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How to Access Collections on the Reading Room
Laptop

You can view born-digital and digitized materials on one of LSC’s three reading room
laptops. Born-digital refers to any file that was originally produced in digital form, such
as emails, photos shot on a digital camera, or word-processed documents saved onto a
floppy disk. Digitized refers to digital copies of originally analog materials.

The reading room laptops provide a view-only environment for born-digital and digitized
collections. To preserve the integrity of these collections, you are not allowed to copy,
modify, or save files in any way. USB ports and Wifi are disabled.

Additionally, you are not allowed to take photos or screenshots of the laptop
screen when accessing born-digital and digitized materials. If you would like to request
a copy of a file, please ask staff for a duplication request form. Staff can also provide a
copy of our duplication policy.

If you would like to make the screen easier to read, utilize the Windows Ease of Access
Settings. From here you can change the text size, magnification of the overall screen
brightness levels, and the size and color of the cursor and mouse pointer.

Finding Your Collection
Digital collections are located on the D: drive. To begin exploring your collection, open
File Explorer by clicking the File Explorer icon on the taskbar.

Or, click on the Windows icon on the bottom left corner of the taskbar, type “File
Explorer” into the search bar, and click on the File Explorer application.

n O Type here to search o

In the File Explorer, select the D: drive and open the desired collection folder. Collection
folders should be named with the collection’s name and number (e.g. “Collection 1373
Peggy Hamilton Adams papers”). Please feel free to consult staff if you need assistance
finding your collection.

Check to see if the collections folder contains a .txt file named README.ixt. If it does,
this would be a good place to start; the README.ixt file includes information about how
the collection was processed and organized and how best to access the collection
materials. If the collection does not have a README .txt file, you can move on to
viewing collection items.



Applications for Opening Collection Items
Laptops are loaded with several applications to provide access to born-digital and
digitized materials:

Emails: ePADD

Emails in the archives are accessible through ePADD, which is a program that
allows you to more easily browse, search, and view attachments in email
collections.

PDFs: Acrobat Reader DC and Microsoft Edge
PDF files are accessible through Adobe Acrobat Reader and Microsoft Edge.

Images: Windows Photo Viewer
Images are accessible through Windows Photo Viewer, which can open .jpeg,
tiff, .png, .gif, and .bmp files.

Videos and audio: VLC media player

Video and audio files are accessible through VLC media player, which plays
most multimedia files, including .mpeg2, .mpeg4, .mkv, .webm, .wmv, and .mp3
files.

Word, Excel, PowerPoint, and other Office files: Microsoft Office 2016
Microsoft Office files can be viewed through the Microsoft Office 2016 suite of
applications, which includes:
e Access: Program that opens database files. File formats include .accdb
and .mdb.
e Database Compare: Program that compares two Access databases to
identify differences between table, query, report, object design, and more.
e Excel: Program that opens spreadsheet files. File formats include .xIsx,
Xlsm and .csv files.
e Spreadsheet Compare: Program that compares two workbooks to identify
differences (in values, formulas, and formatting), by line and by cell.
e Word: Program that opens word processing, text-based files. File formats
include .docx, .doc, and .docm.
e PowerPoint. Program that opens presentation slide files. File formats
include .pptx and .ppt files.
e OneNote: Program that opens note files that can contain handwritten
notes, drawings, and audio commentaries. File formats include .one files.
e Project. A project management software for organizing, tracking, and
maintaining project plans. File formats include .mpp files.
e Publisher. Program focused on page layout and design (as opposed to
Word, which focuses on text composition). File formats include .pub files.
e Visio: Program that opens diagramming and vector graphic files. File
formats include .vd, .vss, .vdw, .vsdx, .vsdm files.



e [anguage Preferences: Allows you to switch between languages within
Microsoft Office applications.

Older editions of Microsoft Office files that cannot be opened through Microsoft
Office 2016 can be viewed on Quick View Plus and HxD Hex Editor (see below).

Graphs and data files: Gephi
Gephi is a visualization and exploration program for graphs and networks.
Specific file types that can be accessed include .gexf, .gdf, .gml, and .csv files.

Other and obsolete file types: Quick View Plus

Sometimes file formats are no longer readable because they were created with a
software that is no longer in use or supported. A good example of this would be
older word processing files like WordStar. Quick View Plus is a file viewer that
can open 300+ file types in their original format. This is especially useful for
common but obsolete word processing and image file formats, which make up a
large portion of the collections. Additionally, Quick View Plus can open a broad
range of file types from applications that are not loaded onto the laptop, so it can
also be a useful program if you come across a unique file type. File types that
can be accessed through Quick View Plus include WordPerfect files as well as
older Excel, Outlook, PowerPoint, Access, and Word files.

Obsolete and corrupted file types: HxD Hex Editor

If you are unable to open a file because it is an obsolete file format or because it
is corrupted, as a last resort you could use HxD Hex Editor to open the file. An
obsolete file type is one that is no longer readable because it was created with a
software that is no longer in use or supported. A corrupted file type is one that is
no longer readable because it has been altered by a software or hardware bug or
failure. Through HxD Hex Editor, you may be able to access such files as the
program displays a file’s binary data, parsing and expressing information about
the file from its bytes. This tool is most useful for text-based documents.

Assistive Technologies
The following accessibility applications can be found in "Accessibility Settings" folder on
the desktop.

Windows Ease of Access Settings

You can customize elements of screen display through the Windows Ease of
Access Settings, including text size, magnification of the overall screen,
brightness levels, and the size and color of the cursor and mouse pointer.

JAWS, ZoomText, and Fusion
JAWS is a screen reading program that allows you to read the screen with
text-to-speech output. ZoomText is a screen magnification tool that also utilizes



visual enhancements to make it easier to view a computer screen. Fusion
combines JAWS and ZoomText technologies to both magnify the screen and
enable screen reading.

