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Senior Computer Center of Santa Cruz

PC Essentials – Class 3


Class 3 –Finding Things – Explorer - Shortcuts

· Discussion

· Review - Windows Explorer 

· Cut vs. Copy

· Options

· Get Explorer Help

· Contents

· Index

· View

· Arrange by name, date, size, type

· Details

· Find

· Folders

· Document Files

· Programs

· Lab

· Do the exercise on the Getting Help handout

· Do the exercise on Find Files to create a shortcut to the Explorer

· Do the exercise on Open View Options.

· Continue practicing the skills we learned last session: create new files and folders and cut, copy and paste. 

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

Class 5  – Control Panel - Desktop – Start Menu

Class 6 – Review

Getting Help

The screen shown below is the help index of Windows NT Explorer. 

Exercise:

1. Start Windows Explorer

2. Click Help on the menu bar

3. Choose Help Topics

4. Click the Index tab 

5. In the example below, I have entered the word “copy”. Enter a topic that you want help on.
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To actually view the help information, click the index entry you want and then click Display.

Windows 95 view may be a little different.

Find Files

Exercise:

1. Click the Start button

2. Choose Find
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Choose Files or Folders…

4. You should see a screen similar to the one above except the results area will be blank.

5. Type the word “explorer” into the Named: field as shown above.

6. Check the Look in: field to verify you are searching the hard drive (C:).

7. Click the “Find Now button and wait for the search to complete.

8. Using the right mouse button, drag the explorer.exe icon to the desktop and drop it.  Choose “create shortcut here”.  Rename the shortcut “Explorer”.

Exercise

1. Open “My Computer”.

2. Open the C: hard drive.

3. To open this dialog box, click “View” on the menu bar, then choose “Options”.

4. Experiment with the two different settings shown below. How are they different?


Windows 98 view may be a little different.
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