Penticton Seniors’ Computer Club

et
Instruction

Sheet ' How to Create and Send Ecards

Introduction

An ecard is a web page designed to send greetrmé$riend or relative, congratulations or justsenme
information and/or pictures to keep in touch whle person. This facility allows you to create youn ecard
and send an email to someone so that he or sheccanss it. The ecard can contain your personalrpit

Anyone who is a member of the Penticton Seniorsh@ater Club can create and send ecards. Eaclcaard
be from one to ten pages long with each page haaithgr a background colour, background pattern or
background picture and then having other pictueed,and decorations added. Once such an ecafaeleas
created music and transitions between the pageBecadded and it can be sent. The facility autarabyi
sends an appropriate email message, although,aroalter it if desired.

TheLogin Screen
When you start by clicking on thecard Tilein thePenticton

‘:

Seniors’ Computer Cluhomepage, theogin screeb appears (the B ;&L
picture at the right). At the top of the login semds an introduction special caasions b afo o sent coourful ({7
to the ecard facility while the bottom has a fooventer the R e o o e
registration information needed to use the ecartitha It is your U yow are o club member please feel free
given naméollowed by yoursurname initial and yourecard 10 use this club facifiy.

registration number For example, if your name ary Smith then
your name WI” be SpeCIerd aBaryS Your regIStratlon number IS a Welcome to the web page that lets you create and send e-cards to friends and relatives.
fOUf-dIgit number asslgned to you. You Wi” notme to use the Enter your ecard registration information then click on the Edit Ecard button to create or edit

an ecard. Your ecard registration information consists of your given name and surname initial

ecard faCI|Ity If you do nOt enter thIS InformatIODl'l'eCﬂy. Once the and a four-digit number assigned to you when you registered for ecard use.

EdtEcard

rengtrat|0n |nf0rmat|0n has been entered,&he Ecard bUtton IS Registration: Given Name and Surname Initial: [er | Registration No.: [ozg ]
clicked to go to th&election Screen

The Selection Screen

TheSelection screehas a blank ecard page atthe topwitha = . =
selection window below it. This selection windowslene select ©'—=
whether to go to edit a new ecard; go to see aisfiley ecards to

view, re-use, send or delete any of them; or ttogaew ones

personal pictures or upload new ones.

This instruction sheet explains how to use theoedit create a
new ecard. Other instruction sheets explain homaoage
existing ecards and your personal pictures.

Click on theEdit Ecardbutton to go to create and edit a new ecard.

The Ecard Editor

There are five windows in the ecard editoGeneral Add PicturesAdd Text, WebPageadSend Above

each of these is shown the current page of thelgmar are editing. In each of the editing windowsi iselect
list andPreviousandNextbuttons to let you switch from page to page ofdbard as it is edited. To add text,
pictures, backgrounds, music to ecard pages, ydalsfrtom one editing window to another as necessar

When you first enter the ecard editor, Beneral Windovappears.



General Window Paji Save E-Card: Cards:[SskciCedv~| E-CardName:[ | [Saie] Retieve
Prev | Next
The Generalwindow is D] copyapage: Pagotocopy[T~] copire| NN
ictures
used to let yOU give your ws;:ge Background: (?:ulour: Pattern:|:|- .
ecard a name (eg]ary = Bg Colour ‘ Bg Picture ‘ 1 ‘ Bg Pattern J No Image I Opacity: 0 m 100@
blrthday) so that the Card M OTest Transition for Current Page: @ Abrupt CFade OSqueeze

can be saved and then later

retrieved. This lets you start creating a cardthed stop to continue at some later time. It Etoyou
create a card for one person and then, after vatget, make alterations and use it for someose.eEcards
are saved asookiesin your computer so you must have cookies endolethe web browser that you are
using. (Once an ecard has been created and swet web server, it remains on the server until gelete it.
While on the server it can be downloaded and reeddo be used to send to someone else.)