NVDA (NonVisual Desktop Access)
NVDA is a screen reading program that allows you to read the screen with
text-to-speech output.

FSReader

FSReader opens Digital Accessible Information SYstem (DAISY)-formatted
talking books, audio cassettes, and CDs as well as audiobooks from Learning
Ally. The program comes with navigation tools for reading, allowing you to go
directly to specific chapters, headings, or pages as well as create bookmarks.
FSReader also allows you to speed up or slow down narration, with books
coming with recorded audio and/or synthesized speech.



Customize Your Screen Display
Windows Ease of Access Settings User Guide

You can use Windows Ease of Access Settings to make the screen easier to read.
From here you can adjust the text size, magnification of the overall screen, screen
brightness levels, and the size and color of the cursor and mouse pointer.

To open up the Ease of Access settings, click the “Settings” icon on the taskbar.

Or, click on the Windows icon on the bottom left corner of the taskbar, type “Settings”
into the search bar, and click on the Settings application.

'« CR——

In the Settings menu, click “Ease of Access.”

{"l? Ease of Access

i Narrator, magnifier, high

contrast

From here you can adjust the display settings.

Make text bigger

Sample text

Drag the slider until the sample text is easy to read, then click Apply
Al - A

Apply

Make everything bigger

Change the size of apps and text on the main display

125% (Recommended) ~
Change the size of apps and text on other displays

Change the size and color of your cursor and mouse pointer

Make everything brighter

Change the brightness of your built-in display
ot § 100 %

Change brightness automatically or use night light




Accessing Emails
ePADD User Guide

Emails in the archives are accessible through ePADD. If you requested access to an
email collection, the collection will have been loaded onto the laptop. ePADD is a
program that allows you to more easily browse, search, label, annotate, and view
attachments in email collections.

Before starting your research in an email collection, please review the README for that
collection, which includes information about how the collection was processed and
organized and how best to access the collection materials. The README can be found
in the collection folder: Open File Explorer, select the D: drive, and open the desired
collection folder. This folder should contain a .txt file named README.txt.

Starting ePADD
Launch ePADD by double-clicking the icon on the desktop.

Or, click on the Windows icon on the bottom left corner, type “ePADD” into the search
bar, and click on the ePADD application.

n O Type here to search O =} H P

Click on the collection you would like to access. You can review collection details and
finding aid contents and then click Enter to enter the collection.

Delivery Dashboard

Using ePADD “

ePADD offers several ways to discover '@ Gl
messages. Most useful will likely be the

Search function and Browse by & =
Correspondents list, which are accessible from 9,922 18,407 1

the first screen you'll encounter after ePADD S R e

has been launched. The main functionalities

. K2 (s
are outlined below.

1,192 1,785 331

Image attachments Other attachments Folders

Lexicon search More



Browse @ @PADD | |Browse | Search

Browse allows you to browse the emails by several different categories. Browse options

include:
A
9,922
Correspondents
IBEI
18,407
Entities
331
Folders
R
1,192

Image attachments

Correspondents - individuals with whom the email owner has
corresponded. Each individual includes email addresses and
name variations, which you can view by hovering your mouse
over the name. Correspondent lists are automatically generated
by ePADD and refined by the processing archivist.

TIP: You may wish to search for variations on a name or
common misspellings.

Entities - Entities include individuals, non-person groups,
organizations, or other concepts that are mentioned in the
subject or body of emails. Entities are automatically generated
by ePADD. You may wish to search for variations on a name or
common misspellings.

NOTE: due to technical issues, this list should NOT be edited.

Folder View - lists all the folders that were imported into
ePADD during processing. Unless otherwise noted, folders
represent the original organization of the emails by the email
owner.

Image Attachments - Displays all image attachments from the
collection. Filter your search and scroll left and right to view
images. Selecting an image and then the button on the top right
labeled “Open this item’s page” will open the email message
linked to the attachment.



Lexicon search

(=3

1,785

Other attachments

1

Labels

Other Attachments - lists and links non-image attachments.
Filter, browse, and search attachments. Select an attachment to
download it and view it in another program. ePADD does not
offer viewing capabilities for non-image attachments, so you
can download the file and open it in another program loaded to
the computer, such as Microsoft Word, Adobe Reader, or

Notepad.

Lexicon Search - predetermined search terms and groups of
terms. Choose a lexicon at the top and select a category to
perform the search. You can view the lexicon search terms by
selecting the “View/Edit Lexicon” button. Search terms are
highlighted in the resulting messages.

NOTE: any changes you make will not be saved after you leave
the reading room.

Labels - allows you to label email messages. You can create a
new label and add that label to appropriate messages for later
reference.

NOTE: any changes you make will not be saved after you leave
the reading room.



Search @ QPADD Browse Search

Search allows you to search for terms in any part of the message. ePADD supports four
types of search: simple search, advanced search, multi-entity, and multi-term search.

Note: Search tips can be accessed by selecting the button in the top
right corner of the Advanced Search screen.

Simple Search - simply type in your query

into the simple search box available on the simple Search  Mult-£ntity Search  Multi-Term Search
initial search screen. This will search across
message headers (correspondents and
subjects) and message text, as well as the
text of all document attachments. Once you

have entered your term(s) and made your

selection, click the Search button. The search

string will appear highlighted on the search results screen. For phrases, use double
quotes around the text.

search query

Advanced Search

Advanced Search - enables you to
generate complex searches of email o
text, correspondents, attachments, and
any actions previously taken on the

Search body Search subject Search attachments Search original text

messages, as well as a variety of other
pa ra mete rS ) Expand to other entities of the same class
@10 From (@cc Bec
Ye N @geither

Attachments



Multi-Entity Search -
searches the email archive for
entities contained in a given
block of provided text. Any
matching terms will be

highlighted on the results page.

Multi-Term Search - searches
the email archive for multiple
terms provided. After search,
select a highlighted term to
view resulting messages.

