Working with computers

Computer Centre
f,‘;i;\ N o o
5(1 UNIVERSITY OF KELANIYA Facu "Y Of Med iIcine
=/




When you use computers...

« Comfortable
 Productive
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Comfortable...
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Comfortable...

| 15 degrees.

Neutral Head position
Tilting, adjustable

screen

___Shoulders relaxed
't-—Upper arm vertical

Flat keyboard —___ |

Lumbar support

4 __Forearms horizontal

Hips between 90-100 —

degrees

~. Adjustable
backrest

Feet flat on floor (or box)

T——_Adjustable height
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Uncomfortable...

* YOU may experience occasional discomfort in your hands,
arms, shoulders, neck, or other parts of your body

« Persistent or recurring discomfort, pain, throbbing, aching,
tingling, numbness, burning sensation, or stiffness

* Bad posture
« Carpal funnel syndrome
« Tendonitis
« Tenosynovitis
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Productive...

« ? How — biggest productivity gains from touch-type.
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FProper Finger Placement on the Keyboard




Typing Master

#Qlyping]Mastergd
Welcome to Typing Master
® E e
Saman Hettige
aaaaaaaaaaaa
EEEEE
» Delete User =
. v,

http://www.typingmaster.com/typing-tutor/free-download.hitmi



Klavaro

0 - Introduction

Learmn how to type cormrectly
A 1 - Basic course

First steps with initial training

A 2 - Adaptability
Practice with random keys

ABC, 3 - Speed

V' Practice with random words

/ 4 - Fluidity
; Practice with complete texts

Language: English (C) v |[Z] Speech

Keyboard: USA v | qwerty 'l

J1 Help | About... | x Close I

http://klavaro.sourceforge.net/en/index.html
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Voice Typing to avoid typing hassles

& helakuru.lk

em®ends Keyboard
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Windows 10
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What is an Operating System ?

The operating system (OS) is the most
important program that runs on a computer.
Every computer must have an operating system
to run other programs and applications.

http://www.webopedia.com/TERM/O/operating_system.html

What is Windows 10?

Windows 10 is a personal computer operating
system developed and released by Microsoft.

Operating System

Hardware




Windows Operating System released by

Microsoft.

WINDOWS

Windows 1.0 (1985)

(A
. leU

Windows™"

Windows XP (2004)

www.techgenra.com

MICROSOFT “Windows
WINDOWS
Windows NT (1993) Windows 95/98 (1995) Windows 2000 (j1999)

&m Windows 8

N
L
Windows /

Windows Vista (2005) Windows 7 (2009) Windows 8 (2012)

= Windows10

Windows 10(2015)

am Windows 11

Windows 11(2021)




Win 10 logging screen

Power on the PC

winaero

Sign in




After the logging

wallpaper2

e’y
o

Mendeley
Desktop

Start button

r Search box
IEQEY

BE A RESPONSIBLE CITIZEN
When you leave the Computer Center

Keep your Keep keyboard Don‘t leave
chair adjacent and mouse in  behind any litter
to the the original in the Computer
computer position Center

table Taskbar

IT IS YOUR RESPONSIBILITY TO SAVE
THESE RESOURCES FOR FUTURE /

GENERATION!

1:21PM
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Most used Life at a glance

f'-) Mozilla Firefox
Wednesday

22

€) Google Chrome
PowerPoint 2016

Word 2016

Mendeley Desktop e w

L 2 Tips Microsoft Edge  Photos

Partly Cloudy
63 o 65°

Washington, D.C.

3D Builder

7-Zip

a ™

Access 2016

Phone Compa...

