Desktop: Each desktop will be different. This is a basic
explanation of the most common features.

My Computer- All your
documents, folders, and
information about your
computer is in my
computer.

This is the screen that you see when you turn on
your computer. It is called the desktop. Think of it
as your actual table that your computer is on. You
can customize the icons and add the programs or
documents that you use most. Try to keep it clean.

Right click on

My
Computer’
and click on
properties.
This will
show you
information
about your
computer.
(Memory,
Operating
System, and
Processor

Any document you delete will go in your “Recycling Bin” or “Trash Can.” If you accidentally
delete something it should be in your “Trash Can.” Double click on it to open it. Highlight the
document you want and on the left hand side, click on restore. It should go back to its original
location.

Right click on the “Recycling Bin” and click on “Empty Recycle Bin.” This will permanently
delete all items in the bin. It is like taking out the garbage can to your curb. Once the trash man
takes the garbage the item can not be retrieved.

To Change Picture on Desktop
» Right Click on the
Desktop
= Click on Properties
« 4 = Click on tab labeled
3 desktop

.| B8)Document2 - Mc.. ‘Q,_&{)n-.\:m

f

[
The system tray has programs

Start Button- All your programs are under the start
menu. The button to turn off the computer, log off, or
to restart the computer is under the start button.

that you are running. You will
find your Norton AntiVirus
Software, chat programs, power

status (for laptops,) the time,
date, and more.

Call Katrina for more information 970-618-0042.
Copyright © 2006 StreckTech LLC
1 of4



File Management: Understanding how your computer is

organized.

3 ' floppy drive is
called the A drive.

Double click on “My Computer” and you
will see into your computer.

This is where you
put floppies. This is
an external drive
because you can

I 4 My Compiies:
File Edit VYiew Fgforites Tools Help

ﬁ / Search Folders Ev
Address | i My Conlputer

System Tasks

tem information

d or remove programs

(B Change asetting

31% Floppy (A:)

»

Other Places

&) My Network Places
-

ments

() Shared Documents)

@ Control Panel

Details S

Local Disk {C:)

take the floppy out

Local Dish (C) is your
computer. All your documents,
programs, and files are stored
there.

of the computer

Katrina's Documents

DYD-R Drive {F:)

HEE

G

Logitech Gallery

I have three external
drives on my computer
or three places to insert a
cd.

My Computer
System Folder

Anything you connect to your computer
will pop up in this list under ‘My
Computer.’

You can see I have a Web cam

My Documents and Katrina’s
Documents are the same thing. Your
folder probably has your name on it. If
you have another user in your family it

will have a folder with their name on it.

This is where you should save all your
documents, pictures, music, and
anything else you create.

As you can see, | have
an Audio CD in my
computer. The label
changes depending on
the cd you put in.

Double click on any of
these drives to open the
content on the cd.

connected to my computer.

If you connect a digital camera, an USB
flash stick, or a video camera, an icon
representing it will show up. If you want
to view its content, double click on it.
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File Management: How to organize your documents.

Double click on ‘My Documents.” You can tell you are in ‘My
Documents’ from two places.

F_J My IDCOMENIS

File  Edit

Q Back ~ ; ?

View  Favorites

Tools

Search

Help

Folders v %

You can view your documents in five different ways. List is
easiest to view folders while Thumbnails makes viewing
pictures easy.

Address |5 C:\Documents and Settings\KatrinaiMy Documents | Thumbnails |
)Adobe e ‘ Play with the different views until you find one that works
File and Folder Tasks ¥ |D)Basalt Soccer Icons itices | for you.
|-)Bob Gilmore " tfg
Other Places A ) Butch Lontine Details
) Credit Card
-) My Computer Sydownloads
44 My Documents I_J)Earth Wireless
Ehared Documents (JEco Systems
) My Network Places (DEndless Memories
I)finished website
) Grandma's Book
Details ¥ I J)Grandma's Cookbook
) Image Transfer
[5)J08BS
()La Mission Your computer comes with pre made folders. Usually these are
(Linx my music, my pictures, and my webs.
These are shorts cuts to ,;m gf::;sources .
commonly visited places. = As you can see, I have created unique folders for my needs.
If you clicked on my Ay Music This way, I can find what I am looking for easily and fast.
documents, it will not take My Pictures

you to a different screen
because you are in my
documents.

If you clicked on my
computer, you will be
taken to a different screen.

