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Senior Computer Center of Santa Cruz

PC Essentials – Class 2


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

· Discussion

· Filing system structure:

· desktop

· my computer

· storage (drives)

· Explorer/Open View | Options menu

· In the “Open” view browse folders with a single window

· Display the full path in the title bar

· Make these settings the default settings.

· Cut, Copy and Paste

· Lab

· Make a new folder on the floppy disc (A:) and name it “Recipes”.

· Open my web site: www.jfelton.com.  Click on the link to “SCCSC Class”.  Click on the link to “Mom’s Chicken Pie Recipe”.

· Copy this recipe to the clipboard.  Hint: Select the text you want, then hold down the control key and press the “c” key.

· Open the “Recipes” folder on the floppy and make a new text file. Name it “Chicken Pie”.

· Open the “Chicken Pie” text file and paste the recipe into it. Hint: place the cursor where you want to paste, hold down the control key, and press the “v” key.

· Save the file and close Notepad.

· Repeat to copy the vegetable soup recipe.

· Use the right mouse button when in doubt.  You will see your choices.  The default choice is always in bold face type.  It is what would occur if you double clicked the left mouse button.

Class 3 –Finding Things

Class 4 – Personalizing the Desktop and Menus

Class 5  – Control Panel and Internet

Class 6 – Review, Backup, Security, Resources

Explorer view of C:\My Documents
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Open view of C:\My Documents

These are Windows 95 views.  Windows 98/ME/2000 views may be a little different.


This is a Windows 98 view; Windows 95, Millennium and 2000 will be a little different.

Joe Felton
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joe@jfelton.com


