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Notes

@Microsoft Windows makes use of two types of cursors.
A. The Mouse Cursor - to show you where the mouse is pointing and
B. The Text Cursor or Insertion Point - to show you where text will go when you type.

@The Mouse Cursor. Is normally in the shape of an arrow. Rk It will
change—pending on the type of object 1t is hovering over.

@The Text Cursor 1s usually a vertical line or “I beam”. . Normally it blinks

to show you that it 1s a cursor and not text or a graphic in your window.

@Anything that you can click on is called an object. Most objects have their own
names. Have a look at the next page for the objects on a Windows Desktop...
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Recycle Bin

Double click to
activate a
desktop icon.
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Desktop

@Anything that you can click on is called an
object. Most objects have their own names...
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Sek Program Access and Defaults

Windows Catalog

Wwindows Update
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Arcessibility

@Either left click once

Auction Taols 3 Communications ’
Crossword Weaver 8.0 4 Divi Or over over a
Diive 3 Entertainment

Download Accelerator Plus (DAP)  » eTrust EZ Armor

submenu to open it.
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Education 3 Jaws Systems

Ezurio 3 Longtion AutoRun Pro

Games 2 Mozilla Firefox

Google Desktop 3 Mero

Graphics 3 METGEAR W31 Wireless PCI Adapter
KeyText 3 Realtek Sound Manager

Macromedia 3 Spybat - Search & Destroy
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Internet - il A
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= microsoft office outli Movell {Cormmon) 3 ‘:J Calculator i Disk Cleanup
) s
- 271 Remote Desktop Picasa2 vl B8 Command Prompt: & Disk Defragmenter
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Nm Real 3 w Paink ) Scheduled Tasks
Paint Shop Pra 7 . - )}
7 Skype v | @) Program Compatibility Wizard @ Security Center
Microsoft Office tiar 55H Secure Shell v || €29 Synchrarize g’ System Infarmation
Startup » Q Tour wWindows XP Q System Restore
Microsoft OFfice Exc Winamp v || 5 windows Explorer
WinRAR J @1 ‘indows Movie Maker
$ Realdrcade 100 FREE MP3s From eMusic! A wordpad
Adobe Reader 7.0 @ iTunes

Microsaft Office Publli
2003

ﬂ Adobe Reader 7.0

All Programs »

Inkernet Explorer

@Left Click once to
activate any of these

menu buttons.

Microsoft Virtual PC

Mozilla Firefox

Mozilla Firefox (Safe Mode)

MSH Explarer

M3M Messenger 7.5

Iy Bluetooth Places

4 start

Cutlook Express
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Remote Assistance
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@ This is a Window and these are the names of
the parts of a window. Close Button

Full Screen / Restore
Minimise/Maximise
Window Control x i
- ==1/e3]

Button '—_3 MylComputer

Fil= Edit Wiew Favorites Tools Help :}'
3 2 ir ”~ Search i Folders E -
The Menu e ae
Folders x Hard Disk Drives
@ Deskiop

= — -
+ |_J My Docurnenks = T ) . e )
= 9 |:| z—;:zij Local Disk (2 w Datka (D)
+ 3 314 Floppy (&:)
+ Eee Local Disk {C:) — -

H G Data (D) iigj Download (F:) @ D SPACE (T:)

* == Download (F:)

Graphical Menu

~ # Z# gordon on 'masteridatalhomm
= _—..g Home on 'master|data’ (1:) Devices with Removable Storage
Address Bar 2 2 rton -
+ G’ Control Panel \\@ ‘"\[ﬁ

# W py Metwark Places

2 Recycle Bin Metwork Drives

SO\

~ 1 . II/
F 2% chared on 'master' (5:) e

— 4 1 . - .
+ “e CD SPACE (T:) | H 3% Floppy (A m _)_, DWD Drive (R:)

Navigation / —
Folder Panel i

gordon on @ . L
'masteridatalhomeitutars' (H: Home on ‘masteridata’ (113
—_—

shared on 'master' (5:)

Main Viewing —>
Area

Use a single left click in the Folder
Panel and Double Click in the Main

Viewing Area. You can also use your

arrow keys to move the cursor around. H an d I e

——

Page 6 © Copyright IT Worx Whitianga.



Learn IT

orx

Whitianga

©) This is the Windows Explorer. We use it to see
what is on our computer.

