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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 Ct-alt-Delete to begn,

mwmmumwmpm
computer secure. For more information, click

Step 3:

Click on the OK Button \

Step 4.

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

9 Enter your password in the Password
field

1 dick the OK Button —

Note : Username and password are NOT

requir ed at our Learning Center s

Notes:

rev 4/09 @
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Course 1 6 Turning O FF the Computer

Step 1.

Click on the Start Button

‘2 start

Step 2:

Click on the Shut Down Button

Step 3:

Highlight the Shut Down option
and click Ok

~—

\

Copyright & 1985-2001
Microsoft Corporation

\| Shut down v
B
estar
an

][ Cancel ][ Help

‘What do you want the computer ko do?

Step 4:
P Remember to make sure that
Final Check the monitor is shut  off!
Notes:
’ rev 4/09 @
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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 :
1T My Computer

1'|' M y D ocumen tS W _amm pu ker r'.'1 ':." E| acUMmen |: g

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

i 3 computer mouse - Go... 'E__ﬁ‘l Inkroductary Course. .. i 3 Windows Explorer =
\
Y_I [ ~ J —— — \ )
Start Quick Launch Toolbar Open Programs Notification Area

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

@8 FACSys Deskiop Client

& Internet Explorer

(& Microsol Ft Firewall Clisnt Management
@ microsoft Office PowerPairk Viewsr 2003

gg:nrgsoft Office Fror

ram Access and
= Micrasoft Office Excq
|xs
=md (3)
3
ixes.

,'!é&p Windowns Media Corn

% Microsaft Wirtual PC

Microsoft Office Pow|
UEE 2007

=
L\iﬂ Calculator

L lessenger
AllPrograms B
%, Windows Media Connec

§| Undon

A @ vrusiearth

dows Media Connec!

win
ey Micrasaft Office PowerPoint
[(Ee fpto

3 start

B ioor [ oo

iystat CEewR@oAM®m [k

Notes:
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Course 3 - Working with Files and Folders

Create, Delete, and Rename a Folder or File

1 Open My Computer .
9 Locate and open the file or folder
you want to work with.

My Cormpuker

Folders

(&} Desktap

= (L) My Documents

1) ImagesAnimals_files
= () vy Pictures

I Microsoft Clip Organizer

1™ by videos
(®1 py weh Sites
i SharePoint Drafts
I3 Snaglt Catalog

o
% Local Disk (1)
b CO-RW Drive (D2)
22 itd_h on ‘Dataserverl_5'(Z:)
@ control Panel

&3 My Network Places
2l Rercycle Bin

Create a folder

9 Locate the place where you want to create the new folder
1 Under the File menuclick on New, and then click Folder

1 Type in the New name of the created

8% C:\Documents and Settings

Edit  Wiew Favorites Tools Help

— I

folder , and press Enter

— =

Delete a folder _ or file
9 Locate the folder you want to delete
1 Onthe 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

1 Locate the folder you want to change
the name

1 Onthe File menuclick Rename

1 Highlight current name, start writing
the new name and it will overwrite
the old one

ey Folder
Eile Edit  Wiew Fa
e [ 2

Rename
Properties

all Users

1

EN Edt  View Favorites Took  Help

Mew 3

Delete

Rename

Properties

WorkingDocuments ¥

Lﬂ; /I.-\J Search

and Settings|mmartars

) Test DataBases

) RIS
Close ) VISIOReverse
) WINDOWS

(] icrkingDocuments

Notes:

rev 4/09
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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

My Compuker

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

Folders

@ Dreskiop
=2 u'_J My Documents
I Imagesanimals_Files
= h'ﬂ My Pictures
=) Microsoft Clip Organizer
E My Videos
My Web Sites

i, SharePoint Drafts
_Eénaglt Catalog
L) webEx
=2 j My Computer
‘B 3% Floppy (&:)
e Local Disk {C:)
ik CO-RWY Drive (D)
ég itd_h on 'Dataserverl_S' (Z:)
B»‘ Control Panel
&3 My Metwork Places
2 Recycle Bin

Step 3:

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

—p B Yiew  Favorites  Tool
Undo Delete Chrl+2

— > el
—>Copy 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

Copy Chrl+C
=P Paste Chrl+y

Paste Shortcut

Select all Chrl+a

Invert Selection

Notes:
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Course 4 - Search Engine and
Mi ivenLinks S

Elev at e

Step 1. Elevate Miami Portal

from the Learning Cente r

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

—]

from any other location /
1 Type www.ElevateMiami-doto the G

[/ 7 -
@\_.)v |l i Elvatettii conl /'V‘ bl

Address Bar or URL on the top of

the window. ]

Click on arrow ' or press Enter
Wait for the page to load

= =

Then:

9 Click on Seniors /

1 Click on Silver Links /
2

9 Find Thirsty For Knowledg

/ Explorer

Internet ELEVATE

miami

M Find & Click Live Searctr

Step 1 (Alternate Method)
9 Double Click Internet
Explorer

Internet
Explorer

Rl Bt Vew Favotes Tods b

Silver Links / Enlaces
Plateados

THIRSTY FOR KNOWLEDGE?

/ ¢ SEDIENTO DE SABER?

i Encarta en Espafiol
i Wikipedia
i Ask / Ask Espafia

it Dictionary f Diccionario / Dictionary Link
i Altavista f Traduccién

= Live Search / Busgquedas en Live.com

i: Google Search / Busgueda en Google

1 Type www.live.com into the
Addr ess Bar or URL at the top of
the window.

T Wait for a page similar to the
image to load

R | Privacy | Legal Advertise | Webrasters | Deveopers | Heb | Fesdback

rev 4/09 @
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Coursed4-Search Engineé

(con

Step 2:

1 Type in the subject you are searching for in the Search Window

Live Search | MSN | Windows Live | Hotmail
£7 Live Search | Puerto Rican Arroz Con Pollo E
My settings

Web 1-10 of 37,500 results - Advanced
See also: Images, Video, News, Maps, Mare v

Puerto Rican Arroz Con Pollo (Rice and Chicken) Recipe : Recipezaar

Try the Puerto Rican Arroz Con Pollo (Rice and Chicken) recipe from Recipezaar.com. ... Main
Cookbook Premium Members can have more than one cookbook in this list.
www_recipezaar.com/Puerto-Rican-Arroz-Con-Pollo-Rice-and-Chicken-315833 - Cached page

Authentic Puerto Rican Recipes for arroz con pollo and tostones Alicia ...
personal memories of food and family ... Being a great dramatic actress sometimes allows for extra
panache in the kitchen.

www.inmamaskitchen.com/OUR_MOTHERS/Bibiloni_alicia.html - Cached page

9 Click the button E or press Enter
I Wait for the results to load
9 dlick to open various links until you find the one you like.

Note: By using the search criteria in between
guotes, the engine searches all those pages that
contain the exact combination of words

Note : Search using:

| Images Video News Maps =y
V  Web - will display written information
V Images o will display related images of the topic being searched
V Video dwill show videos including your search criteria

Notes:
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