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Lesson Objectives

B Computer Objectives:
A Open and use My Computer

A Use PrintScreen to print
what is on the screen

A Use double-click to open
computer files

Language Objectives:

A Describe using My
Computer

A Describe how to use
PrintScreen

A Use computer language to
talk about sorting files
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Concept 10.1

My Computer
B See the places where files can be saved

A Open those places to see the files that are there

e Windows Media Player
"_J My Network Place

W] Microsoft word
[ control panel

@ Microsoft Photo Editor @, gztf:rﬂngram Access
5

All Programs D
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Concept 10.1

My Computer

B The My Computer window

¥ My Computer

Fie Edt WView Favortes Took Help
« D V| O sewch [ Fokders | [T~
Addiess | ' My Computer
Files Stored on This Computer
Task pane i
() View system information Shared Documents
LY Add or remove programs I
i Student’s Dooumsnts
. Hard Disk Drives
Hard disk
> gﬂmumm:}

— Document
{ | Admin's Doouments /
. folders

_~USB drive

DVD drive/

£
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Concept 10.2
Viewing Files on a USB Drive

B Can have different names and drive letters
A Usually E or F

m View your USB drive:

Address | % My Computer v €—— Click the drop-down arrow
5 A

Systd b 3% Floppy (A:)
<@ Local Disk (C:)

\#] Y| <= DVD Drive (D:)
4 A4 % Removable Disk (E:) €&=—— Ch0o0Se Removable Disk

(or USB drive)
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Concept 10.2
Viewing Files on a USB Drive

m Different views

TraciiOne

@ ¢

@

r
EJ-

e |

Bunaness

Thumbnail View

(&1l waves
@:Ipinksunrise
@]:Iredwnnds

.ﬂ Sikting Correctly
@]Trackﬂ)ne
@:I'u'istas
@F‘ersnnal
iﬂ_]Business

List View

Q) .

@"‘ pinksurvine N
ﬂ Stiog ety

Tiles View

Name Size  Type Date Modified
B waves 1,690 KB  Movie file (mpeg) 10/1/2008 9:01
&) pirksureee 924KB  Movie Fle (enpeg) 10712008 9:01
Eredwaonds 2,224KB  Movie file (mpeg) 10/1/2008 8:53
:i'.—'.ttn;l‘.'urecﬂr ZX2KE Bdtmap Image 1071 /20063 8:54
@] Trackone 8,509KB MP3 audio file (mp3) 1012008 9:05
L vistars 5,852KB MP3 audic file (mp3) 10/1/2008 8:07)
| Parsonal I0KE  Microsoft Office Word 2007 ... 8/10/2008 7:10
¥ Business Z5KB Mirosoft Word Document 9124/2006 12:0

Details View
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Concept 10.2
Viewing Files on a USB Drive

m Different views

Name « Sze  Type Date Modified

Hgath 24¥B  Mecrosoft Word Document 10f1/2008 10:3

M eusiness ISKB  Microsoft Word Document 92412006 12:(
H)crede Z9KB  Microsoft Word Document /672006 11:3(
®Lesson s 1KB Rich Text Format 9912006 4:59
ooty | J1KB  Microsoft Word Document 7/8/2006 8:16 |

i )personal 10KB Microsoft Office Word 2007 ... 8]10/2008 7:10

@ pinksurvise 924KB  Movie e (mpeg) 10/1/2008 9:01

B redwoods 2,224¥B  Movie file (mpeg) 1012008 8:5¢

| Stting Correctly ZIZKE  Bitmap Image 10/1 /2008 8:54

& Trackone 8,509KB MP3 audio file (mp3) 10142008 9:05
@t vistas S,652KB  MP3 sudico fle (mp3) 10/1/2008 8:07
@) waves 1,550KE  Movie fle (mpeg) 10/1/2008 9:01
By name

Narme Sze  Type Date Modfied -~
= crede 29KB  Microsoft Word Document 6/6/2006 11:30 AM
Hlpaty JLEB  Microsolt Word Document 7/8/2006 B:16 AM
HLessons 1EB Rich Text Format 9/9/2006 4:59 PM
H)Business ZSKB Microsoft Word Document 94242006 12:00 AM
=)personal 10KE  Microsoft Office Word 2007 ...  6/10/2006 7:10 PM
) vistas 5.852KB  MP3 audio fle (mp3) 10/1/2008 8:07 PM
| Satting Correctly Z3ZXB  Bitmap Image 10]1/2008 8:54 PM
@ redwoods 2,224 KB Movie file (mpeg) 1012008 8:59 PM
) pirdsurwiss S24EB  Movie file (mpeg) 10/1/2005 9:01 PM
Bl waves 1,BSOKE  Mowvie file (mpeg) 10112008 9:01 PM
@) Trackone 8,S09KB MP3 audo fle (mp3) 107172008 9:05 PM
Heath 24¥B  Microsoft Word Document 10/1/2008 10:24 P

By date and time

Marme Ske = Type [u=
#]Less0n S 1KB  Rich Text Format ajs
] personal IOKE  Microsoft Office Word 2007 ... 81
#pirth 24KB  Microsoft Word Document 108
) Business 25KB  Microsoft Word Document 9z
®\credt 29KB  Microsoft Word Document 6l€
Hparty | 31KB  Microsoft Word Document 7€
>y Sitting Correctly Z3ZKE  Bitmap Image 10y
@l pinksurrise 924¥8  Movie file (mpeg) 105
& waves 1,B90KE  Movie file (mpeg) 10y
@t redwecods 2,224KB  Movie file (mpeg) 10
@ vistas S,E52KB  MP3 audio File (mp3) 109
&) Trackone B,509KB MP3 audio File (mp3) 10
By size



Concept 10.3

Using Double-Click

B Use the left mouse button

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

m Hourglass will appear  and then the window will
open
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Concept 10.3

Using Double-Click

B Every program has a different icon

|

Word 2003 or earlier

[

Word 2007

Q

Paint

S

Windows Media Player




Concept 10.4

Using the Task Pane
B Go to common places on the computer

B No need to double-click

S

System Tasks

|£| Wiew system information
;} Add or remaove programs
3 Change a setting

I Other Places

»

i-_.J_ My Network Places
| () My Documents
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Concept 10.5
Finding Files
B Start —» Search

or

B Open My Computer and click the Search button

Search Companion x Marmne In Falder

To start your search, Follow the instructions in the left pane,

What do you want to ~
search for?

EJ Pictures, music, or video

EJ Documents (word
processing,

c.)
.“} all files and Folders

v

You can search by filename or file type. Advanced

WP search features let you search by file size or date. z
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Concept 10.6

Using PrintScreen

B Print exactly what you see on the screen

Finil
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