Tips for Framing Your Search
Changes made and special characters: ePADD does not currently support

SEARCH -

non-English characters in Correspondent names. If searching for a word or name with a
non-English character, such as an accented letter, try the search by replacing the

character with the closest English equivalent (aadaaa all become a). You can also try

the search replacing the character with a space or with a question mark (?) as a

wildcard.

Duplicates: duplicate emails have been removed by ePADD. Duplicates have been
noted in the Full Access File List.

Import Errors: Due to encoding errors in the files themselves, some email messages

and attachments may not have been imported into ePADD. These messages are noted

in the README and information about all messages can be found on the Email Files
Report. These emails can be found in the Collection-specific folder. If you have

questions about these emails, please contact a member of staff.

10



Save

Saves the changes you have made, such as labels you have created or new lexicon
search terms. Please note that these changes are not permanent and will not be saved
once you leave the reading room.

Close g’g @PADD  Browse

Closes the collection and returns to the home page. From here you can exit the
program or enter another collection.

Troubleshooting

If you receive an error message, close the collection, close the browser window and quit
the program by right-clicking on the ePADD icon in the taskbar and selecting Quit
ePADD. Then open the program again. If the problem persists, please alert the staff.

T &

Cpan #FADD window b
Quiit eFADD
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Accessing PDF Files
Adobe Reader DC User Guide

PDF files can be opened with either Microsoft Edge or Adobe Reader DC. This primer
will review Adobe Reader, as the program has more functionality in terms of viewing
and annotating files.

Starting Adobe Acrobat DC
PDF files are already programmed to automatically open through Adobe Reader, so to
view a file with the program you can simply navigate to it in the D drive and double click.

Or, you can click on the Windows icon on the bottom left corner, type “Adobe Reader”
into the search bar, and click on the Adobe Reader application to open the program.

'« [

Once in Adobe Reader, click File > Open, and then navigate to the file you wish to see.

Using Adobe Acrobat DC
The toolbar at the top of the page has several buttons that allow you to navigate around
the document.

b Select, which allows you to highlight and select text and images.

@ Pan around the page, which allows you to move to the part of the page you wish
to see without selecting text or images.

A Zoom settings
G) @ 5_-"‘90-: i < 681.5usan.pdf - Adobe Acrobat Reader DC

File Edit [BUEN Window Help

Home Rotate View
Page Navigation

Many of these functionalities and more can be carried out | —

through the “View” tab, including rotating the page clockwise & Zoam

or counterclockwise, viewing the PDF full screen mode,

various zoom settings, and displaying 1 or 2 pages at a time.

Tools
Show/Hide

Display Theme

[ Read Mode Ctrl+H

C] Full Screen Mode Ctrl+L |
~ 0

[,? Tracker... d

Read Out Loud

12



By default, this toolbar is at the top of the page. But if the settings have been changed,
you may see it at the bottom of the page, in a black box that appears if you move your
mouse over the bottom of the page.

Moves the toolbar to the top of the page, and vice versa.
(oo

Conducting a keyword search
To conduct a keyword search, you can click Edit > Find, or use the Find button on the
toolbar.

QQ

A black search box will appear in the upper right corner of the document. If you click the
gear button within the search field, a drop-down menu will allow you to customize your
search.

Previous

O'\ Open Full Reader Search...

Whole Words Only

Case Sensitive

usan Sortag conta entre os seus livros
mais recentes o romance Na Ameérica

Include Bookmarks
{Gotica, 2000), que lhe valeu o National

Book Award em 2000, um dos prémios Include Comme nts

literdrios americancs mais importantes.

Mas obras anteriores incluem-se trés ro- : it .busan.pdf <
mances, um lvo de contos, uma peca de
BRI TR

13



Creating annotations

Adobe Acrobat allows you to annotate the PDF, which can be helpful if there are certain
pages or sections you would like to flag and return back to. However, please note that

any changes you make will not be saved after you leave the reading room, and your
annotated document cannot be emailed to you. Accordingly, this functionality should
only be used for aiding your research while you are in the reading room.

To create comments, click the Comment button on the Tools menu, which is on the far

right of the document.

PRI there are too many things to which ~
we are invited to pay attention,
and it is quite understandable

that we turn away from images o
that simply make us feel bad.
A woman in Sarajevo whom [ [% Create PDF v
met not long after I arrived in
- S : 2 cditpor
ain«. the city the first time in April as
1993 (a year after the siege began),
b= Comment
told me: »In 1991 I was here in
n my nice ap.artmem in pee.icetful Sarajevo while E&‘ R
the Serbs invaded Croatia just a couple of
n- hundred‘miles away. [ remember wh;en the TV Organize Pages
showed footage of the destruction of Vukovar,
I thought to myself, »Oh, how terrible,« and » A Redact

switched the channel. So how can [ be in-
The toolbar at the top of the page has different annotation capabilities, including:

E Comment, which allows you to leave “post-it” note comments to the page.
5) Highlight, which allows you to highlight text.
All of your annotations will appear on the Comments pane on the right. You can

navigate directly to a comment through this Comments pane.

Comment B £ T T % T T L O & B 4 (cle

AMERICAN ACADEMY

War and Photography .

Wiy tHe Camera Is MiGHTiER THAN THE BuLter

By Susan Sontag

This text is excerpled from a lecture
given at the Sheldonian Theatre al
Oxford University on February 22,
2001 as part of the annual Oxford

ries

Photographs identify events.

Photographs confer importance on

events and make them memo-

rable. We may understand

 Junds | g
organization Amnesty International,

and lecturers reccive no fee. The Haviv's pictures of Serb-perpetrat-
the le ed atrocities and de-vastation in b
lish ford Bosnia between 1992 and 1996.

carly next spring in a volume of essays. In the first important wars to
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Accessing Videos and Audio
VLC Media Player User Guide

Most multimedia files can be accessed through VLC media player. Headphones and
headphone splitters (for group research) are available to borrow from the reading room
attendant.

