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
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