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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 tunnel syndrome
« Tendonitis
« Tenosynovitis
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Lesson plan...

« How to use the mouse
* Typing Master (a software to learn typing) — already done

* Windows 10
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How to use the mouse

(e
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Productive...

« ? How — biggest productivity gains from touch-type.
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Typing Master

Saman Hettige
Saman Hettige

EEEEE

hitp://www.ltypingmaster.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

’ UNIVERSITY OF KELANIYA




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://lwww.webopedia.com/TERM/O/operating_system.html

What is Windows 10?

Windows |0 is a personal computer operating
system developed and released by Microsoft.

Operating System

Hardware




Windows 10 is the last and latest Operating
System released by Microsoft.

MICRO rT

WINDOWS . @
MICROSOFT “Wh‘h’ VS
WINDOWS SN

Windows 1.0 (1985) Windows NT (1993) Windows 95/98 (1995) Windows 2000 (1999)
/S 4 :
L'[U L — == Windows 8
MiCcrosoft

Windows*? Wmdows /

Windows XP (2004) Windows Vista (2005) Windows 7 (2009) Windows 8 (2012)
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Windows 10 Overview

https://www.youtube.com/watch?v=mpcliHKybZw




Listening...

https://www.youtube.com/watch?v=70gETLaQko0
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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
Task View

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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Start Menu & Start button

Most used

)
9

Mozilla Firefox
Google Chrome
PowerPoint 2016
Word 2016

Mendeley Desktop

L 2 Tips

3D Builder

7-Zip

Access 2016
Acrobat Reader DC

Alarms & Clock

Calculator

ih

Life at a glance

Wednesday

22

e

Microsoft Edge

Partly Cloudy

o

Washington, D.C.

a

Photos

Ol

Phone Compa...

9

Skype Preview

Play and explore

©® =

Groove Music Movies & TV

1) XBOX LIVE

={}
Xbox!  fa
L e LY iy
/O é MINELRRAF ¥
_. ; u e )

Microsoft e
Search Solitaire Collection Mmecraﬂ‘w

s ._ i GOP'plan to
5 overhaul dax J
; ! code gets held
R

up at the...
)
A
Twntter; L Money m

Get Office on
your phone
r % ‘ and tablet

Candy Crush... OneNote [  Get Office

BE A RESPONSIBLE CITIZEN
1en you leave the Computer Center

Don’t leave
behind any litter
in the Computer

Center

R I
EE0
p your Keep keyboard
adjacent and mouse in
) the the original
puter position
able

YOUR RESPONSIBILITY TO SAVE

'[ESE RESOURCES FOR FUTURE
GENERATION!

1:22 PM
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Pin/Unpin tiles

Most used Life at a glance

r..')

9
|

Mozilla Firefox
Wednesday

Google Chrome 2 2

PowerPoint 2016

Word 2016

Mendeley Deskton ‘ W
Tips Pln tO Sta rt .ge Photos

Parth " _loudy
63 o 65°
3D Builder 29°

€ Unpin from Start

7-Zip
Access 2016
Acrobat Reader DC

Alarms & Clock

Calculator

$
<
g Skype Preview
N
S

([

0

Search

Candy Crush...

Play and explore

et

Groove Music Movies & TV

fa) XBOX LIVE
]
e 8
MINECRRE ¥
m
Microscft By wmu"
Solitaire Collection Mmecrafh. k.

GOP'plan to L
overhaul tax

code gets held

up at the...

Money m
Get Office on
your phone
r and tablet

OneNote m? 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

y 'UNIVERSITY OF KELANIYA




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




Exercise |:

|. Open File Explorer
Get the Details View of contents you see on the right

Add the Date created column

W N

Close the file explorer.
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Answer :

Mavigation [TH Details pane
pane ~

Panes

w g3k Quick access
[ Desktop
; Downloads
3 This PC
@ Documents

& Pictures
. Onelrive

v [ This PC
[ Desktop
@ Documents
; Downloads
J‘! Music

& Pictures

Bl Widenc
25 items

m + | File Explo

[I [TH Preview pane

e View

EH| Extra large icons [&=| Large icons

=]

=5l Medium icons [ Small icons

T List 1== Details

Layout

A s » Quick access

e Mame

~ Frequent folders (5)

