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Exhibit 8.06.01

GUIDELINES FOR EMAIL ADDRESSES

Uses of BCC

BCC (Blind Courtesy Copy) is often used to send a message to multiple parties with none of them knowing who
the other recipients are. Be aware that not all email providers have the same location for the BCC option. Go to
the Help Menu or ask someone for help if you cannot locate the BCC option.

Example: Send the email message to yourself; use the "BCC" box for all others. In some cases this has the same
effect as CC (courtesy copy).
e To: Self (you will receive your own email message and know that it was sent)
e BCC: To recipients (receive message without disclosing names or email addresses of others)
e CC: To recipients (email address will be seen by others)

How to Deactivate an Email Address

To avoid activating an email address into a hyperlink when entering it in your Resident Contact Information form,
put your mouse on the email address and RIGHT CLICK, and a dialog box will open. Click on REMOVE HYPERLINK
and it is no longer colored blue or underlined. To remove numerous hyperlinks from any Microsoft document
refer to Exhibit 8.06.02 How to Remove "Automatic Hyperlinks".

HOW TO CREATE GROUPS IN THE 3 MOST COMMON EMAIL PROGRAMS

Outlook Program

Open Outlook and click on “"Contacts” in the navigation pane.

Click on “File” in the menu bar, point to, *“New” and click on “Distribution List”.

Type a name in the "Name:” section, Click on “Select Members”.

Double click on each name in address book you want in your list. When done click "OK” button.
Click the “Save and Close” button on the left of the command bar.

To send an email to a group, type the name of the group you created in the “To:” field.

AOL Program

e Open AOL and click on “Mail” in the menu bar, then click on “Address Book” in the menu.

e Click on “Group Options” and then select “Add Group” from the drop down list.

e Type a name for your group in the top section of the dialog box.

¢ C(lick on a person you want to include in your group and click on “Add” button in dialog box.

e Repeat above step until all members have been added; click on “Save” button at bottom of dialog box.

e Click on “Write Mail” to start a new email message and type the name of your group in the “Send To:” section.

Gmail Program

e Open Gmail, click “Contacts” in left column; click “New Group” a small square with plus sign and two people.
e Name your group and click “OK” in small dialog box, click on new group's name in the contacts window

e Click once on, “Add to this group” and type name of first member; a list then appears with typed names.

e Click on the correct name and it will appear in a list below. Repeat steps 3-4 until group has all members

¢ C(Click on "Compose Mail" and type the group name in the "To:" section.
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Exhibit 8.06.02

HOW TO REMOVE “AUTOMATIC HYPERLINKS” IN WORD DOCUMENTS

Here are the steps to follow to turn off "automatic hyperlinks" in WORD 2003 & 2007. This
saves blue ink when printing or from being grayed out when copying. Also stops getting
connected to your internet provider when you don't want to be connected.

WORD 2003 VERSION

Click on TOOLS on your Menu Bar, scroll down and click AUTOCORRECT OPTIONS tab
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On the AutoCorrect Options tab, click AutoFormat As You Type tab

AutoCorrect |' ¢
H | AutaText || AukaFarmat || Smark Tags |
| AutoCarrect | AutoFormat As You Type

Replace as you type
"Straight quotes” with “smart quotes”
Crdinals {1st) with superscript
Fractions {12} with fraction character (14)
Hyphens (--) with dash {—)

] *Bold* and _italic_ with real Formatting
Internet and netviork N

Under Replace as you type heading, uncheck Internet and network paths with hyperlinks

AutoCorrect [’X
| AukoText || AutoFormat || Smark Tags |
| AutoCorrect | AutaFaormat As ¥ou Type ]

Replace as vou type
k "Straight quotes” with “smart quotes”
COrdinals {1st) with superscripk
Fractions (172} with fraction character {14)
Hyphens {--) with dash (—)
[ *Bold* and _italic_ with real formatting
[ tnternet and network paths with hypetlinks
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HOW TO REMOVE “AUTOMATIC HYPERLINKS” IN WORD DOCUMENTS - Cont'd

WORD 2007 VERSION

[-.,
Click on the Microsoft Office Button =~ located in the upper left hand corner of the Menu Bar. A
drop down menu will appear and located at the bottom next to "Exit Word" click on Word Options.

