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Windows File Management 
 

We all know that person whose desktop is 
cluttered with so many unorganized files and 
folders that you cannot even see their wall-
paper.  

· No naming convention, whatsoever. 

· Several shortcuts to the same pro-
gram. 

· Eight empty folders, all named “New 
folder”. 
 

This might be fine on a personal computer 
that is only used for social media and games, 
but if you are trying to accomplish real 
work, this sort of mess is only going to lead 
to mistakes and frustration. 
 
That’s why having a good system for man-
aging files on your computer is crucial if you 
want to be more productive and keep on top 
of things. 

Keeping track of what is in your My Docu-
ments folder and the My Pictures folder is 
critical if you want to find particular docu-
ments and pictures. Creating sub folders 
with identifiable names is important in con-
trolling where information is stored. 

Carl Nordeen, PPCUG member, will explain 
and demonstrate the process for creating 
these folders and present information on re-
moving unnecessary system files in this 
months presentation. 

 

Monday October 14, 2019 

mailto:www.PPCUGinc.com
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Join the Club! 
Anyone interested to attend the general meeting or any of the 
SIG meetings as a guest will be charged $3.00 per person for 
any or all meetings in that month. Afterwards, you are en-
couraged to become a member of the Plateau PC Users 
Group.  
Our Club cannot exist without you, the members.  
  
Membership Dues  

Our annual dues are now payable July 1st of each year.   
Annual dues are $24 per single person / $30 per family  
starting July 1, 2014.with partial years dues as follows: 

  
 
 

 
 
 
 
 
 
 

Student memberships (21 and under) are $10 annually.   
Corporate memberships are $30 a year for the first two  
memberships and $10  a year for each additional  
membership from the same company.   
Contact the PPCUG Treasurer (931) 707-3677  
for pro-rated dues of these types of memberships. 
 

BOARD OF DIRECTORS DISCLAIMER 
 

All members of the Plateau PC Users Group are willing to 
help one another in the area of advice and tutorial instruc-
tion over the phone.  If you should require more involved 
services or instruction, we have a few members who are 
very knowledgeable in several areas.  As a responsible  
consumer, it is up to you to discuss, before retaining a mem-
ber, any and ALL charges for repair services and time con-
suming tutorial activities. 
 
It is not the desire of this Board of Directors to set fees for 
individuals for services rendered, nor the responsibility to 
intervene between members who enter into a contract 
among themselves. 
 
The GAZETTE is published using the following:  Microsoft 
Word, Microsoft Publisher, and Microsoft Windows.  The 
Gazette is the monthly newsletter of the Plateau PC Users 
Group, Inc. 
 
DISCLAIMER:  No warranty, express or implied, is made 
by the PPCUG, the Gazette editorial staff or its contributing 
editors.  This extends to all losses incidental or consequen-
tial from the use or non-use of any information in any issue 
of the Gazette. 
 
All images used in the newsletter, website, blogs, class mate-
rials or handouts (“media”)  are obtained from a “free use” 
source, preferably images that have been released as “CCO 
Public Domain”. 

 
2019-2020 PPCUG, Inc. Board Members 

President Steve Rosenstein (931) 742-0151 

Vice-President/  
Compliance  

Jim Buxton (931) 456-6009  

Treasurer John Krueger (931) 707-3677 

Secretary Linda Yates (619) 807-1516 

Past President Carl Nordeen  (931) 456-5597 

Membership John Krueger (931) 707-3677 

Publicity Mary Anne Nordeen  (931) 456-5597 

Gazette Editor Gordon Botting (931) 456-2184 

APCUG Rep  Steve Rosenstein (931) 742-0151 

Equipment  
Custodian 

 Bob Willis (931) 456-6511 

Webmaster Alan Baker  (931) 239-0877 

   

Directors at Large 

Gordon Botting Richard Del Frate Barbara Duncan 

Charlie Merrick Frank Wade Bob Willis 

   

 
Join In 

Jul-Sep  
Annual 

Dues 

Oct-Dec  Jan-Mar Apr-Jun 

Single: $24 $18 $12 $6 

Families: 
$30 $22 $15 $7 
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Up Coming Meeting for November 2019 
Note: Winter Hours 3:00 P.M. 

