Learning the parts of a computer.
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Steps to using a computer:

1. Learning how to turn on a computer.
Step one: Locate where the On/Off switches (Power Buttons) are on the computer.
Step two: Go to start in the lower left hand corner fo open any programs you wish to
use.

2. Learning how to shut down the computer:
Step one: Close all programs.
Step two: Go to Start and click on Shut Dewn.
Step three: Then Click Ok The computer will then shut down and all you have to do 1s
turn off the monitor.

3. Emergency shut down:
Step one: Hit <Ctrl> <Alt><Del> once/
Step two: When the close program box appears, select the program that has the words,
Not Responding.
Step three: Once you selected the program then click the button End Task. The
program will close and it is suggested to close all others and re-start your computer.

*Short cut for shutting off the computer, hold down the <Alt> button and press F4 *




Computer Accessories For Storage Use

This is a 3 %2 Floppy Disk that is used to store
information. When you store information on this disk you
can take it and transport this information to other
computers.

This is a Zip Disk, which is used to store information.
This Disk is also able to take information and transport it
to other computers. This kind of disk is not common to
use on just any computer, Most college campus
computers have zip drive but computers do not come with
them unless vou request one. This disk can store up to 70
times more than a regular 3 2 floppy disk.

This is known as a CD-R. With a CD-R you are allowed
to make Music CD’s and store files that you wish not to
have on vour hard drive. This CD holds a tremendous
amount of space and is a helpful resource when you want
to back up old Word documents or any type of files for a
later use.



Intro to a computer part two

CD-ROM Drive
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This is a dive where you put an actual CD in the drive and it will run.
Push the button to open the CD-ROM drive

What you do is put the CD- ROM you want in the drive

Then push the button next to drive and the drive will close

Then the CD will be picked up by the computer and run

Floppy Drive
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This is used to save files or pictures on. Storage Device

Take the Floppy Disk and insert it into the Computer

Go to My Computer (on the desktop) DOUBLE Click and DOUBLE Click On 3 14
Floppy

Then when in 3 %2 Floppy Select the folder you want to open

Then DOUBLE Click on the folder and it should open

To take out the Floppy Disk what you do is close all the programs using the Disk
Then once that is over push the button next to the drive and it will release the
Floppy-Disk

NEVER start your computer with the disk in, if you do an error message will
appear, just remove the disk and press any key to return to normal start up.

Hard Drive
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This is Normally Known as the C Drive on vour computer. You can have multiple
hard drives but the first one will always be labeled as the C Drive,

To access the C Drive go to My Computer (on the desktop) DOUBLE Click

Then you go from there to select whatever folder you wish to use. (DOUBLE click
on the folder you want to open)

Then once you selected the folder, DOUBLE Click on the file and it will open

Programs

il

This is where all your software (programs such as WORIVEXCEL) is located.
To access go to Start—Programs—Then select whatever program you would like to

_use. Normally they are in folders so you might have to select the folder first. (One

click only)
Another way to access this would be to DOUBLE click on My Computer (on the
desktop), Double click on C Drive, then Double click on Program Files.

Software

This is known as programs as well. Anything on your computer is a program but
you need the SOFTWARE to put it on your computer and this is what this is.




Printing or Print Preview

& This is the icon to print preview your document or documents.

This is the icon you click on when you would like to print your
document or documents.
Without the Icon you can go to File (upper left corner) = Print 2 Click
Okay

Cut, Copy, Paste, Undo, and Redo

This icon is for cutting text or graphics out of a document.
You have to Highlight the text or graphic you want to be cut and then
g0 up to this icon, located in the tool bar and click on it.
Another way to cut would to Left click on the mouse and choose the
option cut after you had highlighted what you wanted to cut.

@ This icon is for copying text or graphics out of a document.
You have to Highlight the text or graphic you want to be copied and
then go up to this icon, located in the tool bar and click on it.
Another way to copy would to Left click on the mouse and choose the
option copy after you had highlighted what you wanted to copy.

- i
: m This icon is furTm text or graphics out of a document.
You have to Highlight the text or graphic you want to be copied and
then go up to this icon, located in the tool bar and click on it.

Another way to paste would to Left click on the mouse and choose the
option paste after you had highlighted what you wanted to paste.

K) v (u » :
... The left arrow means Undo, which allows you to undo any
changes you just had made. The right arrow allows you to redo stuff

you might have just edited (changed).
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Saving Files

1. File (upper left corner) = Save as > Save in: (3 % Floppy A for this class)
= File name: (put the name you want) = Click save (should save then)

4 This also means save and is located in the tool bar in the upper
left hand corner.

3. For somie of you who are all into short cuts you can just hold down
the <ctrl> button along with the <s> this will save as well.

Opening Files

1. File (upper left corner) = Open = Look In: (3 ¥ Floppy A For this

class) = File name: (whatever you named it) = Click Open (then it should
open)

2. "="  This also means Open and is located in the tool bar in the

upper left hand corner.

3. For some of you who are all into short cuts you can just hold down
the <ctri> button along with the <O> this will open as well.

Starting New Documents

' F8]
1. File (upper left corner) = & -> Blank Document-> Click Okay

™
2. D This also means New and is located in the tool bar in the upper
left hand corner.

3. For some of you who are all into short cuts you can just hold down
the <ctrl> button along with the <N> this will open as welil.
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| 2 Recycle Bin
, File Edit View Favo

Once you see that the folder you deleted is in there you go to FILE then || Empty Recycle Bin
to EMPTY RECYCLE BIN. -»>

Then you will get a confirmation message making sure you really want
to delete the folder or not. If yvou want them to be gone click on yes and
if you do not then click on no.
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You know you deleted the stuff in the recycle bin by looking at the recycling bin on your s
desktop. Notice that it does not have paper in it anymore, that means you emptied it. // Recycle Bin
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Click to add title

Click to add subtitle

PowerPoint - [Presentation2]
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The view menu is a little bit different than
the one in word, but you can
play around with it a bit and figure it out.
We will be going over this in class.

Right Hand Side Image 4
This is the Insert Menu this allows you to
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[ Microsoft PowerPoint - [Presentation1]
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To add a picture to a word or PowerPoint document from a file on your computer
you will go to Insert—>Picture—>the from file

Page MNumbers...

Date and Time...
AutoText
Eield...

Symbol...

Ccur'nm ent
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/ From File

Insert
Picture

@ Clip Art...

Flliey

@ Local Disk (C:)
(1 Documertts and Settings
7 colaybor
[ My Documents
"1 My Pictures
& Compact Disc (D:)

__i After you select the folder you want,
then you will select the picture that
you want and once you select the
picture you have to click on

. INSERT!




PowerPoint III: To get to transitions from one slide to another you have to go to Slide Show then
to Slide transition In PowerPoint there are transitions from one slide to another. The diagram

is where you have the transitions.

The picture to the right is the box that appears when you click on
slide transitions.
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Once you have selected the transitions then you click apply or apply all. If you hit 5
apply it will only apply fo that slide and if you hit apply all it will apply it to the entire ~_Apalvto Al
slide. " Apply

Cancel |
e |
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The Image above is the picture tool bar. When
you get this toolbar when you add real images into
you document on word or PowerPoint, you get

this tool bar. The icon with the dog allows
you to be able to place the picture wherever in the
document. You can put it through words or have
the words border it. You play with it and change it
to be how you want it.
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