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Lesson Objectives
Computer Objectives:

Open and use My Computer

Use PrintScreen to print 
what is on the screen

Use double-click to open 
computer files

Language Objectives:
Describe using My 
Computer

Describe how to use 
PrintScreen

Use computer language to 
talk about sorting files
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Concept 10.1 

My Computer
See the places where files can be saved

Open those places to see the files that are there
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Concept 10.1 

My Computer
The My Computer window
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Task pane Document 
folders

Hard disk

DVD drive

USB drive



Concept 10.2 

Viewing Files on a USB Drive
Can have different names and drive letters

Usually E or F

View your USB drive:
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Click the drop-down arrow

Choose Removable Disk 
(or USB drive)



Concept 10.2 

Viewing Files on a USB Drive
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Different views

Thumbnail View

Details View

Tiles View

List View



Concept 10.2 

Viewing Files on a USB Drive
Different views

By name By size
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By date and time



Concept 10.3 

Using Double-Click
Use the left mouse button

Double-click to open choices in My Computer and on 
the Desktop

Hourglass will appear     and then the window will 
open
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Concept 10.3 

Using Double-Click
Every program has a different icon

Word 2003 or earlier

Windows Media Player

Paint
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Word 2007



Concept 10.4  

Using the Task Pane
Go to common places on the computer

No need to double-click
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Concept 10.5 

Finding Files
Start → Search

or

Open My Computer and click the Search button
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You can search by filename or file type. Advanced 
search features let you search by file size or date.



Concept 10.6 

Using PrintScreen
Print exactly what you see on the screen
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