Acrobat Reader DC

Alarms & Clock

9

Skype Preview

Calculator

ih

Start Menu & Start button

Play and explore

©® =

Groove Music Movies & TV

1) XBOX LIVE ‘

=}
Xbox!|  .fa
y ' ol N " ns
é MINELRRAF ¥
_. . 2 u e )

Microsoft

.
Search Solitaire Collection Mmecraﬂ‘w

é ._ - GOP'plan to
5 overhaul tax J
; ! code gets held
'z

up at the...
Wy

Twitter L4 Money m

Get Office on
your phone
r % ‘ and tablet

Candy Crush... OneNote [ GetOffice 0

BE A RESPONSIBLE CITIZEN
1en you leave the Computer Center

Don’t leave
behind any litter
in the Computer

Center

R I
EE0
Keep keyboard
and mouse in

the original
position

p your
adjacent

) the
puter
able

YOUR RESPONSIBILITY TO SAVE
'[ESE RESOURCES FOR FUTURE
GENERATION!

1:22 PM
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Pin/Unpin tiles

Most used

(.‘)

9
Pl

Life at a glance

Mozilla Firefox

Wednesday

2z

Google Chrome
PowerPoint 2016

Word 2016

3

Mendeley. ™

Pin to Start

Tips cdge

Part ; Cloudy
e -
Unpin from Start

3D Builder

7-Zip

Access 2016
Acrobat Reader DC

Alarms & Clock

Calculator

(Cn

i

Photos Search

® 36%
A 8Mph

Candy Crush...

Play and explore

Groove Music

fa) XBOX LIVE

GOP’plan to
overhaul tax
code gets held
up at the...

r‘!

OneNote m?

et

Movies & TV

Get Office on
your phone
and tablet

Get Office

a




Most used

G @& f

Pin to Start

Mozilla Firefox
Google Chrome
PowerPoint 2016
Word 2016
UltraVNC Viewer

Paint

3D Builder

7-Zip

Access 2016
Acrobat Reader DC

Alarms & Clock

Calculator

&

B

-

b

-

|

&

Thursday

27

Pin to Start
More

Uninstall

TrainingGrants17
MSD Pre-test 2017
SH-2013-006

MSD Pre-test 2017

Life at a glance

Unpin from Start

Most used Life at a glance Play and explore

®)  Mozilla Firefox
Thursday

@ Google Chrome 2 7 ﬁ

P3 Powerfoint 2016 Mail

c : pan
- -

Groove Music Mowvies Bt TV

WS Word 2016 @ Ko LIVE
, - .. _.
| UkraVNC Viewer 58 Unpin from Start MINELRREY
I Microsoft | -
@ Point Resize . Sl it ion  Minecrafis Wi

Mo I'just bought
Ford stock:

690 85" & 0% Have | lost my
i 3D Builder 69" < 4Mph mind?

l 7-Zip o Washington, D.C. Twitter Meney o

Get Office on

A your phone
and tablet
& AE Access2016 ﬁ [j:'
Store Phone Compa...  Candy Crush... OneNote [ @ GetOffice 0O

/- Acrobat Reader DC

) Alarms & Clock

S

Calculator

v



Pin to Taskbar

Most used

©)  Mozilla Firefox
Google Chrome

P3| PowerPoint 2016
Word 2016
UltraV¥NC Viewer

Paint

3D Builder

7-Zip

Access 2016
Acrobat Reader DC

Alarms & Clock

Calculator

L

Life at a glance

Thursday

2/

Unpin from Start

Resize

More

Washington, D.C.

a

0=l

Phone Compa...

S

Play and explore

Microsoft
> Solitaire Collection

>
Turn live tile off

, -9 Pin to taskbar

Twitter Money ]

Candy Crush...

c : e
. -

Groove Music Movies & TV

fa) ¥BOK LIVE
L]

- .. _.
MINELRREY
-
Minec-mﬁn‘\ﬁ.!'

Get Office on

your phone
and tablet

OneNote [ GetOffice 0O

Unpin from Taskbar

Most used

£) Mozilla Firefox

&) Google Chrome

PR PowerPoint 2016
Word 2016
UltraV¥MNC Viewer

Paint

3D Builder

7-Zip

Access 2016
Acrobat Reader DC

Alarms & Clock

Microsoft Edge

58 Unpin from taskbar

.

Life at a glance

Thursday

2/
e e

Microsoft Edge

Mostly Clear

690 85‘:' ,

Washington, D.C.

a 4

Phone Compa...  Candy Crush...