Starting VLC media player
Click on the Windows icon on the bottom left corner, type “VLC media player” into the
search bar, and click on the VLC media player application to open the program.

n O Il::pf- e l;

Then, click Media > Open File...

A VIC media player
Media Playback Audio Video Subtitle Tools View Help

Open File... Ctrl+0O
*] Open Multiple Files... Ctrl+5Shift+0O
51 Open Eolder... Ctri+F
@) Open Disc... Ctrl+D
“+* Open Network Stream... Ctrl+N
[Z} Open Capture Device... Ctrl+C

Open Location from clipboard Ctrl+V

Or, you may find it more useful to open VLC media player straight from a folder. To do
so, select the file you wish to open in VLC media player. Then, right click, select “Open
with,” and then select “VLC media player.”

| —enine 3 |
.,
1042_ Cast to Device £ ;12—_063—_0
|_s.mg in ; Spine tif
CRC SHA >
& Share |
Open with > B Movies & TV
Quick View Plus ™ Photos
Quick Print £ VLC media player
Quick Compress >

Windows Media Player
Restare previous versions
E Search the Microsoft Store

>
=i Choose another app

Cut

Copy

Create shortcut
Delete
Rename

Properties

15



Playing an audio or video file
Once you open an audio or video file, it will automatically begin playing. The toolbar at
the bottom of the screen can help you navigate within the video or adjust the volume.

A yrisc_1042_063_001_s.mp4 - VLC media player e Oa >

Media Playback Audio Video Subtitle Tools View Help

E e m | (230 [Z]S]%] o Sl |
E Play
E Stop

i Restart

@ View in full screen

“ M ‘ Adjust volume

You can also navigate to a specific time within the video or audio file by clicking the
desired time within the progress bar
| 00:41

01:23 |

16



Accessing Other and Obsolete Files
Quick View Plus User Guide

Quick View Plus is a file viewer that can open a variety of word processing,
spreadsheet, archival, database, and email file formats, regardless of whether those
programs are loaded onto the reading room laptop. This is especially useful for common
but obsolete file formats, which make up a large portion of the collections.

If you come across a corrupted file that you are not able to open with Quick View Plus
or HxD Hex Editor, and you wish to debug and review further on your own computer,
you can request a copy. Ask staff for a duplication request form. Staff can also provide a
copy of our duplication policy.

Starting Quick View Plus
There are several ways to open a file with Quick View Plus:

Open Quick View Plus from the program menu:
Click on the Windows icon on the bottom left corner, type “Quick View Plus” into the
search bar, and click on the Quick View Plus application to open the program.

- I

Once in Quick View Plus, use the folder navigation pane in the upper left to navigate to
the file on your computer. The file contents of the selected folder will appear in the
bottom left pane.

%, yrisc_1042_063_001_s.mp4 - Quick View Plus

File Edit View Go Window Help
~NMOoEEQes BAe T 3 &
D Music -
&= Pictures
B videos
. Local Disk (C3)
v Data (D)
Collection 1042_JohnsonGeorgeP
Collection 1604_OurYearlnSound
epadd
4l Recycle Bin
Control Panel
& Special Collections Admin
Libraries

Name Size Type

&) yrisc_1042 063 001 5... 102,69.. MP4 File
= yrisc_1042_063 001 T.. 70259.. TIFFile
) yrisc_1042_063_001_T... 32,213.. TIFFile

Click once to view the file in the right pane. You only need to click once on the file to
view it. Clicking twice on the file will launch the file’s default editing or viewing
application, if it is available on your computer.

17



Open Quick View Plus directly from the file folder:

You may find it more useful to open Quick View Plus straight from a folder. To do so,

select the file you wish to open in Quick View Plus. Then, right click and select “Quick

View Plus.”

» This PC » Data (D:) » Collection 1042_JohnsonGeorgeP

5

Preview
Edit with Paint 3D

yrisc_1042.063.0 | yrisc Set as desktop background
01_TapeFront.tif 01° Edit

yrisc_1042 063 0
01_s.mp4
1 1042_Joh Print

Rotate right
Rotate left

Cast to Device
7-Zip
CRC SHA

& Share

QOpen with

I Quick View Plus

s IR PTIT

Open multiple files once Quick View Plus is already open:

If you would like to view multiple files in different windows on Quick View Plus, open the
application. Then from the File menu, select “Open another file for viewing” and find the
file you would like to see. This will open up another window for the new file, which can

be helpful if there are two files you would like to see or compare at the same time.

Q

a new window.

Navigating between files

The “Go” menu allows you to see your eight
most recently viewed files, and navigate
between them.

You can also use the “Back” and
“Forward” buttons on the toolbar

' to navigate between the files you
have viewed.

v L

« »

Using Quick View Plus

« 3.Distant Star. 05.11.03.doc - Quick View Plus
File Edit View Document Go Window Help

| O[em
&=] Pictures
B videos
‘s Local Disk (C:)
v o Data (D)
Collection 1042_J
Collection 1604_C
v epadd
epadd-apprai:
v epadd-deliver
v €PADD arc
- data

blobs

imanes

Back

Forward

1. yrlsc_1042_063_001_s.mp4

2. OurYearinSound_1954_SideB_s.mp3
3. OurYearlnSound_1955_SideA_s.mp3

w4, 3.Distant Star. 05.11.03.doc

5. 8.Andrei Konchalovsky.vcf
6. 13.rublogo.gif
7. 10.Press screening schedule.doc

8. 7.Tradurre letteratura cop.pdf

You can also click this “New QVP Window” button on the toolbar to open a file in

Ctrl+B
Ctrl+N

- 4
I}
I

A~

18



The Quick View Plus interface is comprised of several panes, some of which you can
toggle on and off.