 
The next General Meeting of the 
PLATEAU PC USERS GROUP 

Will be on Tuesday, November 12th at 3:00 P.M 

** Visit the PPCUG Website ** 

At: www.PPCUGinc.com. 
 
Read all about our club activities and scheduled monthly meetings, also current and past 
issues of the  Gazette Newsletter. Links also to the Meeting Handouts on past presenta-
tions. 
 

Send your comments and suggestions to the PPCUG Webmaster, Alan Baker  
Webmaster@ppcugonc.com  (931) 239-0877 

Cool Tips & Sites 

Let’s be safe out there 
 

By Matt Batt, President, The Computer Club, FL 
https://www.scccomputerclub.org 
mbatt453 (at) gmail.com 
 
We’ve all heard about all the hackers and the data breaches that have happened to so many on-line sites. We 
shudder when we hear the names of the sites. But, what we don’t know is if our own email address and pass-
words were actually compromised. 
 
There is a website, haveIbeenpwned.com, that has collected the information published by hacked companies 
when they disclose those email addresses that have been compromised. This website has been operational for 
five years, gets about 60,000 visitors a day and seems to be a safe site to use. Its purpose is to provide the gen-
eral public a convenient way to see if their private information has been leaked or compromised.  
 
When you bring up the haveibeenpwned.com site, you are greeted with a field to type in your email address and 
instructions to “Check if you have an account that has been compromised in a data breach.” It is safe to type in 
your email address. You aren’t disclosing any information that isn’t all over the web already. 
 
After you type in your email address and click on “pwned?”, you will either get Oh ho – pwned! Or Good news 
– no pwnage found! If you have been part of a breach, you will see a description of each breach along with the 
date of the breach and what was compromised. In my case, my email address and password were compromised 
in the Adobe breach of 2013 and in the Zomato breach in May of 2017. It suddenly seemed like a really good 
idea to change my password. 
 
You can select an option for the site to notify you if your email address shows up on any new list of breaches 
email addresses. When you select “notify Me” from the page menu, you’ll get to prove you are not a robot and 
you’ll be sent a verification to confirm that you are real. 
 
If you discover that you have been breached, do change your password on that email account. Also, if you use 
that same password on other accounts, change them also.  
 
“Let’s be careful out there!” 
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Here are the Top 24 Functions in Microsoft Excel You Should be Using  

By Ryan Dube 

Last Updated on May 27, 2019 

 
l is packed full of functions you might not be using. Here is a look at the top 24  

 
Excel is one of the most powerful spreadsheet tools available. Part of that power comes from the many em-
bedded functions that are available for your use inside of spreadsheets. Some of these functions are well 
known, while others are rarely used but just as powerful once you understand how to use them. 

Essential Excel Functions 

There are a few functions that most people couldn’t do without. These include everything from the basic 
SUM function to the more advanced COUNT functions.  

The SUM function is the most commonly used function in Excel. Its use is very simple. Just type =SUM( into 
a cell, then drag the mouse down the column of cells you want to add. 
 

 

The AVERAGE function works similarly. Just type =AVERAGE( in the cell,  then drag the mouse down the 
column of cells you want to average. 
 

 
(Continued on page 5) 
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The MAX function is useful when you have a very long list of numbers in a column and you need to find the 
largest value. Type =MAX( in the cell,  then drag the mouse down the column of cells where you want to find 
the maximum value. 

 

You can also use the MIN function in exactly the same way as the MAX function, except the result will be 
the minimum number in the list. 
 
The PRODUCT function is good for those times when you have one or more numbers you need to multiply 
together, such as when you’re calculating an amount represented by a percentage. 
Type =PRODUCT( in the cell,  then drag the mouse down the column of cells you want to multiply.  
 

 

Similar to the PRODUCT function is the SUMPRODUCT function. For this function to work, you need to 
select multiple lists of numbers in your spreadsheet. Once you’ve selected the multiple columns of data, the 
function will add every column, and then multiply the results of each for the answer.  
Note: An alternative method of selecting multiple items to perform a math function on is to select only 
individual items by typing the start of the function, then holding down the CTRL key and selecting the cells 
you want to add or multiply one at a time. When you type ) to close out the function and press ENTER, the 
result will display in that cell. 