There is also a dropdown list in this window, cal@ards It lists all the ecards that you have currendlyesi
on your computer. Selecting a card from thisdistl then clicking on thRetrievebutton will cause that card
to be displayed in the ecard area so that it caedided and used if desired.

The Generalwindow can also be used to copy one page to bth@noThis lets you have two or more pages
with the same general design but with, say, diffetexts or pictures. Simply copy an existing pagbe
another page and then make suitable changes.

To copy a page, use the page dropdown list to tstlegage you wish to copy to or use Nextor Previous
buttons to go to the page you wish to copy to. nlingheGeneralwindow, select that page that you wish to
copy from the dropdown list labelld&®hge to copynd then click on th€opy Pagéutton.

To start a new ecard you will normally start withhge 1 and give it a background colour, patternk¢paxind
or background picture. To give it a colour, clamktheBg Colourbutton. A form will appear with all the
colours that you can use as shown below. Clickercblour you wish to use. The page will now hidnat
background colour. To make the background a pictiliek on theBg Picturebutton. A form will appear
with pictures on it. Click on the picture you wihuse as the background. You can cause thisrpict
background to be faded out somewhat by using te sWitch labelle®Dpacity To remove a background
picture, click on théo Imagebutton. To make the background a patterns, clickheBg Patternbutton. A
window with several different patterns will appe@lick on the pattern you wish to use. To use &tpanrind
design, click on th&8ackgroundoutton. A window with background patterns wilbsh Click on the design
you wish to use. (Note. If you wish to use a peas@icture as a background for a page, you willthed3g
Personalbutton in thePictureswindow.)

e

Lo .

If the ecard has more than one page, then thetimnfom page to page can be selected for eage p
These transitions are 1 - abrupt change, 2 - fatiade in change, or 3 - a sliding change. Taesition for
the currently showing page is by clicking on tierupt Fadeor Squeezeircles labelled ransition for
Current Page



Page:[i v| AddPiiire]| | AddCipart |  AddHolidays | | AddMisc | |AddPemonal | ||DeleieObject Centre: [H |[#v |[ V]
. . Prev | Ne
Add PlCtureS WlndOW Genem[_m ChgPicture1 |  ChgPictwre2 |  ChgClipart |  ChgHolideys | ChgMisc | | ChgPersonal |
Pictures
TheAdd Picturesvindow = Size:10[ |rmm Lle7if= | B e
ta”OWS yOUdtO add plCtureS Sond Angle: -180 || 1 w— [ ]180[o ] corner:[0 v] Shade:[0 -] Shadow:[0_v]|
0 an ecard page. :

To add a picture click on th&dd Picture, Add Clipart, Add
Holidays, Add Misc or Add Personlalitton. A form
showing available pictures will appear. Click twe t
picture you wish to add to the ecard page. Onchempage
you can drag it to wherever you wish on the page.

Use the slide switch labelle®izeto change the size of the
picture. If you wish to use the same size as, ss84 on a
previous picture, click on theepeat Sizbutton. This makes it easy to create several y@stall the same size
on a page.

Use the slide switch labellghgleto change the angle of the picture.

To change a picture, make sure it is selectedibkicy on it (a border will appear around it), thenmoceed as
above but use the appropri&hg picture button instead of one of tAdd picture buttons.

To remove a picture, make sure it is selected igkiolg on it then click on thBelete Objecbutton.

Personal pictures can only be used if you havead@d them. There is a separate instruction sheetiist
how this can be done. Anjpg, .gif or .pngpicture file can be uploaded as a personal picsaneng as it is
less than one megabyte is size.

You can make a personal picture a background gidtura page by clicking on ti&g Personabutton.

To add rounded corners to a picture, make surdlegticture is selected, then click on the dropmdbst
labelledCorner. Select the radius of the circular corner fromlibie To make the edges of the picture
shaded, click on the dropdown menu labeBéédeand select the amount of shading. To add a shémew
picture, click on the dropdown menu labelgldadowand select the intensity of the shadow. Seleaerg
in any one of these dropdown menus will removeefifect.