\\ 3.Distant Star. 05.11.03.doc - Quick View Plus — =] x
File Edit View Document Go Window Help

wEBERaer@c T IxmmereEE

&= Pictures

|8 Videos Metadata ~
‘i Local Disk (C)
¥ wa Data (D) Title Estrella
Collection 1042_JohnsonGeorgeP 3 Distante:
Collection 1604 OurYearinSound Crib
v epadd AppName Microsoft
Word 9.0

epadd-appraisal

v || epadd-delivery Author Andrews
~ || ePADD archive of Susan Sor Character 193615
d Count
v lata .
hinhe v || Creation Thu, & Nov
Date 2003
10:49:00 AM

Name Size Type A (utC)

[ 0.Pub agreement for J... 26KB  Microsof Last Author  RLIEBAERT
& 799KB  Adobe A LastSaved  Thu, 6 Nov

Date 2003 -

_ B RGRe i SR Distant Star

| 276KB Microsof (uTC)

Line Count 1613
Links Up To False
Date

] 6.0ld_Database_0ld. 63KB  34File

(2 7.Trad 31KB AdobeA Page Count 1
[E38Andrei 1KB  VCard fil Paragraph 387
[ 9.RELEASE 03.doc T9KB  Microsof Count
] 10.Pres: g 5 T0KB  Microsof Revision 2
11011219 Conference..  114KB  Microsof Number

£ 12.Policies of Int Sup... Compre: Scale Crop  False
& 13.rublogo.gif 3KB GIFFile Security 0
1 145usan Sontag bis.d..  20KB  Microsof Template  Normal

[ 15.NIONstatement.doc 44KB  Microsof Total Editing 02:00
[ 16.symposium details..  32KB  Microsof Time

& 17.Attachment (Pictu..  34KB JPG File Word Count 33967
[ 18.susansontag.doc 22KB  Microsot Isys SubType Word
[ 19.VIRUS-Publ-engl1.itf 7KB Rich Text 9
2040 Susan Sontag.doc ~ 22KB  Microsof
[ 21.CV Breve. i
B 22.TheElaborations.doc ~ 49KB  Microsof

1. Folder tree pane, from which you can navigate to your desired folder.

2. Folder contents pane, from which you can select the file you wish to view. This
pane also displays the file’s size and file format (even if the file format extension has
been changed or removed).

3. Metadata pane, which shows metadata for the file you are viewing.

4. Thumbnails pane, which shows thumbnails of each page in the file you are viewing.
5. File view pane, where you can see the file you have selected.

6. File navigator toggle, which you can click to show or hide panes 1 and 2.

7. Metadata toggle, which you can click to show or hide pane 3.

8. Thumbnails toggle, which you can click to show or hide pane 4.
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Conducting a keyword search
Quick View Plus is able to run text searches on word processing files, spreadsheets,
presentation files, and Internet file formats. To run a search, select the file you'd like to
search within, and then enter a search term in
the search toolbar. All search results are
|distant | G_E; 'ﬁ_& highlighted. Navigate between results with the
— “Find Next” and “Find Previous” buttons on the
toolbar.

Search results can be found both within the file itself and the file’s metadata.

WCIT ummu‘__ ITICIIUOS Wl IO Woana oos L)l) UMl T TIIaa ocT
s A but . Only with the Garmendia girls (and in this he resembleca
i was he positively friendly, unfailingly kind and attentive. With the 1
Tite . he was, as I said, affable but [FEER, by which I mean that he would
ol A with a smile: when we read out our poems, he was discreet and mea
AppName  Microsoft his critical judgements; he never defended his work against our gen
Word 9.0 devastating attacks, and when we talked, he listened in a manner thz
Author Andrews certainly wouldn’t describe as attentive now, although that is how it
oo Fai to us then.
Creation Thu, 6 Nov The differences between Ruiz-Tagle and the rest of us were ¢
Date 2003 We spoke a sort of slang or jargon derived in equal parts from Marx
[1”01:%:00 . Mandrake the Magician (we were mostly members or sympathisers
Last Author RLIEBAERT MIR or Trotskyist parties, although a few of us belonged to the You
LastSaved Thu, 6 Nov Socialists or the Communist Party or one of the leftist Catholic part.
Date fg?fgl - while Ruiz-Tagle spoke Spanish, the Spanish of certain parts of Chi
(UTC) (mental rather than physical regions) where time seems to have comr
Line Count 1613 3
Links Up To False
Date
Page Count 1
Paragraph 387
Count

ﬁ If you would like to automatically search each new document that you open for
the same search term, click the “Auto Search” button on the toolbar.

Showing hidden aspects of files

Click the “Hidden Content” button on the toolbar to display inserted and deleted
E text and tracked changes in documents.

-== Click the “Show Hidden Cells” button on the toolbar to display hidden cells in
=== gpreadsheet files.

Click the “Speaker Notes” button on the toolbar to display any speaker notes for
— the displayed slide in a Microsoft PowerPoint file.

Click the “Show Comments” button on the toolbar to display any comments for
m] the displayed slide in a Microsoft PowerPoint file.
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Accessing Obsolete and Corrupted Files
HxD Hex Editor User Guide

HxD Hex Editor can be useful for exploring corrupted or obsolete files that will not open
in other applications. HxD Hex Editor displays a file’s binary data, allowing you to see
the raw contents of a file instead of an interpretation of that content through a higher
level software. This tool is most useful for text-based documents.

If you come across a corrupted file that you are not able to open with Quick View Plus
or HxD Hex Editor, and you wish to debug and review further on your own computer,
you can request a copy. Ask staff for a duplication request form. Staff can also provide a
copy of our duplication policy.

Starting HxD Hex Editor
There may be files within a collection that have unknown file types, or are corrupted.