B Desktop
; Downloads
£ This PC
|£| Documents

&= | Pictures

~ Recent files (20)
@5 WINDOWS 10 basics -police

i lessons
| 4
CIE
CR
w2

=| TrainingGrants17

[Ty

N B ootions

* [[i] Add columns ~

Sort

by

% Size all columns to fit

Group by

Current view

Date modified

Ln

Pl

Ln

Ln

Fud
r=)

S2017 1:21 PM
2017 12:34 PM

272017 3:41 PM

£2017 435 PM

2017 10635 AM

277207 3:41 PM

2772017 3:40 PM
2772017 3:37 PM
72017 3:38 PM
72017 1234 PM
S2007 2:44 PM

|:| ltem check boxes

|:| File name extensions

Type

Systemn Folder

Systemn Folder

Systermn Folder

Microsoft PowerP...

Compressed (zipp...

PMG File
PMG File
PMG File
PMG File

Microsoft Word D...

VM Cwiewer Confia...

[] Hidden items

Hide selected = Cptions
items <
Show/hide
v | Search Quick access
Size Date created

o
1 uy

o
1 uy

/2016 05 AM

/2016 05 AM

L2016 %05 AM

F2017 1219 PM
972016 1:57 PM
2017 3:41 PM
2772017 3:40 PM
2017 3:37 PM
/2017 3:38 PM
/2017 1234 PM
S2007 2:44 PM




Exercise 2:

Open File Explorer again.

Click on Local Disk (C:) in the Navigation Pane.

Display contents of the Local Disk (C:) in Details View.

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.

: 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 O R 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

1206 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




3

This PC

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

Urive 10015 0 Disk (D

Manage

Delete

This PC Local Disk (D:)

~
# Quick access
SAS University Edition
I Desktop ;
& Downloads
&l This PC
%! Documents
& Pictures
& OneDrive
[ This PC
I Desktop
| Documents
< Downloads View
D Music Sort by
& Pictures Group by
B Videos Refresh
s Local Disk (C:) Customize this folder...
- LOcal Disk (D:)
- New Volume (E:)
CD Drive (G:)
Share with
a (H)
. 2 New
= f (\\L2c64) (Z:)
v Properties

New item ~

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 3 ThisPC 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




Search files in the computer

3 s Search Tooks
Computer View Search
. === Eond- © Recent searches ~
ot
All sutfoiders - Sae~ Agvanced options ~
Thes Date
PC modfied~ . Otherproperties ~ Y

« « o B> ThsPC
Win 10 - police ~ Folders (6
£3 Dropbax
&l Scan -Deshos ‘s Documents ‘ Downicads
& OneDrve
e — ) Music - e . Videos
Feenst Devices and drives (4
P Local Disk (C:) Local Disk (D:)
Public T e @5 DVO AW Drve ()
- 43 GB free of 200 GE - -~
08 Thes PC
B Desiaop (@ Red o2
= Documents ”
¥ Downicads
& Music
* Pictures
B Videos
s Local Dsk (C
o= Local Dsk (D

#3 CD Drve [F




Exercise 3:

Open the File Explorer.
Click on the Picture folder in the Navigation Pane.
Create a subfolder called Plants within the Picture folder.

Copy the all pictures(files) related to plants in the Common Share
folder and paste these files in to Plants folder.

Close the File Explorer.

UNIVERSITY OF KELANIYA



Exercise 4:

Suppose you have saved some picture files related to plants in your
computer and you can not remember the location where you save the files.
But you can remember that the word “plant” was there in the file name.

Question:

How would you find the files!?

Hint:
Search in file explorer

UNIVERSITY OF KELANIYA




Exercise 5:

In the above search, you experienced that the search results include the
other files in addition to the picture files.

Question:

How would you narrow down the search so that
it will only search picture files?

Hint:
Kind filter in file explorer

NIVERSITY OF KELANIYA



Personalizing your desktop

To change Background

& Home Preview
l Find a setting f ]
View > o
Personalization
Sort by > P Sample Text
Refresh =
l Ad Background —_—
Paste B
Paste shortcut &) Colors Z
Undo Copy Ctrl+Z -
£ Graphics Properties... Ld Lockscreen
B Graphics Options
@ Themes Background
Mew r
Picture
1 Display settings 658 Start
il Personalize '
O3 Taskbar Choose your picture

* .. (

Browse

Choose a fit

Fill




Personalizing your desktop

Exercise 5: (Change Desktop background)

Question:

Change you Desktop background to green color.

