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Objectives

A Start Microsoft Windows XP, log on to the computer,
and identify the objects on the desktop

A Perform the basic mouse operations: point, click,
right-click, doubleclick, drag, and rightirag

A Display the Start menu and start an application
program

A Open, minimize, maximize, restore, move, size,
scroll, and close a window

A Display drive and folder contents

A Create a folder in Windows Explorer and a WordPac
document
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Objectives

A Browse the Web using Internet Explorer 7.0, a
URL, and tabbed browsing

A Download folders from scsite.com
A Copy, move, rename, and delete files

A Search for files using a word or phrase in fiHe
or by name

A Use Help and Support
A Log off from the computer and turn it off
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Logging On to the Computer

A Click the Brad Wilson icon (or your icon) on the
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A Click the Next button to log on to the computer
and display the Windows XP desktop
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Logging On to the Computer
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Displaying the Start Menu

A Point to the Start button on the taskbar to display
the ToolTip. Click here to begin

A Click the Start button on the Windows taskbar to
display the Start menu

A Point to All Programs on the Start menu to display
the All Programs submenu

A Point to Accessories on the All Programs submenu |
display the Accessories submenu

A Click an open area on the desktop to close the Start
menu, Accessories submenu, and All Programs
submenu
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Adding an Icon to the Desktop

A Click the Start button to display the Start menu

A Rightclick My Computer on the Start menu to
select the My Computer command and display a
shortcut menu

A Click Show on Desktop to close the shortcut
menu and display the My Computer icon on the
desktop

A Click an open area on the desktop to close the
Start menu
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Adding an Icon to the Desktop
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Opening a Window By Doub{&icking
a Desktop Icon

A Doubleclick the My Computer icon on the
desktop by quickly pressing and releasing the lef
mouse button twice without moving the mouse
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Devices with Remavable Storage
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Minimizing and Redisplaying a Window

A Click the Minimize button on the title bar of the
My Computer window to minimize the My
Computer window

A Click the My Computer button in the taskbar
button area to display the My Computer window
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Minimizing and Redisplaying a Window
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Maximizing and Restoring a Window

A Click the Maximize button on the title bar of the
My Computer window to maximize the My
Computer window

A Click the Restore Down button on the title bar of
the My Computer window to return the My
Computer window to Its previous size
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Maximizing and Restoring a Window
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Closing a Window

A Click the Close button on the title bar of the My
Computer window to close the My Computer
window
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Opening a Window Using the Start Ment

A Display the Start menu

A Click My Documents on the Start menu to displa
the My Documents window
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Moving a Window by Dragging

A Point to the My Documents window title bar

A Hold down the left mouse button, move the
mouse so the window moves to the center of the
desktop, and release the left mouse button
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Expanding an Area

A Click the double down arrow button in the
Detalls area to expand the Detalls area in the lef
pane of the My Documents window
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Scrolling Using Scroll Arrows

A Click the up scroll arrow two times on the vertica
scroll bar to scroll the left pane down

A Click the up scroll arrow two more times to move
the scroll box to the top of the scroll bar
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Sizing a Window by Dragging

A Point to the bottom border of the My Documents
window until the mouse pointer changes to a
two-headed arrow

A Drag the bottom border downward until the
Detalls area on your desktop resembles the
Detalls area shown on the following slide
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Sizing a Window by Dragging
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Collapsing an Area

A Click the double up arrow button in the Details
area to collapse the Detalls area

Microsoft Office 2007: Introductory Concepts and Techniques

22