Scroll down and click Proofing, under AutoCorrect Options, click AutoCorrect Options.

ord Options

Popul ABC|
opuier f_j Change how Word corrects and formats your text.

Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...

In AutoCorrect, click AutoFormat As You Type tab.
AutoCorrect E|PZ|

AutoFormat Smark Tags
AutoCorrect Math AutoCarrect

AukoFormat As You Type

Replace as you bype
"Straight quokes” with “smart quotes™ Ordinals (1st) with superscript
Fractions {12} with fraction character {14), Hyphens {--) with dash {—)
] *Bald* and _italic_ with real Formatting
[“linternet and netwark paths with hyperlinks

Under Replace as You Type heading uncheck Internet and network paths with hyperlinks
AutoCorrect E'E

AukoFormat Smart Tags
AutoCorrect Math AutoCorrect | AutoFormat As You Type

Replace as vou bype

"Straight quotes" with “smart quotes™ Ordinals {1st) with superscript
Fractions {1/2) with fraction character (1) Hyphens {--) with dash {(—)
[ *Bold* and _italic_ with real Formatting

[Clitnternet and network paths with hyperlinks

To Remove Numerous Hyperlinks in Microsoft Documents

From time-to-time you may wish to remove the hyperlinks from ANY Microsoft documents. Those
blue underlines may be helpful on your computer, but you may not want them showing up on
your printouts. Here is a method for removing all hyperlinks from the document in no time flat:

Select the entire document by holding CTRL and pressing A. While holding down CTRL and Shift
keys together, press F9.
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Exhibit 9.01.01

HOW TO CREATE FOLDERS FOR NEIGHBORHOOD WATCH

HOW TO CREATE A FOLDER CALLED NEIGHBORHOOD WATCH (so you can
keep all of your Neighborhood Watch documents in one file) OR
SUB FOLDERS WITHIN NEIGHBORHOOD WATCH

o Click on START Button (lower left of the screen

' start

o RIGHT Click on MY DOCUMENTS Click on OPEN

N e
) My Document

B ] Open .‘_—-—

& ) __F/ _My Pictures Explare

___J.r _My Pictures —T Search...

5! My Computer

=k My C b Scan with Morton Antivirus
ompucer -
5! ¥ P & Contral Panel £ WinZip
Set Prograrn Access.  Copy
Defaults
9 Conkral Panel show o Deekiop
*_'.‘- Connect To —

@, Set Program Access and

Defaults Properties

) Help and Suppart

Q= - © - 3| P

File and Folder Tasks

() Make a new Folder

@ Publish this Folder ko the
Web

s Share this Folder

o A New Folder appears highlighted at the bottom of the screen.
Wl <rmias Marme Badge
] vear end HH repo
__]"f'ear end HH repoil

bl

Details

New Folder
File Folder

Date Modified: Todaw, March
08, 2011, 10:54 AM

o Then type Neighborhood Watch in the highlighted box.

r’j“"
For Subfolders: Open the folder NEIGHBORHOOD WATCH and repeat the above steps to
NEW FOLDER and type in name of the new folder. When naming files, use a hyphen or

underscore between words instead of spaces i.e., Resident-Contact-Information-form
OR Computer_Guidelines, etc.

Weighborho od Wakch

Revised February 7, 2012



Exhibit 9.01.02

HOW TO ACCESS NEIGHBORHOOD WATCH DOCUMENTS AND FORMS

S

i ke

About US E;'{ Documents &2 Meetings '='-' Maps Lincoln Police "3 Alerts/Info & Newsletter EH| Calendar

»

Click on Documents and select Forms

In the popup menu select the desired form, e.g., Resident Contact Information. Then
select the format you want, if applicable.