Hint:

Right click on Desktop —> Personalize



Personalizing your desktop

To change Display Settings

Customize your display

View ) % Home
Sort by > ‘ Find a setting Je ‘
Refresh
System
Paste
O i
Paste shortcut I Display
e Cﬂpy Ctrl+Z i Apps & features

Graphics Properties...

i= Default apps

Graphics Options

[J Notifications & actions
Mew

Power & sleep

[ Display settings

1 —=
g Personalize Storage

Offli
2 ine maps Identify Detect

L@ Tablet mode Change the size of text, apps, and other items: 100% (Recommended)
I Multitasking l

Orientation
&4 Projecting to this PC [ Landscape v

0 Apps for websites

Apply Cancel




Windows handling

" SLCommunityPolicing.pdf - Adobe Acrobat Reader DC
File Edit View Window Help

Home Tools ques with data.pdf SLCommunityPolici... X

® B8 XN Q @ /2 M MO® - m BEAT O 7

[% Export PDF v

®Y CreatePDF v

‘Community Policing Program @@ The Asia Foundation caeor A

Improving Lives, Expanding Opportunities

Partnership for Security and Justice Adobe Acrobat Pro DC.

Easily edit text and images
in PDF documents

5 B

Still recovering from the effects of a 26-year civil war that ended in 2009, Sri Lanka is now seeing

hopeful signs that the relationship between the police and the community is improving. The Asia
< Foundation's Partnership for Security and Justice - Community Policing program (PSJ) supports the >

larger institutional reform initiated under the leadership of the Sri Lankan Police Service (SLPS) to

support the police in being a more professional and people-friendly service.

Comment

izﬁ Combine Files v

Organize Pages v
/. Fill & Sign

Store and share files in the
Document Cloud

Learn More

4:44 PM

= A
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Snap windows - Keep two windows side by side

 E— |

H (4] A Document22 - Word (Product Activation Failed)

[¥] Re: SLMA Lect... > | P Inbox(129) - h.. X  Community Polici.. X +

Insert | Design | Layout | Referenc-| Mailings | Review | View | @ Tell me... Samankuma.. 2_ Share

€« O https://asiafoundation.o c Q, Search wBa @ ¥ & » = s Calibri (Body) “11 - AJ o
3
P B I U -ak X, X* & &
] ¥ 1 of2 — 4+  Automatic Zoom % | » Paste = E Styles  Editing
- ¥ A-¥-A-R- | AN o -
Clipboard = Font L Paragraph I Styles @ L
L'E"'I 1 1 2 1 F S T S R B - SRR SR SR
Community Policing Program @@ The Asia Foundation 1
Imprering Lives, Expanding Opperiuniting
Partnership for Security and Justice 1
Still recovering from the effects of a 26-year civil war that ended in 2009, S Lanka is now seeing
hopeful signs that the relationship between the police and the community is improving. The Asia
Foundations Partnership for Security and Justice - Community Policing program (PS.J) supports the
larger institutional reform initiated under the leadership of the S Lankan Police Service (SLPS) to
support the police in being a more professional and people-friendly service. 4
~
Dhuring the war, the police force was often preoe- NGO pantners—to institutionalize community 1
cupied with counter-insurpency and natiosnal policing practices ke community police fomms,
seeurity. Az a resulr, the relarionship berween bieycle parrols. eomplainr boxes, mobile police
communities and the police deteriorared, particu-  service, and community awareness programs. |
larly in the North and East, where police ofien OF particular interest are the community police ™
viewed cominunity members & potential dhiears foruins which cieate a platform to instinutionalize m 4
T security, a5 opposed to a constimency they monthly dialogues betwesn the police and the
serverd. However, with the end of the war in 2009,  community to ke joint actions to solve the The Agta Foundaiin
the police service is pradually making the shifi problems of safety and security in their ‘works with the -
from 2 “securitized” form of policing 1 a nesphborhoods, National Folce
communiry-oriented one, The Asia Foundarion's Academy 1 suppurt
community palicing program targets structural SUPPORT FOR INSTITUTIONALIZING [T T ——— j
dhanges by empowering police stations through —— commuNITY POLICING for ok afficers. F
|!|ucaa-t1| puliu..« !.UIII[IHE.IIIi[}' inleractxon rwu?[m?_ “The Asia Foundarion has provided support to Each year a intal of
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Exercise 6 : Sticky notes

When you leave home this morning, your wife asked you to take the
daughter from the nursery at 12 noon today. But you are suspicious
whether you forget this with the workload at the office.

