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Course 1- Turning ON the Computer

Step 1.

Press the On (Power) Button

Step 2:

While h olding down Ctrl + Alt  keys, ~
press the Del Key ONCE Press CTRL + ALT + DELETE to log on

Step 3:

Click on the Elevate Miami Profile —__|

Step 4.

11f necessary, e nter your user name in
the User name field

1 Enter your password in the Password
field Elevate

T[G'Ck the Arrow FrrEE—

Note : Only when a Learning Center is located at
an e-Park, a password is requir ed.

Notes:
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Course 1 6 Turning O FF the Computer

Step 1.

Click on the flag or Start Button

Step 2:

Click onthe arrow to Shut Down

Step 3:

Switch User
Log Off
Click on the Shut Down option Lock
\ Restart
Sleep
Hibernate
Shut Down
Step 4:
P Remember to make sure that
Final Check the monitor is shut off!
Notes:
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Course 2 d Reviewing t he Desktop

The desktop is the main & first
window to open on your
computer.

It displays key icons, buttons,
and programs

Two important | cons on the
desktop are :

1 My Computer o
1 My Documents Computer Docttments

The Task Bar, which is locate d at the bottom of the desktop d isplays all open and
active p rograms.

LYUOCEPO RGN T Studznt_Handotts... ' \' Urtitled - Part Dccun‘erts <M ) 505
H_l ~ ~ J — 7 \ )
Start Quick Launch Toolbar Open Programs Notification Area

The Start Button is located at the beginning of the Task Bar and when
you select it, click on All Programs to display a full Program List .

23 Internet
- Internet Explorer

258 Windows Defender -
il Windows Mail

3 wWindows Media Player
,ﬁ Windows Meeting Space
B, Windows Movie Maker
LT![ Windows Photo Gallery

| 3Com Wireless

—. E-mail
L& i i
Microsoft Office Outlook

i’—_é Microsoft Office Word 2007

" Welcome Center Accessories

Broderbund

s —

Yt o
,_::5; Backup Status and Configuration Music Extras and Upgrades

.).nging SuDoku Recent Items

? Small Business Resources Computer

Frameworkx
Games
Intel PROSet Wireless

111

L

L

)

L

)

L

/. Maintenance
. | McAfee
ILOJ Windows Meeting Space | Mlicrosoft Encarta
L
I
L
I
L
L

Microsoft Expression
Connect To

[Z§] Windows Photo Gallery Microsoft LifeCam

Microsoft Office

Microsoft SQL Server 2005
Microsoft Visual Studio 2005
Real -

- . Control Panel
$/ Solitaire ©
A

= Default grams
\[_X._: Microsoft Office Eyfel 2007

Help and Support
» Al Programs

4 Back
Start Search (O] ’T"T / Start Search % 2
Not e. You canalso type the program name in the Start Search box and click the magnifying glass

Notes:
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Course 3 - Working with Files and Folders
Create, Delete, and Rename a Folder or File

9 Open My Computer .
91 Locate and openth e file or folder
you want to work with.

Folders
B Cesktop

[E Danila, Devid
J Publc
1M Computer
[ B Loval Disk ()
- . atarhmate
—_—) | ELV
. Deploy
Pv’1‘_,’ | INFOCUSERPATH

el

Computer

L Ifaniew

\ logor_script_logs
\/ remehist
| Ferflogs

.. Frogram Tiles

Create a folder:

9 Locate the place where you want to create the new folder
1 Under Organize click on New Folder
1 Type in the New name of the created folder , and press Enter

e~ .
By Organize -

Mame

| |

./ Programs

Delete af older or file
1 Locate the folder you want to delete
1 Under Organize; click Delete

Note: You can also delete a folder/file by
right clicking over the select ed item, and then
clicking delete

Rename a folder or file
1 Locate the folder you want to change
the name
! Under Organize ; click Rename —__|
1 Highlight current name, start writing
the new name and it will overwrite
the old one

™ == .,
‘ Organize ~ | :== Views - [& Expl

Mew Folder

S

Cut

Copy
Paste

[z

Undo

Redo

Select All

[L] Layout [
Folder and Search Options

/< Delete
> Rename
Remove Properties

Properties

Cloze

Notes:
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Course 3 - Working with Files and Folders:
How to Copy & Move a Folder or File (continued)

Step 1:

Open My Computer by double clicking on
the icon

(v

Pv’1)’
Computer

Step 2:

Click on the File or Folder you want to
Copy or move.

