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Workshop 1: Computer Basics
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System Unit

Monitor

Mouse

Keyboard
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Keyboard

Optical pen

Scanner

-\

Bar code reader

Speakers
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USING MOUSE/TOUCHPAD

Parts of a Mouse

Right Button

Mouse Actions:
il

Click

2. Double-click
3. Right-Click
4.

5. Drag

Point

(Not always :
available) Palm Rest

How to hold the mouse

Computing Fundamentals

* for more mouse exercises Visit:

Touch
sensitive
pad

Left Mouse Button

Scroll
section

Right Mouse Button

http://seniornet.org/index.php?option=com content&view=article&id=1048:mouse-exercises-

seniornetorg&catid=49:helpcateqory
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USING KEYBOARD

Keyboard is used to type information into the
computer and contains keys designed for different

functions

FUNCTION KEY BLOCK (function keys, media keys)

F1 F2 | | F3 || F4 F5 || F6 || F7 || F8 Fo | fFi0] JFu1 | | F12
NIENIFA IR IR I AR I AR I EA T R I ns | fhome | fpaup| | |k | | /
= 1[s] I E R S EE|DOC

= +
. cfl - alt f?”‘ - 1 - 0

BASE BLOCK (letters, numbers,

, modifiers) NAVIGATION  NUMBER PAD
BLOCK BLOCK
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OS and DESKTOPS
Windows 7 .  Windows 8 .  Windows 10

. Linux (Ubuntu)

w0DEPPD O
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PC DESKTOP: Windows 7

Icon

r o XPS Viewer
b Accessones
) Caleulator )

& Command Prompt
BE Connect to a Projector
4 Getting Started
)| Notepad
i Paint
%5 Remote Desktop Connection
i3 Run Music
1. Sound Recorder
@ sync Center Games
StartMenu Lo Windows Explorer
| ) WordPad Computer
L Easeof Access
)i System Tools Control Panel
4. Windows PowerShell
. Games Devices and Printers

. Maintenance
b Startup Default Programs

Paul
Documents

Pictures

—— Desktop

Start Button
. S

Quick Launch Bar Taskbar Wallpaper /
System Tray  Date and Time

Windows 7 desktop showing the Taskbar
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Mehr Uber Das Netz - Eine kurze Geschichte des Internets (Source: eyecatcher Medienproduktion
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https://youtu.be/uIZh2v7YpP4
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PC DESKTOP: Windows 7
TASKBAR and its elements:

Thumbnail toclbar

Pinned taskbar button

Taskbar button Show desktop

Start button Taskbar area Deskband Notification area
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TIPPS AND TRICKS TO PC DESKTOP:

. If you are sharing your computer with someone else, you can
create different user accounts. In this way you can separate
your data from someone else's and use a password to limit
access to your data, e.g. parent's and children's account etc.

Chris Someone Else.
Logged on Logged on

-
. If you are using another or a public computer, you will be
required to log in (ask for instructions from a librarian)

Use Control Panel to access and change all features and
Applications of Windows OS. These settings also include access to
Windows Updates and Personalization
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OPERATING SYSTEMS FOR TABLETS AND MOBILE
DEVICES

.”‘
UUQ

=. Windows Phone
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Qrganize » l Share with v Bum = v

4 ¢ Favorites Documents library "

.oum Inchudes: 2 locations
s Downloads Narrae Type
24 Recent Places

W et

4 _4 Libranes L Invaice 4 et

| 4 Doc L Invoice 05
.l. " Inwoice 06
5 Pictures _ Meeting nctes }
' Videos Meeting notes 2
L Meeting notes 3
- | Recapts
Traved
G Netwerk L) Top report
| Wetng progect
r 11 tems
\7
1
(1) Navigation pane (6) Column headings
(2) Back and Forward buttons (7) File list
(3) Toolbar . 8~ The search box
(4) Address bar (9) Details pane
(5) Library pane

MANAGING
WINDOWS AND
FILES

The various parts of
this window are
designed to help you
navigate around
Windows or work
with files, folders,
and libraries more
easily.
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MANAGING WINDOWS AND FILES

Current location (address bar)  Type keywords to search for documents.

Go back to previous location. Maximize

Command bar Minimize | Close

BTG taeves » Doamets » mctatis »] by seevirbcere =51
"f";"’ Flopes =  Dunwtne  fomt Mewfolder &0 0
‘m

rmoms  DOCUENISIDONY vy e e dpos

B Cesiosts e docum ot in WoldP sd
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. Muik —

& A ay Fet veseaing

o e
o megono
W (amge
SN veron

) My Fet Wordes Docement | Dute modfiost S/24/2000 427 "M

_;! Bch et Document Sae 15 bytes

Navigation pane | Content area Preview pane | Hide/show Preview pane.

Details pane View options.
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MANAGING WINDOWS AND FILES

FOLDERS

Desktop Documents Downloads

i .l

Music Pictures Videos

File Example:
My first document.docx

(file name) + (file extension)

Malteser Hilfsdienst e.V - Diozese Miinchen-Freising — Malteser Mentoring — www.malteser-jobmentoring-muenchen.de



Malteser

...weil Nihe zihlt.

Exercise

1.

Open My Documents library on your computer
> Check if there are any .doc or .docx files available and open
and close them

Follow the same instructions to open .jpg, .mov, .mp3 files in
other Libraries!

2.
> Create a subfolder named “Test Documents” in My
Documents Library; then by right-clicking your mouse create
a new document of .doc type, name it ,doc1“ and save it
> Open and edit “docl” file (you can practice 10-Fingers typing
technique). Save and close the file. Delete the docl file and
then restore it from the Recycle Bin.
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USING KEYBOARD Exercise

g s s Learn to type
UL LLE e,
(] ‘JF[l[ : | (Stugens®

LI

caps loch

Follow this link: http://www.typingtutor-online.com/ to practice; Eng/De
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http://www.youtube.com/watch?v=vXsutlz0GIQ
http://www.typingtutor-online.com/