Logical IF Functions 

Another family of useful function in Excel is those that end in “IF”. This lets you perform calculations on 
cells only if certain conditions are met. 

For example, imagine you have a column of numbers, but you only want to average the ones that are over a 
certain limit. You can do this with the AVERAGEIF function. 

(Continued from page 4) 
 

(Continued on page 6) 
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To use this function, select the cell where you want the results to go. Select Formulas from the menu. Select 
More Functions from the Function Library, then select Statistical from the list, and select  
AVERAGEIF from the function list. 
 

 

When you select the function, a Function Arguments window appears.  

 

Here you can select each field and then select the range of cells in the spreadsheet for each field. For  
AVERAGEIFS: 
 

· Range: Select the range of cells you want to average.  
· Criteria: Type a logical comparison with a limit; for example >15 will average only the cells 

over 15. 
You only need to fill out the bold fields. All non-bold fields are optional. 

Other IF functions you can use with criteria like this include: 

· COUNTIF: Count only the cells the meet a condition. 
· COUNTIFS: Same as COUNTIF, but can be used to count string data.  
· MINIFS: Will return the minimum value in a range, only of the items that meet your cr iter ia.  
· MAXIFS: Same as MINIFS, but returns the maximum value in a range.  
 

(Continued from page 5) 
 

(Continued on page 7) 
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Logical Functions 
Some of the most useful Excel functions are the logical functions that let you compare different cells to either 
return results based on the results of a comparison. 
For example, the IF function will examine whether cells match any comparison conditions you set. If the 
comparison is true, the result field will return any value you specify for TRUE. Otherwise, it’ll return any 
value you specify for FALSE. 
To use the IF function, click in the cell where you want the results to appear, then type =IF(. 

· Click the cells you want to compare with a comparison operator between them. For example A2<B2. 
· Type a comma, followed by the value you want to display if the comparison is true. For example, type 

“Yes” to return Yes if the comparison is true. 
· Type another comma, followed by the value you want to display if the comparison is false.  
 

 

You can fill the entire column to the last row to perform the same comparison on all rows.  

 

An advanced approach to using the IF function is by nesting another calculation in the True or False fields. 
For example, if A2<A3, you can set the True field to A3-A2, and the False field to A2-A3. 
Other logical functions in Excel include: 

· AND: If all cells you list are True, the results will be True, otherwise False.  
· NOT: This function can be used to reverse results in another cell; True to False, or False to 

True. 
· OR: If any one of the cells you list are True, the results will the True, otherwise False. 
· SWITCH: This lets you return any number of specific output values or formulas if an expres-

sion matches any number of corresponding specific values.  
· XOR: If only one of the cells you list are True, the results will be True. If all are True or all are 

False, the result will be False. 
Keep in mind that just like with the IF statement, you can replace the “False” or “True” output results with 
another formula. This makes logical functions in Excel very powerful. 

(Continued from page 6) 

(Continued on page 8) 
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Text Functions 

There are many times in Excel when you may want to piece together a series of cells to form one longer cell. 
Or you may need to otherwise deal with string values. Excel offers a variety of string formulas you can use in 
these situations. 

The CONCAT function lets you concatenate several text strings from several different cells in your work-
sheet, into one string. Using this function is as simple as typing =CONCAT(“string1″,”string2″,”string3”). 
The function can have as many strings as you need, and each of the strings can be replaced by the cell con-
taining the string. 
 

 

Other string functions you can use in Excel include: 

· LEFT: Returns the number of characters you specify from the left side of a string.  
· RIGHT: Returns the number of characters you specify from the right side of a str ing.  
· MID: Extract characters from the middle of a string, just given  
· TRIM: Trims any spaces either at the beginning or end of a string.  
· TEXT: Converts a value from any cell to a str ing version of that value.  
· LEN: Returns the number of characters in a string. 