Name Date modified Type Size

19410PM ) File 48 KB

3410 PM | =_150-8859-1_B_U... 6 KB

| | 1465.Loving Dostoyevsky (for trans.) 1
|| 57.=_is0-8859-1_B_UGFpdmEgKExhIE5hY.. 1
J 693.=_is0-8859-1_Q_Ante_el_dolor_de_lo.. 1/
| ] 722.=_is0-8859-1_0_Lla=20felicidad=20c..  1/22/2019 410 PM | =_1SO-8859-1_Q_L... 27 KB

119 4:10 PM | =_ISC-8859-1_Q_A.. 26 KB

To view the file in HXD Hex Editor, click on the Windows icon on the bottom left corner,
type “HxD” into the search bar, and click on the HxD application to open the program.

'« g

Once in HxD Hex Editor, click File > Open, and then navigate to the file you wish to see.
The resulting interface displays the file’s binary data in the left pane, along with any text
decoded from the bytes. The right pane displays information about the bit your cursor is
currently on in the left pane.

@) File Edit Search View Analysis Tools Window Help
B3 A~ 16 ]| Windows (ANSI) | hex
) 1465.Loving Dostoyevsky (for trans) Special editors x

A | Data inspector

Binary (8 bit) 11010000

Int8 -48

Ulnt 208

Int16 -12336

Ulnt16 53200

-535703600
3759263696
-2226271756974174256
16220472316735377360

Double (floaté4)
OLETIME
FILETIME

DOS date

DO time

Byte order

@ Little endian O Big endian

+ | []Show integers in hexadecimal base

Offset(h): 0 Overwrite
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Conducting a keyword search
HxD allows you to search for text within the document. Click Search > Find to bring up

the search box. Be sure the “Text-string” tab in the upper left is selected. In the “Search
for” box, type your desired keyword.

The keyword search can be executed in two ways. To find the next instance of that

keyword, click the “OK” button. To find all instances of that keyword within the
document, click the “Search all” button.

72 73 £S5 £3 75 a nennls narassmn
1 Find X F
) Ir
i Ted-string Hex-values Integer number Floating point number u
4 Ir
| Searchfor ‘m \,‘ u
Ir
d
] Options Search direction u
1 Text encoding: ® All Ir
a (Editor encoding) ~ (O Forward U
q A
1 [] Case sensitive O Backward W
] u
d ISi
] E
q Search all Cancel @
4

As part of the search results, HxD will highlight the word within the “Decoded text”

column, as well as its corresponding bits to the left.

If you clicked the “Search all” button, all of the instances of that keyword within the
document will appear in a pane at the bottom. From there, you can double click on an

instance to navigate directly to it.

UuuueuUEy
000060F0C
00006100
00006110

00006130
00006140
00006150
00006160
00006170
00006180
00006190
00006140

s3nsay

Offset
FB2
2580
35FD
36DE
5007
51EB

Z ©Y bZ ©Y ZU ZE ZE ZE ZU bl ©E b% ZU /% ©F TIipe ... ana TO
74 68 69 73 20 74 T2 69 €2 65 20 49 20 62 65 this tribe I be
6E €7 65 €4 20 €1 6E €4 20 74 68 €5 20 €D longed and the m

79 20 CNRENCENCENGEE 73 20 61 6% €4 20 any [Eriends and

3 71 75 €1 69 6E 74 61 6E 63 €5 73 20 6F €6 acguaintances of
5D 69 6E €5 20 77 €9 74 €8 20 77 68 &F €D 20 mine with whom
20 68 €61 64 20 64 69 73 63 75 73 73 65 64 20 I had discussed
8 65 20 73 75 62 74 6C €5 73 74 20 70 72 €F the subtlest pro
C 65 6D 73 20 6F 66 20 52 75 73 73 €5 61 6E blems of Russian
C 69 74 65 72 61 74 75 72 65 2E 22 20 20 59 literature.” Y
§ 20 74 68 69 73 20 68 61 73 6E 27 74 20 6B et this hasn't k

) 74 20 4A 65 77 73 20 66 72 €F 6D 20 6C 6F ept Jews from lo
6% 6E €7 20 44 6F 73 74 €F 79 €5 76 73 €éB 79 wing Dostoyevsky

Checksum Search (7 hits)

Excerpt (hex)

20 61 6E 20 69 6E 66 6C 75 65 6E 74 69 61 6C 20 66 72 69 65 6E 64 2C 20 61 66 74 65 72 20 68 65
20 48 65 20 68 61 64 20 6E 6F 20 72 65 61 6C 20 66 72 69 65 6E 64 73 20 69 6E 20 61 6E 79 20 6F
72 2C 20 61 20 6A 6F 75 72 6E 61 6C 69 73 74 20 66 72 69 65 6E 64 20 77 68 6F 20 68 61 64 20 72
6F 66 20 74 77 6F 20 41 6D 65 72 69 63 61 6E 20 66 72 69 65 6E 64 73 2C 2061 206D 617272 69
646572 6C 79 20 64 65 73 63 72 69 62 65 64 20 66 72 69 65 6E 64 20 6F 66 20 68 69 73 20 6D 6F
66 66 65 63 74 69 6F 6E 61 74 65 20 6F 6C 64 20 66 72 69 65 6E 64 2C 20 61 6E 64 20 68 65 61 72

CECAMEIEFEAMNTACHNEE NENE1 EF NN EL TV EN EC EF £A TV INEA EF €4 N E1 €7 T TE

Ulnt32
Int64
Ulnt64

AnsiChar / char8_t
WideChar / char16_t

UTF-8 Codepoint
Sinnla (fast2N

Byte order
(@) Little endian

v

Excerpt (text)
an influential friend, after he
He had no real friends in any o
r, a journalist friend who had r
of two American friends, a marri
derly described friend of his mo
ffectionate old friend, and hear

I R T S ie SRy i jua BB e

[[J Show integers in hexadecimal bz
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Accessing Graphs and Network Files
Gephi User Guide

Gephi is a software for visualizing and analyzing networks. Networks are a group of
entities that are related in some way. Network analysis attempts to map the relationship
between these entities, to reveal trends in the data.