To centre a picture, make sure that it is selettted click on théd, HV or V buttons labellecCentre This
will cause the picture to be centered horizontddiyth horizontally and vertically, or just vertigabn the
page, respectively.

Page: [T v| The Text: Face:[wia | TextColour:[ | Centre:[H|[av|[V]
. Prev | Next
Add Text Window Coneral | Shadow: Colour: [bieck | Shift:[2v] Blur:[Z v
) . Pt Size: 8| jmm [ J100E ] Angle:-180] jmmmm [ |180[ |

TheAdd Textwindow is .
used to add text to a pagq 5 | o ramn pamn oo SN EEE pessen o 000

| ‘Sovacard |
To add text do the
following. Click on theGet Fontbutton then select which font you wisk| i o s

S A Y

to use from the form that appears showing varimadiable fonts and Wwwsm comeeler

click on theGet Colourbutton to select the colour you wish to text to s {EBHosTING
Then type one or more lines of text in the box li@ldeT extand click on | b chaicer

the Add Textbutton. The text will appear in the card at the, teft. il
Drag the text to wherever you wish it to be onglage. You can changg w:
the size of the text by using the slide switch ligeSize You can -
change the angle of the text by using the slidéctwabelledAngle -




If you wish to add a shadow to the text, make sluegext is selected (click on it if it does novea
rectangle showing around it) then click on 8teadowbutton. To remove the shadow, make sure thegext
selected then click on thdéo Shadowbutton. To select some colour for the shadowkadn theShadow Col
button.

You can change how far away the text shadow is ftwrtext by using the dropdown menu labefdiftto
choose a value. Similarly, you can use the dropdmenu labelledlur to choose how blurry the shadow is.

Text with shadow. R, T Red shadow under

Shadiow Rather away. text and blurred.

To centre a text block, make sure that it is selétihen click on thél, HV or V buttons labellecCentre This
will cause the text to be centered horizontallythidworizontally and vertically, or just verticalyn the page,
respectively.

If desired, add other blocks of text as descridsala, changing the font and colour if desired.

If you wish to change text that has already beeteddmake sure it is selected then do as you wauikd
add text (select font and colour and change theachexs in the text) but click on tidhg Texbutton instead
of theAdd Textutton.

To remove text, make sure it is selected then ditkheDel Objectbutton.

Some fonts are to be used for decoration rathertde. This is covered in a separate sectionvielo

WebPager ndOW Page:[1 v| Window Colour: |WinColou | [plac | Web Page Comment:
Prev | Next Hope you enjoy the above ecard.
TheWebPageavindow is =) Music: Getmusi | | =
used to select options for| Tt | Duration: 1z |
the web page that iS USE0 ~ sy |  Transitions: cooooomo |
to display the ecard.

For example you can select a background colowgptace the default black colour for the web page th
displays the ecard. You do this by clicking on ¥dm Colour button and clicking on the colour you wish to
use.

LetIt Be
Memories

You can select to have background music for the pege that displays the ecard. To | A onvyaiing
select music, click on th@et Musicbutton. A form will appear listing pieces of music | Y s ik,
Click on the piece you wish to use. Then, if yashato listen to it to make sure that is th "
piece you want, click on thelay button. e

%iskey Before Breakfast

If you decide not to use music after you have setka piece, simply delete the name of | gt
the piece from the text box showing. |

The text box at the right of the webpage window giu change the comment that will appear below you
ecard when it is displayed as a web page. Sinifgy the text that is in this window to what you wi like it
to be.

If the ecard has more than one page, then thetimmBom page to page can be selected for eage p
These transitions are 1 - abrupt change, 2 - fatidade in change, or 3 - a sliding change. Wihiése
transitions are selected in t@eneral Windowthey are shown in th&ebPagevindow.



%nd WI ndOW Email From: Email Subject: anE-Cardforvou. Contacts:
The Sendwindow is used to| o S B v elewnen L e
actually create the ecard | “w I—
and the web page that will | Please make sure your computer volume is

be used to show it. It also Email To: Qi - easEis votae.

sends an email message t Send copy to Yourselt: ve- - SRS

each person you wish to receive the card and tosgtfuf desired.

