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Senior Computer Center of Santa Cruz

PC Essentials – class 1


PC Essentials - Class Outline

The objectives of this class are to help you organize your work on your computer, to become more efficient at using your computer, and to make the process more enjoyable.

Week 1 – Organization

· Introduction

· Review

· Mouse – left button click, left button double click, right button click

· Cut and Paste

· Files and Folders

· Your personal filing system

· Creating a hierarchical personal filing system on your computer

Week 2 – Explorer/Open Views – Cut, Copy, & Paste

· Windows Explorer view vs. Open view

· Explorer/Open Options

· Cut, Copy, Paste

Week 3 – Finding Things – Explorer - Shortcuts

· Help

· Find Files

· File Names

· File View

Week 4 – Shortcuts - File Types – Download a Graphics Viewer

· Shortcuts (aliases)

· Taskbar

· Start menu

· Desktop appearance

Week 5 – – Control Panel - Desktop – Start Menu

· Mouse

· Printer

· Display

· File Types (Open With dialog)

· Downloading

Week 6 – Review, Ergonomics, Backup, Security, Resources

· Ergonomics

· Backup

· Security

· Resources

[image: image2.png][_[CIx]

| Fe Edt View ies Toos Help =
|- - GYRR[DXEE-

[Acdess ] c =

T T p———
2 Deson [Atoerecl  [8] Scdossye
25 My Conputr [FAvomec2  [3] Scedtays
= 3% Floppy (&) 21 C16._pits [#] dutoeec st ] Setuplog.old
=1 New Folder [#] Autoerec bak Setuplog
£ NewFolder lcwPoiects  lauomecbat  [a]tatesst
21 New Folder (2) 8] utoerec.old =] Suhdiog.
21 New Folder (3) [#]Boot =] Suhdiog dat
(1 NewFolder (2 ] Bootbak @ Syscmndihip
£3 New Folder Masmb11 5 oot (8] Syscmmdrsys
0 New Folder (2) [=lBootogpry 3] Sysiomgrys
L1 NewFalder(3) =] Bootlog st ] System 1t
521 New Folder 3) [ Bootsectdos (3] Wina20. 368
I o Foloe [l command con
1 New Folder (2)
: =y Docuerts (=] Commanccos
(3] Config 000
SiNewFlder ] Confi01
2 C on Margan' () (3] Cortig 02
2w ] Corig.at
&0 1 PowerToys 2] Config bak
(3] Piinters Progiam Files ] Conlig.dos.
{0 Contol Panel [ Cortigald
Gl DiakUp Networking @ Recyced 9 Comig s
(8] Scheduled Tasks Release Fobat
% Netwark Neighbarhood B I Dblpscebin
Recyole Bin 4] Detlog id
=] Dellogt
=] Drvspace bin
[4]lados
B losys [N
Ve Projcts et s
websies 1] Msdos.
(] Msdos bak
1 indons ] Msdos.sys
S wiipeg (5] Netoo it
[E] s34plok.ot lNtdetect.com
D dtaenzip =] N
(4] toerec000 (3] Pagefiesys
[# ftomsec 001 EDRootain

191 object(s) [78.4MB [Disk fiee space: 736MB] | 2 My Computer





At home this week, investigate the free Windows classes at Microsoft’s learning center: http://www.microsoft.com/insider/learning/lessons.htm

Joe Felton
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joe@jfelton.com