Using Excel Functions 

There are Excel functions for nearly any purpose you may be able to dream up. The easiest way to learn about 
them all is to select the Formulas menu, select Insert Function, and in the pop-up window, change the Catego-
ry to all. You can scroll down through all available functions and read the descr iptions to learn more 
about how each function works. 

 

The nice thing about using Excel functions is that it walks you through each parameter in the function while 
you’re using them. This way you’ll know what you need to insert and how many parameters are needed for 
the function to work right. 

After a while, with practice, you’ll develop a regular list of functions you’re an expert at using and that you 
turn to frequently 

(Continued from page 7) 
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Why Does Windows Defender Firewall Block Some App Features? 

Chris Hoffman  @chrisbhoffman  
August 6, 2019, 8:00am EDT  

 
Almost everyone who uses Windows has seen it. You launch an application or game, and Windows Firewall 
pops up and says it’s “blocked some features of this app.” What does this mean, and should you allow access? 
Why Does This Message Appear? 
 
This message appears when an application wants to act as a server and accept incoming connections. You don’t 
see this prompt for most applications you use, like web browsers and email clients. You only see it with specific 
types of applications, such as media servers, games with multiplayer features, online file-sharing tools, and other 
server applications. 
 
The Windows Firewall blocks incoming connections by default. But the first time it blocks connections to a new 
application, this message pop up. You can then choose whether to allow the connection through. This ensures 
connections aren’t silently blocked without your knowledge. 
On Windows 10, you see a “Windows Defender Firewall has blocked some features of this app” pop-up. On 
Windows 7 and 8, you see the “Windows Firewall has blocked some features of this app” message instead. 
 
Should You Allow Access? 

 
 
When this box appears, you have a few choices. You can click “Allow Access” and allow incoming connections 
through the firewall. Or, you can click “Cancel,” and the firewall continues to block incoming connections for 
that application. 
 
You can also choose which types of networks you want to allow the connections on. For example, you might 
allow a media server application only on private networks. That way, when you connect your laptop to public 
Wi-Fi, no one can connect to your media server. People on your home or work networks, however, will still be 
able to connect. 
 
When you connect to a network, you choose whether it’s public or private—Windows doesn’t automatically 
know. You can change this option for a network later in the Control Panel or Settings app. 
 
If you trust an application and want to use all its features, you should allow access. If you disallow access for a 
PC game, you might not be able to host multiplayer games. If you see this prompt and want to use a media serv-
er to share your media with other systems on your network, you likely have to allow access to do so.  
A BitTorrent client, for example, needs this access to upload data to other systems on the internet.  

(Continued on page 10) 



Gazette October 2019     www.PPCUGinc.com                                                    Page 10 

If you don’t allow access, an application might not function properly. So, you might not be able to host mul-
tiplayer games in a PC game, as the firewall blocks incoming connections.  
 
If you don’t recognize the application, you might want to search the web for the name and find out more in-
formation. Some types of malware function as a server and might trigger a firewall alert. Run a scan with 
your preferred antivirus program if you’re concerned your PC might have malware. 
 
RELATED: What’s the Difference Between Private and Public Networks in Windows? 
 
How to Allow or Disallow Access Later 
The Windows Firewall doesn’t ask you twice about the same application, but you can change the setting to 
allow or disallow any app in the future. To do so, head to Control Panel > System and Security > Windows 
Defender Firewall > Allow an app or feature through Windows Defender Firewall.  
 
Click “Change Settings” to unlock the settings. Locate the application in the list, and then click the Public or 
Private checkboxes to control whether it’s allowed or disallowed, respectively. If you uncheck both boxes 
next to an application, it won’t be allowed to connect on either Public or Private networks. If you check both 
boxes, the app can connect on both. 
 

 
 
How to Disable the Notifications 
If you’d prefer not to see these notifications and that Windows automatically block incoming connections to 
all applications, you can. 
 
To do so, head to Control Panel > System and Security > Windows Defender Firewall > Change notification 
settings. 
 
To disable the notifications, uncheck the “Notify me when Windows Defender Firewall blocks a new app” 
option. There are two options here: one for private networks and one for public. 
 