To send the ecard, fill in tHemail Frombox with your own email address then type one orenremail
addresses of the person(s) you wish to receivedteein theEmail Tobox. (Depress thEnterkey after each
address so that they appear in separate linesvertha addresses separated by semicolons.) Thest sel
whether you wish to receive a copy of the messag®ioby selecting eithefesor No in the box labelled
Send a copy to yourself

You can export the contact list from your emailkzye and import it into this ecard facility. Ifyalo this,
then you can simply select a name from the dropndiestat the right of th&end Windowo put it into the
Email Tobox. This is described in a separate instructimeet (mporting Your Contact List into Ecayd

You can change the contents of the email messagevith be sent by changing the information in bex
labelledEmail Message However note that you mustt change the phrade-card addresssince it will
contain the actual web address that the recipidhh@ed to click on to see his or her ecard.

To create the ecard, click on tBeecate T
Ecard button.

Your web page Ecard has been created and is ready for you to review by
clicking on the word Review below then click on the browser back arrow to return to this page.

When the ecard has been created (on thi S .
X X X you find the review satisfactory, then you can click on the Send Ecard button below

web Server), a review window will appeal to send the message to the recipient(s) informing them of the ecard.
with a message Saying that you can revie Before sending the message, though, you can change the message contents,
the Card before Sending It To reVieW the the subject, the 'From’ address or the 'To' address(es) by changing them in the text boxes.
card CliCk on thQEV“EWVVOI'd and then If the review is unsatistactory, click on the Back button at the top, right to return to the ecard

ft X . th d | k th b k editing page, retrieve the card you are working on and them make changes as desired.
alter viewing tne card, Click on the bac

button of the browser to return to the
review page to continue. Send From: fsmitebe Subject: [AnE-Cadfor v

Click to review the ecard: REVIEW

If the card review was successful you cal
then, if desired, change theom address,
theTo address(es), the message subject et to,

the message itself by changing th@ents of
the appropriate text boxes.

To actually send the email messages clic il
on theSend Ecardutton.

When the messages about the cards have been se~* -

new window will appear indicating that they have Version 3.9

been sent. It will list the addresses of the sent Your message has been sent to the 2 recipient(s) listed below
informing them that your card is available for them to see.

messages. The message is from courses@shaw.ca.

Note, hOWGVGI’, that this page simply shows which The message has also been sent to courses@shaw.ca

addresses messages were sent to. If incorrect em: _ jonesi@shaw.ca

addresses were used, they will appear in thiglist S sympatice ol

the messages will not be received.



If the review was unsuccessful and you need toghéme ecard before sending it, you can click eBéck
button to return to editing the ecard. You wilveao sign in again then retrieve the card in otdenake

changes and re-send the card.

Special Decoration Fonts

Several of the fonts available for your ecard areafphabetic fonts. Thatis, |-t @# s % & * () _+
they do not contain letters of the alphabet. Instbay contain ornaments. | — — & &~ = = == =1 - =

When one of these fonts is selected, then a fopeas with all of these
ornaments showing (see the form at the left). Tect@an ornament, click on
it. The letter representing that ornament will @@pin the text box wherever
the cursor happens to be. Select one or more @migrto form some
decoration then click on thdide button. Then add the decoration by clicking
on theAdd Textbutton. The colour and position of the decoraisadjusted
in the same way as they are for ordinary text.

Samples of Ecard Pages

The following are examples of ecard pages thatoameuse.

own page designs.

§ 4 529 wesa oo w6 2 62 ] { }
@ . e $ § e = &S e [ ]
el RS P D g e s e
o ¢ S @ @ @ o oo = 1!
60 B oD B8 T K S < > 9

O P Se D,

Of course, each person can develop hisror

The Anglican church in Summerland.

A single picture with a coloured background and More than one picture, each with captions and & pag

caption

Each page of an ecard can have many.
lines of text. Therefore, a fairly large
message can be sent. And since up
to/ten pages can be included in an
ecard, much infermation can be
included.