I My Received Files
@ My Videos /
([@1ry Webs

0ld Computer
I Outlook
(_JPurchases

__JRetirement Planning Inc

__JRoxio
I_JRPI Webpages
I)5CS Folder

() Software Consultant

) Sounds
I)streckz
) Taxes

You need to make sure you save all photos to my photos, and
all music to my music, otherwise you will not be able to find
them.

Think of these folders as different drawers in your desk. If you
double click on one it will reveal more folders or documents
that pertain to the main drawer.
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File Management: Making a new folder and renaming

folders.

Click on make a new
folder.

/

| & Wy Docoments,

File Edit View Favorites Tools Help

@ Back ~ 2 ‘ﬁ y ) se, Folders v
Address || C:\Documents and Sgi#hgsiKatrinalMy Documents

) Adobe CDTEST
File and FolderT A [DBasalt Soccer () Website articles
- : |-5)Bob Gilmare = Pmstudio.cfq
9 Make a new folder < :
|_)Butch Lontine
€) Publish this folder to the ==

Web
k2 Share this Folder

Creates a new, empty folder in the folder you haLEA ,' .’...!' e f__{ii.__ : -

Fle Edt Vew Favorkes Tools Hep

| Earth Wireless
I)Eco Systems ¥
~ L o) Dack ~ Search Fokder 1enl*
Other Places A IQ anjless Meml?ries o = ? £ ‘ j
:Q finished website L C\Docunenits ared Setlings|Kaking\My Docunents
W My Computer ) Grandma's Book YAdche oTest
‘D My Documents |- Grandma's Cookbook File arnd Folder Tasks 2 o Basak Socrer ) Webrite articles
3 - JFob Clmoen 1 Prechudin. of
) Shared Documents ()Image Transfer o) Reriome this folder :;r..u,:.n-u:- '
& My Network Places E'TDJOB? ) G Moo ths Fakdor )Credk Cord
I_)La Mission J Cogry Hhis Polder ) dowrdosds
I Linx Q) Pt e fokdee 1 Hm Lacth Wireless
Details A DMy Albums i CLco Srstens
G My Daka Sources 3 shorethae Endess s A new ‘folder appea’r’s. The
e Dacisate (o My eBooks £) F sl ths F ‘ _Jw»::wf:: words ‘New Folder” are
File Folder ks ) Diedete this Foldor L Grandma's € iohli ;
% My Music x B e’ Cocbbock highlighted. Start typing a
Date Modified: Today, B} My Pictures Jimage Trare! new name for this folder
September 16, 2004, 12:23 PM 5 My Rceived Fis Py ~ .:;y:;' rareler .
By videos § My Compuer L Msson
~— eyt L
G My Decussents LMy Abure
Y Shared . |52] My Data Sourens
TR Ry T e My Netveor b Places My eRook:
p MYAIDEIMENIS: b ol 2 ‘fM:M, .
) -
File Edit View Favorites Tools Help '_’!Mr Piclures
— Details B My Receroed Fles
@ Back ~ J) ? P ' Search || Folders v New Fold Bty wdses
= ) M.an“,,u Ry Webs
Address | C:\Documents and SettingsiKatrinaiMy Documents Date Modfed: Todsy, 0K Computer
' ) Adobe C)TEST Segtmrbwr 16, 2004, 17:75 PM _:Jl'.n thook
File and Folder Tasks A |D)Basalt Soccer () Websit 2 Purchases
- : L ) Retiernment Planong lre
R s |2)Bob Gilmore |5 PrStue
Em e |)Butch Lontine

i@y Move this Folder
D Copy this folder
€0 Publish this Folder to the
£ Wweb I()Eco System:
kd Share this folder |-)Endless Memaries

) Credit Card
Jdownloads

(2) E-mail this folder's Files 1) Finished website

¥ Deletg this folder I Grandma's Book
I)Grandma's Cookbook
\_)Image Transfer

Other Places
,_‘ My Computer
\D My Documents
() Shared Documents

To rename a folder, click on ‘Rename this folder.” The folder
has to be highlighted. See how the Linx folder is highlighted?

The words will be highlighted and you can type over the
words.

\3 My Network Places

You can also delete a folder if you don’t need it. It will
go into the trash can.

.ﬂMy Pictures
Details A )My Received Files
- !BM\/ Videos
linw —a
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