Note:
V' copy will retain the original item
V cut will remove it from its original

Folders X

@' Deckiop
= ﬂ My Documents

L) Imagesanimals_Files
= Iﬂ My Pickures

L) Microsaft Clip Organizer

@ My Wideos

My Wieb Sites
% SharePoint Drafts

IC5) Snaglt Cakalog
) wwebEx
4™y Computer
_ﬁg 314 Floppw (4:)
e Local Disk (C:)
iy CD-RAW Drive (D:)

|OC3.tI0n % itd_h on 'Dataserverl_5' (Z:)
. . Contral Panel
V paste will place it on the selected or ® 9 My Network Places
. ] Recycle Bin
new location
V' move is equivalent to cut and paste
Step 3 —p NG Wiew  Favorites  Tool

On the Edit menu, click Copy to create a
duplicate of t he item or click Cut to
move the item to a new location

Undo Delete Chrl+2

— it Crl+s
— CODY Chrl+C
Paste Chrl+y

Paste Shortcut

Select Al Chrl+a
Invert Selection

Step 4:
1 Open the folder where you want to
place the item
1 Onthe Edit menu, click Paste

=) N Yiew Favortes  Tool
Undo Delete Crl+2

Cut Chrl+x
{1 Copy Chrl+C
= Paste Chrl+y

Paste Shortcut

Select all Chrl+a
Invert Selection

Notes:
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Course 4 - Search Engine and
Elevat e MiievanLinks S

Step 1. Elevate Miami Portal

from the Learning Center

9 Double click on the Internet
Explorer or the Elevate Miami
Icon on the Desktop

from any other location m/
T Type www.ElevaMiami.cofinto the
Address Bar or URL on the top of

the window. /

1 Click on arrow |2 or press Enter
I Wait for the page to load

et

jv‘-, x

—

Silver Links / Enlaces
& Plateados

Seniors THIRSTY FOR KNOWLEDGE?
¢ SEDIENTO DE SABER?

:: Encarta en Espafiol

Then: 2 Wikipedia
1 Click on Seniors / Cren A
[ e
1 Find Thirsty For Knowledgg?

a1 Find & Click BingSearch” :: Google Search / Biisgueda en Google

—p = Bing Search / Bisguedas en Bing.com

Step 1(Altern<jite Method) : P

91 Double Click Internet
Explorer

1 Type www.Bing.com into the
Address Bar or URL at the top of
the window.

1 Wait for a page similar to the
image to load

|ﬁ, hktps f e, bingcom/

e Sign In - Windoovs Internet Explorer

wm
@\\ ,/\v ‘ffwww‘E\evateM\ami‘com)‘l

o Fle Ed Vew Favorkes Toos Help

vvvvvvv



Course 4 - Search En g i ncéntiéued)

Step 2:
9 Type in the subject you are searching for in the Search Window :

Web  Imagenes = Noticias, Mapas_~Mas | MSN | Windows Live

Iniciar sesion

- g

TODOS LOS TODOS LOS RESULTADOS 1-10 de 17,000 resultados - avanzada

Puerto Rican arroz con pollo

® mostrar todas O solo Espafiol

RESULTADOS

'puerto Rican Arroz Con Pollo - Amazon com/books Sifis peliocnados
Buy books at Amazon.com and save. Qualified orders over $25 ship free.

Puerto Rican Food - Arroz con Pollo  traducir esta pagina

The old standby: arroz con pollo is the now-familiar Spanish and Latin classic that is a staple of the
Puerto Rican diet.

gopuertorico.about.com/odffood/g/Arroz_Con_Pollo.htm - pagina en caché

9 Click the Search button I.'l, or press Enter
Y Waitfor the results to load
9 dick to open various links until you find the one you like.

Note: By using the sear ch criteria in
between quotes 0 x X, xhé engine
searches all those pages that contain the
exact combination of words

Note : Search using:

Web Images Videos Shopping News Maps More
Web - will display written information

Images o will display related images of the topic being searched
News & fi nd out whatd kappening in the world today

Maps 6 See where it is and how to get there

V More 0 Find all other category descriptions

<< <KL

Notes:
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