Networks are comprised of nodes (the entities) and edges (the
relationships between the nodes).

)odes
Edges
i\ O l
@ @  Network graphs are considered undirected when the relationship
: goes both ways. For example, if you are friends with someone on
@ @ Facebook, they are also friends with you. Network graphs can
also be directed. For example, if you follow a celebrity on Twitter,

but they do not follow you back. To create a network graph on Gephi, you will need to
know the nodes, edges, and whether or not the graph is directed or undirected.

Starting Gephi
Click on the Windows icon on the bottom left corner, type “Gephi” into the search bar,
and click on the Gephi application to open the program.

<

Once in Gephi, click File > New Project to create a new workspace.

Creating a network visualization

To create a network visualization, you will need to load your data. You can do this with
File > Open. There are several options for visualizing data, which you can see under
“Import as” drop-down menu. This manual will review importing an edge list. An edge
list is comprised of two columns of entities, which depict a relationship. For example, if
you wanted to explore which actors were in movies together, you could have a column
of actors and a column of movies, in which each row reflects when an actor was in a
certain movie.

For Gephi, the edge list will need to have a source and a target column in order to
process. You may need to go into the dataset itself and narrow it down to two columns,
one titled “source” and the other target.” The distinction between “source” and “target”
only matters when it is a directed relationship, which shows the direction of the
relationship.
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ann =

m Spreadsheet (CSV)... X

Steps General CSV options (1 of 2)

1. General CSV options
2. Import settings CsV file to import:

C:\Users\speccoladm'\Downloads \edgelist.csv

Separator: Import as: Charset:
Comma i
Preview:
source |
Robert Abbott [The Millonaire A

Mrs, Robert .., [The Millionaire
Edward R. A...[The Sport of....
Edward R. A...[The Gunsaul...
Howard Agu... [Smiling Hate |
Howard Agu... [Children of ...
Chester A, ... [Body and Soul
Anna Lou Allen [Hearts of th... v

< Back Next > Finish Cancel Help

Continue through the Wizard by clicking “Next” and “Finish.” The final screen tells you
the number of nodes and edges. This is also where you designate if the graph is

directed, undirected, or mixed. Once you have, click “OK” to see the graph.
| |

Graph Type: Undirected v More options...
# of Nodes: 782 @) New workspace
# of Edges: 1114 (O Append to existing workspace

Dynamic Graph: no
Dynamic Attributes: no
Multi Graph: no




Navigating around a network visualization
The graph may initially look dense and hard to interpret.

Graph X | -

(?&P Dragging (Configure)

7 @~ T 2 | A- A- AvialBold, 32 | [T ®

There are a few tools you can use to navigate around the graph.

_ This centering button, located on toolbar to the left of the graph, centers the view
' back on the graph.

You can move around by right clicking and then dragging with the mouse.

To zoom in and out, click the triangle located in the top right corner of the toolbar below
the graph. This will reveal the zoom slider.

) @-|T| B I A- A- Arial Bold, 32 | | [ o
Global Edges Labels

Badkground color: | [] Zoom Highlight selection

Autoselect neighbor I
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Changing the appearance of a network visualization
There are also a number of ways you can modify the visual look of the graph to be
clearer.

I The edge thickness slider, located on the bottom toolbar, will
make the edges thinner or thicker.

Use the Layout pane on the upper left to change the shape of the graph. There are
several different layout options you could test out. A good one to start with is Force
Atlas. Force-based algorithms cause linked nodes to attract to one other and non-linked
nodes to push apart. Select “Force Atlas” from the dropdown menu, and then click
“‘Run” to implement, and “Stop” when the graph reaches a visual look that you like.

Layout X | - |

?’orce Atlas v

0 [> Run

= Force Atlas A
Inertia 0.1

Repulsion strength 200.0

Aftraction strength 10.0

Maximum displacement 10.0

Auto stabilize function

Autostab Strength 80.0
Autostab sensibility 0.2
Gravity 30.0 W

You can test out the preset measures of “Force Atlas,” or you can manually set the
measures of the algorithm to make a graph that is easier to read. Increasing the
“repulsion strength”, for example, expands the graph.

| Graph  x
‘(&g Dragging (Configure)

‘.‘
s/

Y4

> > B
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You can also change the size and color of the nodes, so that nodes with more centrality
appear more dominant.

To change the color, go to the Appearance pane on the left, and click on “Ranking.” By
default, a paint palette will be selected; this signifies you are changing the color. From
the “Choose an attribute” drop-down menu, select “degree.”

Appearance X l

todes Edoes @A

Unique Partition Ranking
-—Choose an attribute v

If you click on square to the right of color spectrum, you can change the color scheme.

Appearance X _ — || Graph Xi
Nodes Edges | ® @ ﬁ T ‘?f Dragging (Configure)
Unique Partition Ranking 3 *
Degree v ||| L]
i [ ]
Cdor: € . Default : [ [N
Invert (.
' Recent 3 [ IZH
(.
Spine... | (.
. b App
(. |
Lavost (m
- I .
Click “Apply” to see the results.
R
5
7
rd
x
o \! a
G r
A
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To change the size of the nodes, click the size button, signified by several circles. Then

choose “degree” from the drop-down menu, and click “Apply” to see the results. You
can also manually edit the minimum and maximum sizes of the nodes.

Appearance X |
MNodes Edges

Unigque Ranking

® @f_\_ ul

3 1-5  Maxsize: |

4k

Click “Apply” to see the results.
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Using Screen Readers and Magnification Tools
JAWS, Fusion, and NVDA User Guide

The laptop is equipped with several applications that help visually impaired users
access the laptop. The programs are set to their default hot keys. Please feel free to
customize the hot keys to whatever works best for you. Please do not hesitate to ask
staff for any assistance with setting up these programs.