 
This window is a pretty common sight on Windows, and you’ll usually have some idea why an application 
wants this level of network access. In most cases, if you trust an app, it’s safe to allow. Even if you allow an 
application through the Windows Firewall, your router’s network address translation (NAT) still prevents 
many incoming connections unless you set up port forwarding.  
 
 

(Continued from page 9) 
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Please stop falling for this scam! 
 

I've warned you time and time and time again about falling for coupon scams. But people fall for them over 
and over again. Old and young, highly educated, people who are normally careful in every other aspect of 

their lives. 

Let's take a look at two versions of this scam that have popped up recently. Here's the coupon scam using 
the Publix grocery chain. It offers an $80 coupon for everyone who clicks on the link. 

 

Once you click, you will get a survey. 

 

Another version if for discount grocery store Aldi. A very well educated and highly intelligent relative of 
mind shared this scam, commenting that it was okay if you did not mind filling out a long survey.  

 

                                                                                                                                                                                (continued on page 12) 
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(continued from page 11) 

Another version of this scam involved free amusement park tickets. 

 

 

 

Your first clue that each of these are a scam is the promise that they are awarding a great big prize to every 
family. $80 in the case of the grocery stores and nearly $300 worth of amusement park tickets. Now, while 
businesses may offer coupons and occasionally give away free tickets, no business can afford to give that 
kind of a prize to every person who fills out a survey or shares a post.  

What really happens when you click on these links is that your taken to questionable sites that can download 
malware, spyware, and ransomware onto your device. Those buttons you click to answer surveys could, in 
reality, be giving permission for malicious apps to install on your device. By sharing these scams, you are 
putting the devices of your friends in danger and helping crooks.  

Any post that promises that EVERYONE who participates is getting a large prize is a scam. Stop falling for 
it. Engage your noggins! And when you see other people sharing these scams, let them know it's fake! 

 

Using a Web Browser 
 

By Jim Cerney, Forum Leader, The Sarasota Technology Users Group, FL 
June 2019 issue, The STUG Monitor 
www.thestug.org 
jimcerny123 (at) gmail.com 
 
Have you heard of Google Chrome, Microsoft Edge, Firefox, or Safari? Well, they are all Internet  
Browsers – apps (programs or software) that allow you to see web pages and cruise the internet. No  
computer should be without one! Windows computers come with Microsoft Edge included for free, but  
the others are free as well.  
 
Do not confuse a web browser with a search engine. A search engine, such as Google, is a web page that 
you use to search the internet for something – and you can get to Google on any browser. All web brows-
ers will do the same things, maybe in slightly different ways, and it is up to you to pick the ones you like to 
use. Here are some tips and information for using any browser:  
 
1. You need internet access to use a browser. If you do not have internet access and try to use it, you will 
get a message that you are not connected.  
 
2. Use the “search/address bar” to enter either text you want to search the internet for OR a web page  
address (like www.thestug.org). The browser will determine if you are doing a search (not entering a valid 
web address) and will use the default search engine to do the search and display your results. Firefox, for 
example, will use Google by default as its search engine. Most browsers will allow you to change the  

(Continued on page 13) 



Gazette October 2019     www.PPCUGinc.com                                                    Page 13 

default to another search engine in “settings.” If you enter a valid web page address, you will “go to” and see 
that web page.  
 
3. The “search/address bar” displays the web page address of the page you are looking at. You can highlight and 
copy this address to paste it in a document, email, etc.  
 
4. As you browse the internet and click on different things, new web pages will be displayed – and you are  
creating a “chain” of web pages. Not every “click” will create a new web page in the chain; some may create a 
new “tab,” for example. Use the “left and right arrows” to go to previous web pages (left) or to web pages you 
have already viewed (right).  
 
5. The little “house” or “home” icon will take you back to your starting web page.  
 
6. The menu of options, including “settings,” “help,” and more is displayed by clicking on the three lines (called 
a “hamburger”) or three dots in a vertical line.  
 
7. TABS – those things on the top row of your browser (or near the top), are used to create a new “window.” 
You may think of a tab as if you opened another session of your browser. As you click on different links some-
times, a new tab will be created for you. Tabs can be helpful if you learn how to use them. Create a new tab by 
clicking on the plus sign “+” at the right end of the tab row. It is easy to return to a web page by clicking on the 
tab. In your browser settings, it is possible to have a set of tabs opened and ready for you when you open the 
browser.  
 