Of course adding some pictures along
with the text can make the card much
more interesting.

A coloured background with a text message on it. A background picture with a text message on it. The
picture is slightly faded to make the print clearer

More than one picture can be on
a page, with or without captions.

caption.

included.

Of course addi emepictures=along
with the text cafiinake the card-much
more interestingis}
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text.

A patterned background with a picture, clipart and A background picture

ﬂw are invited o our
/&llzz:/y: celebration and”
derner dfe?.-()(ffiﬂz or
Cs)lz/th_:‘y, \J%‘ZJ‘II&{{’ 2075
af 128 Sorth Street.
%ﬂw& BE

L e

A selected backgr'und with text.

'™y

with a holiday clipart picture

on it.

A selected background with pictures and text.

Since an ecard can have more than one page wihrapt, fade out/fade in, or squeeze transitiowéen

them, some useful effects can be included in a card

For example, if you have a full page of text ory, sabackground colour but the text is too longjttaicely
on the page, you can copy the page to be the age, phen change the text in the first to be jusfirst part
of it and the text in the second to be the secamtlgd it as shown below.

%ﬁi&m@uﬁl&/mue/tﬁe/
Jinst pani of the text
needed, Jor the message,
while the next page will
have the second part.

prd

Ghis second page contains
the second pa of the
]
, is used
et




An interesting birthday card can be made by hatwgpages, one with a picture of the birthday persben
he or she was very young and then the second witbra current picture. Of course other pages calsial
be included to provide space for a more detailedsages.

haven't changed much at ol
Do you remember way bacl when? fes p e :

Happy Birthday

Ecards can be used to let friends know that youhan&ing of them on various occasions as showthén
example pictures below.

- e et < ¥

‘ L fw Congratulations
- We Are . : : : We adw %%&am that %4/ have
* o | guaaiia W coﬂgege anda canv
. t‘“ﬂk‘" S " | nouv p[an/ and wordy towards a

' lendmbﬂu[@ ﬂcfe/
of Youl 4 Fhe est of luck.

Bill and Mary

Per sonal Pictures

Although the ecard facility provides pictures atigart for you to use, often you will want to usewy own
pictures. In the current version of the ecardlitgciyou can upload your own personal picturegg e
separate instruction shegbw to Upload Personal Pictures for EcariOtherwise, once you have enrolled
to use ecards you can attend a Wednesday aftemadeshop at the computer club computing centre,
bringing pictures to be scanned or picture fileschhwill be uploaded as yoyersonal pictures You can
then use them in your ecards.

At any one time you can have up to 30 personalipgs, each of which can be.jpg, .gif or .pngformat. Of
course, you can delete any of them when they atenger needed. Note that even if you delete place a
personal picture, any of them that have been usad already created ecard will still be availdblethat
ecard.

You can insert your personal pictures onto careepand adjust their sizes as required. Howevgoufuse
a personal picture as a page background, thendthegis automatically adjusted in size to fit thieole
page. Therefore any small pictures should not bd as background pictures.



When a personal picture is used in an ecard aiismatically copied for use in that ecard. Thamefou can
replace it in your cache of personal pictures withaffecting its use in that ecard at some lataeti

Saving Ecards

When people receive ecards, they may wish to $sara bn their own computers. Then they can view them
whenever they wish without worrying about whetheneot they still remain on the computer club wetvee
This is easy to do.

Saving in Internet Explordf you are usingnternet Exploreryou can save an ecard as follows.

1. View the ecard by clicking on the link to ittime message you received.

2. Click onFile in the top, left corner, then @ave As.Then click on the arrow at the right of tBave as
typebox and click or'Wweb Archive, single file (*.mht).

3. Browse to find where you wish to save the egaedhaps th®esktop

4. Click onSave

You can now view the ecard by double clicking oa fite that was saved on the desktop or some qpihee

in your computer.

For now, saving an ecard does not work v@tiromenor Firefox.



