Microsoft Windows

· Basics of the computer – input and output, gigabyte, mega, kilo, storage devices, capacities, floppy, hd, cpu speeds

· Operating systems
· Windows desktop


Taskbar


Icons

· Mouse


Click-select


Double-click  -- open


Right-click – menu


Click, hold, and drag – move

· Paint


To practice using the mouse

· File/Folder/Directory Structure

· Windows Explorer


Menus


Toolbars

· Create a new folder

· Copy files


Explorer


Buttons


Keyboard

· Create a shortcut

· Delete Files


Undoing a delete

· Move files


Saving to a floppy

· File Attributes


Read only


Write-protecting a floppy

· Start menu


Run


Help



Contents



Index



Search

· Find

· Settings


Customizing windows


Display


Mouse

· Documents

· Favorites

· Programs


Microsoft Office



Word



Excel



Access



PowerPoint


Accessories



Calculator



Word Pad



System tools




Disk cleanup




Disk defrag




Scandisk




Char map



Games

· Multi-tasking


Taskbar

· System information


Right-click on my computer


Right-click on c:

· Frozen (dead/locked) programs


Ctrl-alt-del

· Password protection


Screen saver

· Removing programs


Control panel, add/remove

· Editing graphic files

· Screen snapshot


PrtSc