JAWS
JAWS is a screen reading program that allows you to read the screen with
text-to-speech output.

To open, click on the Windows icon on the bottom left corner, type “JAWS” into the
search bar, and click on the JAWS application to open the program.

n O Type here to search 8 Si m C,

The screen reading technology will immediately begin working.

There are several keystrokes that can help you read and navigate the screen. Many
involve the “insert” key, which is the zero key in the “hnum pad” area of the keyboard,

pictured here. To enable that key as the
“‘insert” key instead of zero, be sure that “num

' W lock” is turned off (both keys highlighted in

red here).
kspace / % .
Once “num lock” is turned off, you can use
l E . 5 the following keystrokes:
\ home qr pg up
+
4 5 6
= =
prt sc 1 2 3
end J pg dn
B, | enter

delete

Say all = INSERT+DOWN ARROW. This
command prompts JAWS to read the screen.
While using this command, you can press the
LEFT ARROW or RIGHT ARROW keys to
rewind or fast forward through the text.

Increase or decrease the speech rate =
PAGE UP or PAGE DOWN

Halt speech = CTRL

For a full listing of keystrokes, see the folder
on the desktop named “Keystrokes.”
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Fusion
Fusion combines JAWS and ZoomText technologies to both magnify the screen and
enable screen reading.

To open, click on the Windows icon on the bottom left corner, type “Fusion” into the
search bar, and click on the Fusion application to open the program.

n O Il::pllﬂ e l;

The JAWS screen reading technology will immediately begin working. You can use the
same keystrokes as detailed above in the JAWS section to navigate and read the
screen.

The Magnifier toolbar allows you to control magnification and screen display settings:

Fusion Professional - X

hMaanifier Reader Tools
'r__‘_ T I — T
@ MK I s %
vl ! — -.-IE

Zoom Level Window Color Pointer  Cursor Focus MNavigation
D ha - - - - - -
1 2 3 4 5 6 7
Zoom Windows E Screen Enhancements l_’ MNavigation

1. Zoom level, where you can adjust the zoom for the overall screen

2. Window, from which you can select the type of zoom you’d like to use (such as
magnifying the entire screen or using a “lens” magnifying glass).

3. Color, where you can adjust the brightness and colors on the screen (such as
transforming the screen to black and yellow or inverting colors).

4. Pointer, where you can adjust your pointer to be different colors and shapes.

5. Cursor, where you can adjust your cursor to be different colors and shapes.

6. Focus, where you can adjust the color and shape of the focus enhancement, which
highlights the menu, dialog box, or button you are currently selecting.

7. Navigation, where you control what actions Fusion tracks.

30



The Reader toolbar allows you to control the screen reading settings:

Fusion Professional - X
Fusion Magnifier Reader Toaols
+]
9 2 0 "
F - 3, )
Yoice Rate Keyboard Mouse Werbosity  AppReader Zones
w - w - w -
1 2 3 4 5 6 7
Yoice Echo Reading Tools

1. Voice, where you can toggle on and off the screen reading. You can also adjust how
acronyms, numbers, and other text patterns are spoken.

2. Rate, where you can adjust how fast the screen reader speaks.

3. Keyboard, where you can turn on the keyboard echo mode, which gives immediate
feedback for the keys and words that you type.

4. Mouse, where you can turn on the mouse echo mode, which automatically reads the
text below the pointer.

5. Verbosity, where you can adjust the verbosity level, which is the amount of
information read when an item on the screen is selected or in focus.

6. AppReader, where you can choose different reading modes.

7. Zones, where you can create, edit, and navigate reading zones, where you can
instantly see and hear information at selected locations.

You can disable the screen magnification, screen reading, or both at any time:
To disable the screen magnification: CAPS LOCK+CTRL+ENTER

To disable the screen reading: CAPS LOCK+ALT+ENTER

To disable both the screen reader and screen : ; .
P . Fusion Professional

magnification (pictured here):

Go to Fusion > Disable Fusion.

You can enable Fusion again here as well Disable Fusion

(Fusion > Enable Fusion). Screen Shade INSERT +SPACE, F11

Help and Learning

Configurations
Application Settings

Preferences
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NVDA

NVDA is another screen reading program that allows you to read the screen with
text-to-speech output.

To open, click on the Windows icon on the bottom left corner, type “NVDA” into the
search bar, and click on the NVDA application to open the program.

BMorrom ¢

The screen reading technology will immediately begin working, and the below menu will
appear. Be sure that the keyboard layout is set to “laptop”. Many of the keystrokes will
involve using an “NVDA key.” The default NVDA key will be the “insert” key in the “num
pad” area (similar to JAWS). If you would like to instead use the “caps lock” key as your
NVDA key, select the first checkbox. If not, leave unchecked. Then, click “OK.”

Welcome to NVDA!

Most commands for controlling NVDA require you to hold down the NVDA key while pressing other keys.
By default, the numpad Insert and main Insert keys may both be used as the NVDA key.

You can also configure NVDA to use the CapsLock as the NVDA key.

Press NVDA+n at any time to activate the NVDA menu.

From this menu, you can configure NVDA, get help and access other NVDA functions.

Options

Keyboard layout: :

[Juse CapslLock as an NVDA modifier key
] Automatically start NVDA after | log on to Windows
Show this dialog when NVDA starts

OK

If you choose to keep the default and use the “insert
key as the NVDA key, be sure that “num lock” is
turned off. The “insert” key and the “num lock” keys
are highlighted here.

The following keystrokes can help you read and
navigate the screen:

Say all (ie. read the screen): NVDA+down arrow
Stop speech: CONTROL

Pause speech: SHIFT

Bring up NVDA menu: NVDA+n

Quit NVDA: NVDA+q

For a full listing of keystrokes, see the folder on the
desktop named “Keystrokes.”
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