S T

———mi

i | » A Hee['jng 3 Maps unc;;n Pol'ic-:e Al lAIerfstnFo B Newsletter EH| Calendar

By Laws Resident Contact Information Form

Drgam'zaWarr | of Life

Forms » |Welcome Form

Procedure Handbook Welcome Form Villas

NW Handbook Checklist Welcome Packet Contents List

"|Safety & Home Security Tips |Printing Request

¥ Did You Know? Reimbursement Form
iD:’af—My-Caﬁs Instructions Report an Incident

How To Get Started Guidelines for National Night out ||

After the file/form downloads, save it in your Neighborhood Watch folder on your

computer and then print it out. Do not leave spaces between words when naming files.

K ok ok K ok ok
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Exhibit 9.02.01

HOW TO SIGN UP FOR NEIGHBORHOOD WATCH ALERTS

To sign up for Alerts, access forms, minutes, meeting schedules and Neighborhood
Watch Instructional Video go to http://www.lincal.net/watch

WARNING

K oKk K ok ok

“Alerts” Registration
Click on Alerts/Info and select Add Me s s

SCLH Locator £ tinks || Contact Watch

About US @ Documents

A pre-addressed blank email will pop up. Simply click on Send and your email address
will automatically be added to the “Alerts” system. No message is needed.

E® Just send this email. No message is required. - Message
Table ‘Window  Help

! Fle Edt  Wew Insert  Format  Tools

AR 2| FEREN A s W A R

rﬁ Mormal + Comic = Comic Sans M3 - 12 v| B I U ||_|
Pizdgend | - [l B | T B | ¥ [ (5] ] options... ~|HTML -
LA T, |alerts-subscribe@lincal.ccnm

WMF
il {u
|[E|

e Ce.
Subject: Just send this email, Mo message is required. 2
I B A S R -

5'1'2'

To remove yourself from the list select Remove Me and repeat the process

KK Kk K KK
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Exhibit 9.07.01
HOW TO SIGN UP FOR SUN CITY LINCOLN HILLS WEBSITE

“Residents Only” Registration
Registration is limited to SCLH residents. Go to http://www.suncity-lincolnhills.org/residents
and click on Register.

RESIDENTWEBSITE Logi | Register

HOME NEWS EVENTS CLUBS LIERARY CALENDAR

A screen with Website Registration Instructions will appear.

RESIDENTWEBSITE

HOME NEWS EVENTS CLUBS LIBRARY CALENDAR

Site » Register » Registration

REGISTRATION

Registration

Required field
First Name:

Middle Name:

Last Name:

Email: + Vigible on profile

Password:
Verify Password:
Member ID:

Receive E-Bulletin: O

Ranuirad fiald
Submit an email as instructed. Once you have received the email from the SCLH Webmaster
you will be able to access the Residents Only section of the website. If you want to change the
password given to you by the SCLH Webmaster, click on Your Profile once you log into the
Residents Only site.

Kk ok ok K K K
Revised February 24, 2012



HOW TO SIGN UP FOR SCLHCA E-BULLETINS

Once you are registered, login to the Resident Website at

Exhibit 9.08.01

http://www.suncity-lincolnhills.org/residents. Enter your email address and

password. Click on [Login).

WEBSITE

HOME NEWS EVENTS CLUBS LIBRARY CALENDAR

LOGIN

Login

Email
Password

Remember me []

[ioar

Forgot login?

Once on the Home screen, scroll to the bottom and

PUBLICLINKS
PUBLIC WEBSITE
MERIDIANS RESTAURANT
ORCHARD CREEK LODGE
THE SPA AT KILAGA SPRINGS

DEPARTMENTS CONTACT MULTIMEDIA

Community Standards Webmaster Videos
Fitness Staff Podcasts
Board of Directors
Committees
Resident Web Directory

Click on E-Bulletin Registration and follow the instructions.

Xk ok ok ok K ok K

RESOURCES

E-Bulletin Registration
J

In addition to the general E-Bulletin, there are several optional bulletins you may
receive. Remove the check marks for any optional bulletin you do not wish to receive.

Sun City Lincoln Hills
Community Association

E-BULLETIN

For questions or help please contact the E-Bulletin Administrator

Fields marked in bold are required.

Email | |

First Name | |
Last Name | |
Address | |

Member ID {This can be found on your Membership ID card)

Optional Bulletins
Activities:

Fitness:
Food & Beverage:
Spa:

=
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