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Lesson 1 Goals

* Turning a computer ON and OFF
* Atypical desktop

 Moving icons on a desktop

* Changing backgrounds
 Changing screen savers

* Folder operations

* Window operations

* Trash/Recycle Bin operations

e Starting applications

* Questions

Download the lesson
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Typical Windows Desktop
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Typical Macintosh Desktop
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Turning a computer ON and OFF

* On

— Power Button

+ Off

— From Menu - Options
— Power Button

The Class Turns Their Computer On, Off and Back On
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Turning OFF a computer (Windows)

. Adobe Photoshop 5.5

2= Microsoft Office Word 2007 o Scott

1. Press the Start button
2. Press the arrow next to Shut down
3. Select Log off, Sleep or Hibernate

e ] D .
Mm Microsoft Office PowerPoint 2007 » D

7 Pictures
@ Snaglt 9 Editor »

: Music * Log off — Everything is closed
@ e and all power is turned off

Games

|23 Microsoft Office Excel 2007 >

Favorites

BF windows powershel , e Sleep — Puts all open docs into

SQL Server Configuration e memory (RAM)

S Control Panel * Hibernate — Stores all open docs

A Character Map on the hard drive as opposed to
memory

* Hybrid Sleep — A combination of

Hibernate and Sleep
The difference between Sleep,
Hibernate and Hybrid Sleep is energy
usage.

Devices and Prin Switch user
- Register Adobe Photoshop 5.5
u : g Default Program:

Help and Suppo Restart

Log off
Lock

»  All Programs

Sleep

| Search programs and files P ' Hibernate
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Moving Icons on a Desktop (Windows or Macintosh)

Using your mouse, position the cursor over the
recycle/trash bin.

Click and hold down the left mouse button.
Move (drag) the mouse to re-position the bin
icon.

Release the mouse button.

Repeat the procedure twice.
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Change the Desktop Pictures (Macintosh)

Click the Apple (Upper LH Corner)
Click System Preferences

Click Desktop & Screen Saver
Click the Desktop Tab

Click the Picture You Want

uhwbh e

The Class Changes the Desktop Picture 2 Times
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Control Panel - You can set and change all of you appearance and personalization settings in
the Control Panel (Windows)

1. Click the Start button
2. Click Control Panel
3. Click Appearance and Personalization

Scott

Documents
Adfust your computer’s settings View by: Category ¥

Pictures
B System and Security

: [
Music 4.3 Review your computer's status

Back up your computer

User Accounts and Family Safety
@Add of remove User accounts

'@' Set up parental controls for any user

Find and fix problems

Games Appearance and Personalization

Network and Internet @ Change the theme
&h WYiew netweork status and tasks Change desktop background
Li

Favorites

~&2 , Choose homegroup and sharing options Adjust screen resclution

Computer _/ Hardware and Sound Clock, Language, and Region
%‘ View devices and printers Ch kevboard her hod
Add a device ange keyboards or other input methods
Control Panel k Connect to a projector f;"' B Ease of Access
Adjust commenly used mebility settings |@ Let Windows suggest settings
Devices and Printers p— PFDQF:’:‘II’T‘IS Optimize visual display
h ";‘ Uninstall a pregrarm

Default Programs

Help and Support

Y KNIGHTS

v =
$/ 855\:[(55)01: }NJSMIICBE TLoJ AE

Lesson 1
Desktop, Folder & Window Basics




Control Panel (Windows)

To change the background or screen saver, click Change the theme

Control Panel Home

System and Security
Metwork and Internet
Hardware and Sound
Programs

User Accounts and Family
Safety

= Appearance and
Personalization

Clock, Language, and Region

Ease of Access
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Personalization

Chang EthEtP‘uEn'ugt?5 Change desktop background
Change sound eff Change screen saver

Change window glass colors

Display
Make text and other items larger or smaller
Connect to a projector | Connect to an external display

Adjust screen resolution

Desktop Gadgets
Add gadgets to the desktop
Restore desktop gadgets installed with Windows

Get more gadgets enline | Uninstall a gadget

Taskbar and Start Menu
Customize the Start menu Customize icons on the taskbar

Change the picture on the Start menu

Ease of Access Center
Accommodate low vision
Turn High Centrast on or off

Use screen reader | Turn on easy access keys

Folder Options

Specify single- or double-click to cpen Show hidden files and folders

Fonts
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Change the Background (Windows)

Control Panel Home

Change desktop icons
Change mouse pointers

Change your account picture

See also
Display
Taskbar and Start Menu

Ease of Access Center
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Change the visuals and sounds on your computer

Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

My Themes (8)

o

‘ Unsaved Theme

Dusk & Dawn

Aero Themes (7)

- .