9

Play and explore

@» © =

Groove Music Movies & TV

fa) XECIK LIVE
L]
- . _.
MIMELRHE ¥
Microsoft : -- - ' 2
Solitaire Collection Minecrafis Wi
I'just boughit
Ford stock:

Have | lost my
mind?

Money~ Tl
Get Office on

your phone
and tablet

Get Office 0O




* What is File Explorer? )

It provides a graphical user interface for accessing the files and
folders in the computer (file systems).

" | < | File Explorer —
Home Share View
« v 5 » Quick access v O Search Quick access
v Frequent folders (6)
Excel 2016
m Desktop Desktop Downloads Documents
. . A .
Google Chrome 4 Downloads - This PC ' This PC = This PC
5 Documents
= Pictures Pictures Music Videos
» Musi s This PC This PC m This PC
30 Builder usic |
& Videos
e B 7z .
B This PC Recent files (6
A . ) Lo . .
¥ Network : file-explorer-remove-one-drive-sidebar This PC\Pictures
regedit-onedrive-no-pin This PC\Desktop
regedit-onedrive This PC\Desktop
B windows-10-run-regedit This PC\Desktop
file-explorer-one-drive-sidebar This PC\Desktop
m Avatar_new This PC\Pictures

12 items




 What are files and folders ?

Files can be documents, data, programs etc. in the computer. Folders
are used to organize (store) files on the computer.

* Folder icons =2

e Filesicons = 'ﬂ ’ﬂf \f J

MS Word MS PowerPoint MS Excel
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This PC

in File explorer

= This PC

Computer

]

PTUFIEITIES Open  Rename

Location

Wiaw

+=I P »~» @ [¢]

Access Map network Add a network  Open
media = drive = location
Metwark

T W » ThisPC »

# Quick access
m Desktop
4+ Downloads
. _recovery drive
__NOW

. _hibemate

~ Folders (6)

W

- D-ESHGP
* Downloads

Y

¢ _import itunes groo

& _pinto Start
#& OneDrive

= This PC
e USE PRO 3-0 (F)

¥ Metwork

9 itemns

e Pictures
—

- Devices and drives (3)

Windaows (C)
= ==
" 354 GB free of 452 GB

U58 PRO 3-0 (F)

By 543 GB free of 57.6 GB

Settings ~’ Manage

[fj“ Uninstall or change a program

(B4 systemn properties

w () Search This PC R

Documents

/'

Jﬁ M cExpand/Collapse

E Videos

‘9 DWVD BW Drive (D)

Compute|

N e

4_ Small icons

Navigation [TH Details pane e
S [Si= Tiles
Panes
« v IZ > ThisPC
Screen shots

Win 10 - 1st class for batch 28
Win 10 - police

» &3 Dropbox
» ¢@ OneDrive
v J= This PC
> [l Desktop
» ] Documents
> & Downloads
> D Music
» == Pictures
> H Videos
> ‘s Local Disk (C)
> ua Local Disk (D2)
> #3 CDDrive (F)
> wa (G)

- (G)
> m¥ Network

» o§ Homegroup

11 items

ra |large icons &= Large icons

slsl Medium icons

£ List 1= Details
= Content v
Layout
- Folders (6)
A
- :
Desktop Documents

v Devices and drives (5)
EE
[illes
Ny gy

Local Disk (C:) Local Disk (D:)

I Group by »

§ | Add columns

Sort

by~ oA Size all co
Current view
Downloads

-y

DVD RW Drive
€)

umns to fit

[[] item check boxes
[C] Fite name extensions
[T] Hidden items

Show/hide

—

Music Pictures
©
CD Drive (F:) (G)

ced  Opt
3

Videos




Control
Refresh

Menu
Quick Access Expand/Minimize
Toolbar Address Bar Ribbon
v
| ] % | 7500 Student Files Title Bar — O X
n Home Share View Ribbon Tabs v > © «—Help
~— = ™ + ThisPC + Documents » 7500 Student Files ¥ v 0 Search 7500 Student Files Do
A Previous Location? *
i Search Box