Column

We can sort
the files by

Folder

File or
Document

i B INDRW S

File  Edit  ‘Wiew

O Back - P tr

Sddress |10 CHWINDOWS

Folders ®

Favorites  Tools

['_Lﬁ' Desktop

l'.J My Documenks

My Compuker

3% Floppy (&)

=l R Local Disk ()

+ ) Documents and Settings
) isa6

| RECYCLER
20 Swstem Wolume Informd
) SvSTEM.SAY
= 3

= Data {D:)

G Download (F:

__“g gardon on 'masteridatalham

_-’“ﬁ Harne on ‘masteridata’ (1:)

i DVD Drive (R:)

2 shared on 'masker’ (5

e CD SPACE (T

& control Panel

+ Wy Network Places
2l Recycle Bin

I
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The Path

clicking on the
column headers.

E\-

0= Folders

Mame
Isyskem
IC)svwskem3z
L Temp
[Ctwain_3z
ICvirtualEar
IwWeb
I Wingxs
Downloaded Program Files
OFffline Web Pages
[ Tasks
explarer.exe
.exe
E}'IsUninst.exe
_3 notepad.exe
ﬁregedit.exe
Eslrundll.exe
ESynCUr.exe
Fraskman.exE
twunk_lﬂ.exe
twunk_32.e><e
EUninstaIlFireFDx.exe
‘LhUninstal Thunderbird, exe
@unviseSZ.exe

"J_l
a [E1u}
Size | Type Drate Modified
File Folder 11/02f2005 9:01 a.m.
File Folder 12/0712005 8:23 p.m.
File Folder 16/07/2005 1:24 p.m.
File Folder 28/01)Z005 12:52 a...
File Folder 27/01/20058 12:42 p...
File Folder 11/02/2005 .53 a.m.
File Folder 24/06/2005 2:51 p.m.
Falder FI06/2005 11:30 a8 —
Folder 270102005 12:17p. ..
Falder 12/05/2005 3,47 p.m.
1,008 KB Application 3f0s)2004 S6p.m
11 KB Application 27/08)205 11:22 a.
300 KE  Application ZO/10f19958 4:45 p.m
68 KB Application 3612004 11:56 p.m.
143 KB Application I0S5/2004 1156 p.m.
33KE Application 3/08/2004 11:56 p.m,
360 KE  Application 26/04/2002 10:27 a...
1S KE Application 1/04)2003 12:00 a.m.
49 KE Application 1/04/2003 12:00 a.m.
25 KE Applicatiog 1/04/2003 12:00 a.m.
99 KE  Applic 1/02/2005 11:35 a.m.
99 kB j 2/02/2005 11:25 a.m.
85 KE Flication 15/03{2003 11:15 ...
|

Slider

moving the
main around to

see the contents
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O The My Documents folder is where we generally keep all of
our files or documents...

Whitianga

% Example E|E|El
File Edit Wiew Favorites Tools  Hel -
A document can be -~ = 5 - = —
o o Back - ) ) Search alders ~ | Folder Sync
anything from a picture to a & S ol 055 iy Foer | (- | () rokors
. dd HNExample i
letter or an email. :_Idress|_; D . 8 : DL
. . olders (= :T_' P._Party Invitn_a.pu !
To look lnstde a document - we @ [l)_esktop F "-’J keep my stuff here |I—«-_.' L g’léchDBsoft Ciffice Publisher Do, .,
. . . led My Documents —_
double CIle on theﬁle liconin = hg?:i'l-'ter - 3 -, My Homfe Buﬂl::!get.xlsxl - el B our hnli;:lavﬂs;!ideshow-DDFx
the maln VIerng area. Windows ‘_, . ;:ZT::,::)I =i =3 gﬂl;é;:-so b Office Excel Warksh... : ;’I;chDBso E OFfice PowerPaint Pr..,
o . o 2 Data (D) - &
will then run the application that| | . 5 ooamome ) f d) plotom ot do - gl ke
is associated with that type of % e s =0k B e inace
document. [5) shared Documents
[ G Gordon's Documents

5 _Development
) _Pam

) asUs

) Charackers
[ Downloads

WORD: For text documents like letters and
stories.

The Major Microsoft Applications

EXCEL: For calculating figures. It is good for

many things like Budgets, Cash Books and Sta- f Efample

tistics. D Gax

POWERPOINT: For creating slideshows. g o We double Sami
Good for showing holiday snaps, homework 2 my pusic clicked on \%ff
projects and business presentations. g e “« o s 39 i
PUBLISHER: A Desktop Publishing e 1 learnit.jpg” and

program. Good for Newsletters, 4 my videas Windows ran the

Party Invitations and small text books (like this Viewer A pp lication

one).

OUTLOOK: For email and social contacts -
including an address book and a calendar.
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