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Course 1 - Turning O N the  Computer 
 

Step  1: 
 

Press the  On (Power) Button   
 

 

Step 2:  
 

While h olding down Ctrl + Alt  keys,  

press the  Del Key ONCE 
 

 

 

St ep 3: 
 

Click on the  OK Button  
 

 

 

Step  4: 
¶ If necessary, e nter your user name in 

the User name  field  

¶ Enter your password in the Password 

field  

¶ Click  the  OK Button  
Note : Username and password are NOT  

requir ed at our Learning Center s 

  

  

 

Notes:  
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Course 1 ð Turning OFF the Computer  
 

Step 1:  
 

Click on the  Start Button  

  

 

Step 2:  
 

Click on t he  Shut Down Button  

 

 

Step 3:  

 
Highlight the  Shut Down  option  

and click  Ok 
 

 

  

Step 4:  
 

Final Check 

 

Remember to make sure that 

the monitor is shut off!  

Notes : 
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Open    Programs 

 

Start 

Course 2 ð 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 I cons on the 

desktop are : 

¶ My Computer  

¶ My Documents  

 

The Task  Bar , which is locate d at the bottom of the desktop d isplays 

all open and active p rograms. 
 

 

 

The Start  Button is located at the beginning of the Task bar  and 

when you select it, it displays a full Program List  (All Programs ).  
 

 

  

Notes:  
 

 

 

 

 

 

 

 

 

 

Quick Launch Toolbar Notification Area  
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Course 3 - Working with Files and Folders : 

Create, Delete, and Rename a  Folder  or File  
 

¶ Open My Computer . 

¶ Locate  and open the file or folder 

you want to work with.  

  

 

Create  a folder :   
¶ Locate the place where you want to create the new folder  

¶ Under  the File menu click on  New, and then click Folder  

¶ Type in the New name of the created  folder , and press Enter  
 

  

 

 

Delete a folder  or file :  
¶ Locate the folder you want to delete  

¶ On the File menu ;  click Delete  
 

Note:   You can also delete a folder/fil e by 

right clicking  over the select ed item , and the n 

clicking  delete  

 
 

 

 

 

Rename a folder  or file :  
¶ Locate the folder you want to change 

the name  

¶ On the File menu click Rename 

¶ Highlight current name, start writing 

the new name and it will overwrite 

the old one  

 

 

 

 

Notes:  
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Course 3 - Working with Files and Folders:  

How to Copy & Move a Folder or  File 
Step  1: 

 
Open My Computer  by double  clicking on 

the icon  

  

 
Step 2:  
 

Click on the File or Folder  you want to 

copy or move. 
 

Note:   
V copy will  retai n the original item   
V cut  will remove it from its original 

location  
V paste will place it  on the selected  or 

new location  
V move is equivalent to cut  and paste  

 

 

Step 3:  
On the Edit  menu, click Copy to c reate a 

duplicate of t he item or click Cut to 

move the  item t o a new location 

 

 

Step 4:  
¶ Open the folder where you want to 

place the item  

¶ On the Edit  menu, click Paste 

 

Notes:  
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Course 4 - Search Engine and  

Elevate Miamiõs Silver Links  
Step 1:  Elevate Miami Portal  
 

from the Learning Cente r  
¶ Double click on the Internet 

Explorer or the Elevate Miami 

Icon on the Desktop  
 

from any other location  
¶ Type www.ElevateMiami.com into the  

Address  Bar or URL  on the top  of 

the  window. 

¶ Click on arrow   or  press Enter   

¶ Wait  for the page  to  load 

 

Then: 
¶ Click on Seniors  

¶ Click on Silver Links 

¶ Find Thirsty For Knowledge? 

¶ Find & Click Live Search  

  

                                 
 

 

 

          
 

 
 

 

 

 

 

 

 

 

 

Step 1 (Alternate Method) : 

¶ Double Click  Internet 

Explorer  

¶ Type www.live.com  into the  

Addr ess Bar or URL  at  the top  of 

the  window. 
¶ Wait for a page similar to the 

image to load  
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Course 4 - Search Engineé (continued) 

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

   
¶ Click the Search  button  , or press  Enter  

¶ Wait for  the  results  to load  

¶ Click  to open various links until you find the one you like.  

 

Note:  By using the search criteria in between 

quotes, the engine searches all those pages that 

contain the exact combination of words  
 

Note :  Search using:   

 
V  Web - will display written information  

V Images ð will display related images of the topic being searched  
V Video ð will show videos including your search criteria  

    
Notes:  
 

 

 

 

 

 

 

 

 

 

 


