Review of Window Operation

Turning the Computer on

1. Press round button in the center of the computer

2. Press Control, Alt, Delete at the same time

3. Log on 

Opening a Program

1. Click on Start button once 

2. Move your mouse or arrow keys until the program is selected or highlighted and click

Exiting a Program

1. Click on either the X on the title bar or go to File – Exit 

Shut Down Computer

1. Press Control, Alt, Delete at the same time 

2. Click on shutdown or Click on the start button once and click on shutdown

Saving a Document

1. Save in: Save in the appropriate disk or folder

2. File name:  Make sure you title your document with a name you will remember 

3. Save as type: Make sure you are saving your document or image in the right format
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Using the Find Tool

1. Click on the Start Button once 

2. Select Find-Files and Folders

3. Named: Type in the name of the file you are looking for

4. Containing Text: If you don’t remember the name you can search for possible text

5. Look in: Click on the appropriate folder, drive, or directory you would like the computer to search in

6. Click on find now to create the search
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Creating a Folder

1. Go to area you would like to create a folder in

2. Click on File-New-Folder

3. Name your folder

Using Help

1. Click on Help

2. Click on Content and Indexes

3. Click on content you need help in

4. Click on Open

Print

1. Name: Select the printer you wish to print from

2. Page range: Select whether you want All, Current page, or specific pages by placing a number in the space

3. Copies: Place number of copies you wish to print out

4. Click okay
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