Navigation

Buttons

» » <
-~ .~ -

&3 This PC

B Desktop Computing Key Applications Living Online

3 Documents Fundamentals

< Downloads

: Contents Pane
J1 Music <4— Split Bar
View
- OS(C) ~ l
Jitems 1 item selected m 3 , =]




View options in Explorer
N

lj [ Presicw pane &8 Extra large iconsl; Large icons == Medium icons I Group by ~ [] 1tem check boxes v
2% Small icons 2= List i== Details i1 Add columns ~ [] File name extensions
Navigation : o =— = Sort . Hide selected Options
b H Details pane <= Tiles == Content T by ~ Size all columns to fit Hidden items HteThs &
Panes Layout Current view Show/hide
« > v 4 > Saman (G) > Coursera v O L Search C...
¥ Downloads 2
-
D Music \\\ \\\ \\\
. L) < . . ——
Pictures p M‘ m\ !$ ,_ ~ .
B videos I = =] =l g R
< Acer (C) Geographical Introductionto  Linear Regression Logistic Survival Analysis Quezz 1-q1 Quezz 1-q2
« New Volume (D) Information Statistics Data in R for Public Regression in R in R for Public
Systems - Part 1 Analysis in Public Health for Public Health Health
«~ New Volume (E:) Health

~ Saman (G))

~ Saman (G:)
10-11 Sinhala Sahithya
Articals for future researt
BMC medical informatics
Certificate Program for N

Classes

Coursera

? 7 items 1 item selected




lew options in Explorer

| Manage Coursera
Home Share View Picture Tools
<« v 4 » Saman (K) » Coursera
el
~ Name Date Type Size Tags

3+ Quick access

Geographical Infor... 8/31/2020 4:54 PM File folder
v @ OneDyrive - Personal Introduction to Stati.. £/21/2020 2:55 PM File folder
Attachments Linear Regression in..  6/8/2020 8:13 AM File folder
Desktop Logistic Regression ...  6/19/2020 3:19 PM File folder
Documents Survival Analysisin ... 7/30/2020 10:44 PM File folder

Pictures Iﬂi Quezz 1-q1 6/20/2020 6:50 AM PNG File 155 KB

Public |&| Quezz 1-q2 6/20/2020 6:51 AM PNG File 146 KB

9 This PC

v o Saman (IG)
10-11 Sinhala Sahithya
Anova
Articals for future research -Nov 2020
BMC medical informatics and decision making si
Certificate Program for Non-academics- 2021
Classes
Course - Digital Certificate

> Coursera

CS 2018
CS 2018 - Copy
Curriculum Design Workshop
D Drive backup
Data Visualization-Harvard

Desena

5 Design Online Courses v
i

7 items



What you can do with files and folders?

* open a file * undoing changes

* copy, cut and paste * sort files

* create a new folder * group files

* create a shortcut * add or remove columns
* file searching * show file extensions

* moving and deleting files * show hidden items

* rename a file or folder
e delete a file or folder
* selecting multiple files
* selecting all files

UNIVERSITY OF KELANIYA




Exercise |:

|. Open File Explorer and select D drive in Navigation Pane.

2. Do the following and check the change of files and folders display in
each step.
* Click the View tab, then in the Layout section, click List.
* Click the View tab, then in the Layout section, click Extra large icons.
* Click the View tab, then in the Layout section, click Tiles.

3. Now get the Details view of file and folder. Check how many
columns are there. Add the Date created column to the display.