Castles of Europe Decking the Halls

EEF

Echoes of the Past United States Waterfalls

Savetheme  Get more themes online

Desktop Background
Slide Show

>

m

Screen Saver

None
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Change the Background (Windows)

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show

Picture location: [Windows Desktop Backgrounds

v][ Browse... ]
[ Select all H Clear all ]

4 Forward thlnkmg (3)

m

Change picture every:
30 minutes v | [[]Shuffle .
< | ] Click Save changes
When using battery power, pause the slide show to save power

[ Save changes ] [ Cancel ]

1 &7
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Change the Screen Saver (Windows)

Control Panel Home ’ ®
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

Change mouse pointers My Themes (8) -

Change your account picture

m

Unsaved Theme

Decking the Halls Decorating the Trees

; »
d

Dusk & Dawn Echoes of the Past United States Waterfalls
Savetheme  Get more themes online
Aero Themes (7)
See also i ) 22 |
= 2 B
isplay
hasktarand Sfai Meno Desktop Background % Window Color Sounds Screen Saver
Ease of Access Center Slide Show Sky Windows Default None

From the Windows Control Panel, click Screen Saver
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Change the Screen Saver (Windows)

Screen Saver

Screen saver

[Bubbles v] [ Settings... ] [ Preview ]
Wait: 20 ;z minutes [ | On resume, display logon screen
Power managl%-ent

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

Change the Wait time and

4/ the screen saver type

/ Click OK or Apply

/

[ OK Apply

-
| [Lconeel ||

A

The Class Changes the Screen Saver Start Time 2 Times

AN
/A‘m
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Change the Screen Saver (Macintosh)

Click the Apple (Upper LH Corner)
Click System Preferences

Click Desktop & Screen Saver
Click Screen Saver Tab

Click the Screen Saver You Want
Click Test

To change or set the start time of
the screen saver, Click & Drag the
Triangle on the Time Bar, then
Release.

No U WN R

You Can Activate the Upper LH Quadrant
as a Hot Corner to Start the Screen Saver)

The Class Changes the Screen Saver to 2 Times
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View
Sort by
Refresh

Paste
Paste shortcut

Graphics Properties...

Graphics Options
New

Screen resolution
Gadgets

Personalize

Lesson 1

Folder Operations (Windows)

DR ERER R [NEe

Desktop, Folder & Window Basics

1.
2.
Folder < 3 .
Shortcut % 4 ]

Microsoft Office Access 2007 Database
Contact
Microsoft Office Word Document

Journal Document

Microsoft Office PowerPoint Presentation

Adobe Photoshop Image

Text Document

Microsoft Office Excel Worksheet
Compressed (zipped) Folder

Briefcase
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To create a new folder, right click
anywhere on the desktop. A
“context” menu will appear.
Click New

Click Folder

A new folder named “New folder”
will appear on your desktop.

New folder

3
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Folder Operations (Windows)

1. To rename a folder, right click on the folder.
A “context” menu will appear.

2. Click Rename

3. Rename your folder to “My Folder”.

Open
Add to Windows Media Player list
Play with Windows Media Player

Share with

Restore previous versions
Scan with AVG
Include in library

Send to

Cut
Copy

Create shortcut
Delete

Rename
ek s
Properties

Py Folder

k
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Folder Operations (Windows)

1. To move a folder into another folder, create a
new folder called “Master Folder”.
Drag “My Folder” into “Master Folder”.
'l 'l Open “Master Folder” by double-clicking on it to

My Folder= = Master see that it contains the folder “My Folder”
Folder

w N

3

gl e

(I ). » Motrolder >~ 4p | seorn eser. p
Organize = Include in library = Share with = Burn » = « [ @
% Favorites Mame Date modified T;
. My Folder 1/7/2012 9:58 AM F
" Ml Desktop
Master *d, Homegroup
Folder k A Scott
/M Computer
&L Drive C (C)
&2 DVD RW Drive (D)
?! Metwork
[ I S ]| 1 i b
’ 1 item

/1 "\..
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Folder Operations (Macintosh)

* Creating a Folder
— From the Desktop, Click File from the Top Menu Bar
— Click “New Folder” From the Menu & a Folder Icon Appears

* Naming the Folder

— Click & Drag Across the Folder Name Below the Folder Icon

— Type “My Folder” & Then Click On Desktop & the Folder Is Re-Named
* Placing a Folder Into Another Folder

— Create a Second Folder Called Master Folder

— Drag “My Folder” Onto the Master Folder & Release
— Double Click Master Folder & It Opens Showing My Folder Inside

The Class Creates Two Folders, Names Them
& Places One Inside the Other
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Window Operations (Windows)

COrganize « Include in library « Share with = Burn b = « [ @

Mame ° Date modified

rF 2

.0 Favorites

1. My Folder

1/7/2012 9:58 AM

Bl Desktop
= Libraries .
+ Homegroup DOUble'Cth the I\/IaSter

8 Scott Folder to open it.
1M Computer

&L, Drive C (C)

3 DVD RW Drive (D) Windows can be hidden,
Mheoork |y i resized or closed by clicking
) 1 item these controls.

Ceson 1 A KNIGHTS
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Window Operations (Windows)

To minimize or “hide” a window, click this

/ control. It looks like a dash.

