HEEE”| h
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