4. Close the file explorer

UNIVERSITY OF KELANIYA



Answer :

= Manage

Home Share View Drive Tools

IE [[M Preview pane

B Extra large icons =] Large icons

=5 Small icons Fi List
Navigation A == o=
< Details pane - Tiles == Content
pane~ g =
Panes Layout
« ¥ T «. *» ThisPC » Local Disk (D:)
~

3 Quick access

v @ OneDrive - Personal
Attachments
Desktop
Documents
Pictures
Public

v W This PC

- 3D Objects
I Desktop

|5 Documents
4 Downloads
J5 Music

=/ Pictures

m Videos

i Local Disk (C)

> o Local Disk (D)

. System Reserved (F)

Local Disk (D)

&= Medium icons [E] Group by ~

‘== Details

|]i| Add columns ~
ﬁ Size all columns to fit

Current view

Name

@ Spec - laptop-13-Jan-2022

@ SM and QER revision 5 final 14-11-2021
Temporary docs
Exercise Batch 32-new arrangement
IT Education and Internet Security
Course - Digital Certificate
MS Word
Resource_Materials_Batch32
Format long Docs
Workshop Structural Equation Modeling
IT Education and Internet Security - Copy
Review process 3
Usage of OR ans use SM as OR
Certificate Program for Non-academics- 2021
R lecture notes by Gayashani - Copy
Workshop SEM 2021
R lecture notes by Gayashani
Review process 1 - Copy
Lessons

Coursera

[] item check boxes

] File name extensions

[ Hidden items
Show/hide

Al
4
o

Hide selected  Options
items <

Date modified

1/13/2022 3:06 PM
11/16/2021 5:26 ...
2/11/2022 1:11 PM
1/7/2022 4:09 PM

1/7/2022 12:50 PM
11/12/2021 2:21 ...
8/6/2021 12:25 PM
8/2/2021 5:34 PM

7/30/2021 5:18 PM
7/14/2021 10:45 ..
6/30/2021 3:57 PM
5/17/2021 5:06 PM
4/6/2021 6:52 PM

3/22/2021 4:29 PM
1/12/2021 4:36 PM
1/12/2021 2:32 PM
12/31/2020 4:36 ...
12/31/2020 4:36 ...

12/24/2020 10:41...

12/9/2020 4:42 PM

Type Size

Microsoft Word D...
Microsoft Word D...
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

183 KB
201 KB

- pd
v U | Searchloc.. P

Date created

1/13/2022 3:17 PM
11/16/2021 5:25 PM
4/24/2019 1:13 PM
4/27/2021 4:22 PM
7/2/2021 4:04 PM
11/12/2021 2:21 PM
7/19/2021 9:37 AM
8/2/2021 5:34 PM
7/20/2021 5:24 PM
7/14/2021 9:38 AM
6/30/2021 3:57 PM
5/17/2021 5:07 PM
4/5/2019 2:08 PM
3/1/2021 11:03 AM
1/12/2021 4:36 PM
1/11/2021 11:54 AM
12/31/2020 4:36 PM
10/25/2019 5:14 PM
7/26/2019 3:04 PM
6/11/2020 4:19 PM




Exercise 2:

Open File Explorer again.
Click on Local Disk (C:) in the Navigation Pane.

Click on View Tab and select the details option.
Sort the folders and files in descending order of date modified.

Then change the sort direction to the ascending order.

o U1 A W N —

Group the folders and files by name.

B
UNIVERSITY OF KELANIYA




Answer

Drive Tools [EREIRN 4 (&)

File Home Share View Manage o
[T Preview pane &5 Extra large icons [&=| Large icons I []] Group by ~ [] ttem check boxes ¥
cfs] Medium icons  EEE Small icons - Dj]Add columns = |:| File name extensions
Mavigation i . — ; _ Sort Hide selected  Options
p;ﬂe, T8 Details pane  gg st == Details * by~ [mSizeallcolumnstofit [ Hidden items Reme "
Panes Layout Current view Show/hide
« v P i » ThisPC » Local Disk (C) v Search Local Disk (C:) o
| Pictures # ™ Name Date modified Type Size
/@ OneDrive vI-P(4)
v [ This PC Intel 11/2/2018 1:38 PM File folder
} Desktop PerfLogs 7/16/2016 517 PM  File folder
_ Program Files 5/19/2017 55 AM  File folder
=Y t
[ Documents Program Files (x36) 5/19/20179:30 AM  File folder
* Downloads
. ~Q-Z(3)
Jﬂ Music
. The KMPlayer 773127 £09PM File folder
= Pictures o .
. Uzers 10/31/2018 3:37 PM  File folder
B Videos Windows 7/28/2017 434PM  File folder
=, Local Disk ()
= Local Disk (Dx)
= Mew Volume (E:)
i3 CD Drive (G2)
a (H)
W
7 items =2 e