8. SETTINGS – Can provide the many options, help, and defaults for your browser. Most browsers will have a 
video of how to use it and will describe what each setting option does.  
 
9. By all means go to Google and ask, “How do I use Google Chrome” (or any browser you prefer) to see  
videos and help. Take a few minutes to learn more about your browser!  
 
10. FAVORITES or BOOKMARKS will let you create a list of all your favorite web pages. You can organize 
this list any way you like, including creating “folders.” Clicking on a bookmark may or may not create a new 
“tab.”  
 
11. History, cookies, and other records are created by all browsers. Look in settings and ask Google about the 
options for your browser to turn off these things or to delete them. Usually it is a good thing to delete your  
history upon exiting your browser session.  
 
Learning is good for you. And learning how to use your browser opens up more ways to learn using the internet. 
Enjoy your potential. 

(Continued from page 12) 
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Watch out for this Android ransomware 
 

There is a new ransomware targeting your phone. Security Researchers at ESET are warning about a mal-
ware called Android/Filecoder.C that not only infects your device, but also accesses your contacts list and 
sends links to malicious malware to everyone you know.  

It was initially distributed via posts in website forums, but for most victims, it turned up in the form of text 
messages or emails that appear to have been sent from a friend. Once someone clicks on one of the links in 
the message, most of the files on their phone will be encrypted by this ransomware bug.  

So far, the links appear to be to both pornography and tech posts, pointing users towards a free app to down-
load. But, crooks could use any kind of fake link they wanted for this scam. One message claims that your 
friend has found your photos included in an app. Of course, you would want to know why your photos were 
in someone else's app and the old fear response clicks in, causing you to click before you think. Sometimes 
the scammers used QR codes that you could scan to be taken to the app. 

Once the app is installed, your files are encrypted a ransomware demand will pop up, saying that you have 
72 hours before your data is lost and demanding payment in Bitcoin. 

 

How to protect yourself? Make sure to have a good security app installed on your phone and do not install 
apps from anywhere but the Google Play Store. 

Even if you are installing an app from the Play Store, you should always look at its reviews and what types 
of permissions it requests. And always, always, think before you click on any link 
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PLATEAU PC USERS GROUP, Inc. 

APPLICATION FOR MEMBERSHIP 

  

          ____ New Member                    ____ Renewing Member 
  

  

Return this application, with check for annual dues payable to "PLATEAU PC USERS GROUP." Return to the club 
Treasurer during our meeting or mail to PPCUG Treasurer. P.O. Box 3787, Crossville, TN 38557. Our annual dues are 
now payable on July 1st of each year.  Annual dues are $24 per single person / $30 per family starting 7/1/2014 with 
partial years’ dues as follows: 
 

 

 

Join In 
July-Sept 

Annual Dues 
Oct-Dec Jan-Mar Apr-June 

Single: $24 $18 $12 $6 

Families: $30 $22 $15 $7 

  

    

Date: ______________           Amount Paid: $ ____ :.00,  by Cash ___ , or    Check ( #_____________ ) 
                                                

    _____________________________________________  ________________________________   _____________________________________ 

          Last Name         First Name Family Members (if family membership) 

_______________________________________________________________________ 

           Address:  

____________________________          _____ _____________ (_____  )____________________ 

    City                        State     Zip Code Phone Number 

 
E-Mail address:  —————————————————————————————— 
 

 
I have belonged to a Computer Club before. Yes    _____    No _____ _ 
 
l have used PCs since (year):   __________     
 
I have knowledge in the following areas that I would be willing to share with club members:  
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
January 2019 
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Note:  Please see page #15 for the Plateau PC Users Group, Inc. Application for Membership form. 

November 2019 

Sun Mon Tue Wed Thu Fri Sat 

     1 2 

3 4 5 6 2:00 P.M. 

PPCUG Board 
Mtg. 

7 8 9 

10 11 12 3:00 P.M. 

General Mtg.  
Presentation. 
Followed By 
Q&A Session 
  

13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 