The window will be minimized and appear in
your taskbar at the bottom of the screen.

P Master Folder

Hovering over the icon will display a small
version of the window. Click it to return the
window to it’s former size and place.

- KNIGHTS
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Window Operations (Windows)

To middle icon is used to toggle between full-
size and a size that you can set.

| —
= IS 5T

Organize ¥ Include in library v Share with v

1. To resize a window move
the cursor to the side of
the window to be reset.
The cursor will change.

~
. Favorites Name

= | 4 MyFolder
B Desktop 3

4 Libraries 2. Drag the side of the

& Homegroup window to the size you
A Scott

BB Compiites wish it to be.

&, Drive C (C)
<3 DVD RW Drive (D:) ~ <

', 1 item

Notice the middle icon’s
toggle.
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Window Operations (Windows)

Lesson 1
Desktop, Folder & Window Basics

To close a window, click the red “X”.
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Window Operations (Macintosh)

)

e Resizing a Window — Double Click “Master Folder’
— Move Cursor to Lower RH Corner Over Lined Triangle
— Drag Triangle Up (Window Shrinks) & Release
— Click Green Radio Button
— Click Green Radio Button Again
— Drag Triangle to the Left
— Click Green Radio Button
— Click Green Radio Button Again
— Drag Triangle to Lower RH Corner & Release

* Hiding a Window
— Mover Cursor Over Upper LH Radio Button & Click
— Window “Disappears”
— Move Cursor Down to Bottom of Screen & Dock Appears
— Hidden Window is In Dock — Click Once to Restore

* Closing a Window
— Mover Cursor Over Upper LH Red Radio Button & Click
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Trash/Recycle Bin Operations (Windows or Macintosh)

Click & Drag Master Folder to Recycle/Trash Bin
Bin Icon Changes to Indicate It Has Something in It
Left Double Click Bin to See Contents

Close Bin

Right Click Recycle/Trash Bin

A o

Choose to Empty Bin

The Class Creates a Folder,
Then Places the Folder in the Bin & Empties the Bin
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Starting an Application (Windows)

§| TOEHIBA
ey e

Adobe Photoshop 5.5 1. Click the Start button
!@ Remote Desktop Comection  » 2. Click the All Programs button
|_'_|= Microsoft Office Word 2007 3 e 3 CIICk Accessorles

= 4. Click Calculator

| Pictures
|F_"" Microsoft Office PowerPoint 2007

_ Music
) Snaglt 9 Editor _
—— Games '-:.'q. .:::F'Sl 1I.I'.IE'I.I'I.I'EF
M Adobe ImageReady 2.0 A .
Favorites ! CCEERONES
Microsoft Office Excel 2007 | u CE||CI..I|E|1:::I-r \

Computer

Windows Powershell

EX Command F'mmpt

B Connect to a Projector
) Getting Started
Default Programs é Math Ir'||::||_|t Panel

Help and Support f:-'.,.-::]:' Paint

["Search pragroms on] Opens st of your programs. eyl *g;. Remote Desktop Connection
— — i3] Run
'ﬁﬂ Snipping Tool
¥ Sound Recarder

Control Panel
S0L Server Configuration
Manager

Devices and Printers

|

: Register Adobe Photoshop 5.5

»  All Programs

Lesson 1
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Starting an Application (Windows)

| Calcu
View Edit Help
%
MC || MR || MS || M= || M-
— || CE C + v
7 8 9 / %
4 5 6 * || 1/x
1 2 3 - _
: —

Lesson 1
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Multiply 83 by 1047.
You can use the mouse or the keys.

The Class Opens & Closes the

Calculator App and Then the Game
Solitaire
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Starting an Application (Macintosh)

e Macintosh Uses a “Dock”

 Move Cursor to Bottom of Screen & Dock Pops Up

(Ask for Help if it Does Not Pop Up)
* Click Any Icon Once & Release

* Chosen Application (“APP”) Opens

The Class Opens Two More Applications
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Any Questions?
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