How to Open programs on your computer
— B videolan

Voice Recorder

Weather
Word 2013
Desktop app
Windows Accessones
Apps
WordPad Windows Administrative Tools
Settings

8¢ Choose if Narrator reads typed words Windows Ease of Access

% Autocorrect misspelt words
Windows PowerShell

8¢ Highlight misspelt words

Windows System

Store

B Wordament

Word 2016

I Word Mobile

Music

| 12 Ending theme - Beyond the Sky.mp3

Documents

Wi Presentation - Wordsworth And The French
Revolution.doc

=& Mystuff O Web ——_

word

Search OR Select from apps



Task view

Salma Hayek Donald Trump - Bing - Micros., &P New Tab - Google Chrome P New Tab - Google Chrome q Virtual Desktops in Windows 10 ~ The Pow..

News about Salma Hayek Donald Trump

q, Services

+

New/desktop

8:33 PM
8/1/2015




Show hidden icons and Action Center

ACTION CENTER

' Security and Maintenance

Potentially harmful software detected

Cl fo review

BE A RESPONSIBLE CITIZEN

When you leave the Computer Center £ Settings
E Updates were installed

ne to learn more.

Keep your Keep keyboard Don’t leave
chair adjacent and mouse in  behind any litte
to the the original in the Compute
computer position Center
table

IT IS YOUR REY = 5 1Y TO SAVE
FUTURE

EE0

i | 58

Y Tabletmode  Network All settings

Jaa} D o fn

Location Quiet hours VPN

12:03 PM | =
& 3/24/2017 E2

12206 PV
3/24/2017




Settings

Windows Settings

Excel 2016

Google Chrome

| © Z 2

System Devices MNetwork & Internet Personalization Accounts
30 Builder Display, notifications, apps Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen Your accounts, email, sync
power colors work, family

7-Zip

@ - S
AT 3 - R/

Time & language Ease of Access Privacy Update & security

Speech, region, date Marrator, magnifier, high Locanon, camera Windows Update recovery

contrast backup




hut Down

Recently added

L 4 RealDownloader
Most used
WE Word 2016
!?) Mozilla Firefox
PR PowerPoint 2016
a Acrobat Reader DC
XEH Excel 2016
3 €) Google Chrome
Sleep
Shut down

Restart

Life at a glance

Friday

24

e

Microsoft Edge

Partly Sunny

897 "

o

Colombo

Jot it down
with OneNote

for your phone

Americans owe
over $1 trillion
on theircars

Money i

Groove Music

o XBOX LIVE

a a
= xen .
MINECRRE Y

.
el

| ] -
Minecrafia Wi

went

Movies & TV

'| dare Delhi Police to arrest

Notes to go
Read and edit
on any device

OneNote m?

=]

Get Office on
your phone
and tablet

Get Office

a




Common

Files

2]
Mendeley

Desktop

Recycle Bin

F

Student

Create a folder

View
Sort by
Refrezh

Paste

Paste shortcut

B3 Intel® Graphics Settings

Mew

1 Display settings
K& Personalize

Folder
Shortcut

Microsoft Access Database

Bitrnap image

Contact

Microsoft Word Document
Microsoft PowerPoint Presentation
Microsoft Publisher Docurment
Text Document

Microsoft Excel Worksheet
Compressed (zipped) Folder

%in to Quick
access

<« v PN -

# Quick access
I Desktop
<4 Downloads
3 This PC
Documents

= Pictures
¢@& OneDrive

3 This PC

I Desktop

Documents

& Downloads

D Music

& Pictures

B Videos

aa Local Disk (C:)

- Local Disk (D:)
New Volume (E:)

CD Drive (G:)

a (H)

= f(\\L2c64) (Z:)

TRY

1 item

vrnve 1001s ocal Disk (D

Manage

Local Disk (D:)

A

SAS University Edition

View

Sort by
Group by
Refresh

Customize this folder...

Share with
New

v Properties

New
folder
> &
> 8
| @

=

d

g
1 8
>

New item ~

5,

Easy access ~
Properties
- &) Histor

Folder
Shortcut

Microsoft Access Database

Bitmap image

Contact

Microsoft Word Document
Microsoft PowerPoint Presentation
Microsoft Publisher Document
Text Document

Microsoft Excel Worksheet

Compressed (zipped) Folder




B ER-

B Desktop 3 Downloads [ Documents
. . - _ Extract
J‘. Music =| Pictures E Videas - all
Extract To
This PC - v o » ThisPC » Local Disk(C:) » Users » Public » Public Documents » Fil
~ Mame Type
s+ Quick access
& pici—* PMG File

B Deskto = I
; P &) Pic L= PNG File
Common u’ Downloads &l Pic Cut PMNG File

Files ; .
ile = This PC M Tex Copy Microsoft W
=] Documents | Uni PMG File
Delete
M &= Pictures
H . Properties
Mendeley f@ OneDrive
Desktop
[ This PC

[ Desktop

= Documents

4 Downloads

J\. Music

= Dictirac il

Student

O This PC

Compressed Folder Tools

Home Share

View Extract

=| Documents [&] Pictures

3 items 1 itemn selected 122 KB

Physiotherapy

Recycle Bin

E

Student

Paste

= || Student

Share

O

Pin to Quick Paste -
access [7] Paste shortcut

Home View

Clipboard

1 & » Student >

~
5+ Quick access

[ Desktop
4 Downloads
3 This PC

= Documents RP

& Pictures Saved i
Games

Mendeley .C
Desktop in

‘@ Onelrive

[ This PC
[ Desktop
=| Documents

@ Downloads

J\. Music

= Dirtirac

15 items

Delete

-

OJrganize

View
Sort by
Group by
Refresh

Customize this folder...

Paste

Paste chortcut
Share with

Mew

L_' Mew iten
T | Easy aceg
Mew
folder

Mew

2 |l

lesktop




Create a shortcut to a folder/file
- |

RecyclelBint 4KkVideo: 6105070611 ZOOm
Downloader

D o

iT:éIegram GiScoRVebex VWidalf

Neeangs
L

2 PDF

Zoom REGESSTIUZESNeWItolder .

Folder
Shortcut

-

61 o Shanq-hi Microsoft Access Database

Bitmap image

Microsoft Word Document

Sort by >
o Microsoft Access Database
- Refresh
! Microsoft PowerPoint Presentation
SEimER W Paste Microsoft Publisher Document

Paste shortcut

Undo New Ctrl+Z

Text Document
Microsoft Excel Worksheet

EEIRES

- ’ -

— -
v | }Q ‘Fi‘, New >

PDF

Compressed (zipped) Folder

S E RO

< | Display settings
DUWiRetorder«610fa540da’
8979539def2

5{0)

& Personalize

-l O Type here to search

» Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers,
or Internet addresses.

Type the location of the item:

Browse...

Click Next to continue.




Exercise 3:

Open the File Explorer.
Click on the Pictures folder in the Navigation Pane.

Create two subfolders named Plants and Animals within the
Pictures folder.

Copy the all pictures(files) related to plants in the Resource Files
folder on the Desktop and paste them in to Plants folder.

Copy the all pictures(files) related to animals in the Resource Files
folder and paste them in to Animals folder.

Close the File Explorer.
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Exercise 4:

Open the File Explorer.
Click on the Pictures folder in the Navigation Pane.

Find the Animals folder within the Pictures folder and rename it to
Police Dogs.

Go to Desktop and create a shortcut to the Police Dogs on the
Desktop.

Copy the all pictures(files) related to animals in the Resource Files
folder and paste them in to Animals folder.

Close the File Explorer.
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Exercise 5:

Open the File Explorer then select the C drive from the Navigation
Pane and make a search for the file indoor plant.jpg.

In Search Results, how many places did you find this file appear?
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