Write a sticky note to remind you this while you work on the
computer at the office

UNIVERSITY OF KELANIYA
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Exercise 7 : Sketchpad

You want to take computer print out of the following Sinhala text with
the boarder .

©237388 ®BE3IIE

But you don’t know how to type in Sinhala. How would you write the
text on the computer ?

Hint:Windows Ink - sketchpad
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Security and Maintenance
*  Windows Defender

*  Windows Defender provides antivirus and malware protection for your
computer

Scan details
Last scanc Today at 9:09 AM (Quick scan)




Exercise 8 :Windows defender

Scan drive D in your computer for viruses.




Security and Maintenance

e User Account Control

* User Account Control warns you when a program or user attempts to
change your computer's settings.Your screen will be temporarily locked
until an Administrator can confirm the changes.

0% | i L 1 abo | N . 1 Nno
Best match
P provod polo
42 User Accounts
5?) ||||||| | panel ! ' | . J Lhar Account Coamtral *
‘b Change User Account Control settings Do you want to allow this app to make
\ Control panel changes to your PC?
Settings > otity me coly whar program try %o

ot < hangin 13 By Caugatiy (00 ot
vy dembtan)

A= Your account picture and profile settings

|1 Program Name: Windows Device Recovery
Tool 3.3.31

R, Add, edit, or remave other people

Fublisher: Micraosodt Corporation
File arigin: Hasd il
[ & detail
I ] e 1F tficatio Jafd
O Canced

B @ 0O 0 B o™ g«




Security and Maintenance

Windows Firewall

By default, Windows will protect your
Internet connection with Windows
Firewall. A firewall prevents
unauthorized access from extern
connections and helps protect ydur
network from threats that coul

harm your computer.

= v /4 @i > Control Panel » All Control Panel ltems » Windows Firewall

Help protect your PC with Windows Firewall

Control Panel Home

Windows Firewall can help prevent hackers or malicious software from gaining access to your PC through the

Allow an app or feature Internet or a network.
through Windows Firewall
® Change notification settings . o Private networks Connected
Turn Windows Firewall on or )
off Metworks at home or work where you know and trust the people and devices on the network
Rest defaults _ .
O Restoee defou Windows Firewall state: On
& Advanced settings , . , ,
Incoming connections: Block all connections to apps that are not on the list
Troubleshoot my network of allowed apps
Active private networks: I‘-'I" Metwork
Notification state: Notify me when Windows Firewall blocks a new app
l 0 Guest or public networks Not connected

Customize settings for each type of network
You can modify the firewall settings for each type of network that you use
Private network settings
° (® Turn on Windows Firewall
[T] Block all incoming connections, including those in the list of allowed apps

£4] Notify me when Windows Firewall blocks a new app
g O Tum off Windows Firewall (not recommended)
Public network settings
o ® Turmn on Windows Firewall

[[] Block all incoming connections, including those in the list of allowed apps

] Notify me when Windows Firewall blocks a new app

g () Tumn off Windows Firewall (not recommended)




Security and Maintenance

*  Windows SmartScreen

*  Whenever your computer detects a security threat from a file or
application,Windows SmartScreen will notify you with a full-screen warning.
Whenever you see this warning screen, you should choose not to open the

file or application unless you can verify that it will not damage your
computer.

Windows protected your PC

A deve SomartSrr - writord an roconnoed ann fr
winQOWS cmarocreen prevenied an unrecognizec app
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Managing User Accounts and Parental

Controls

% Home Your family
Add a new user Find a setting o We couldn’t connect to Microsoft family right now, so your family
on this device might not be up to date.
Accounts Add your family so everybody gets their own sign-in and desktop.
Windows Settings You can help kids stay safe with appropriate websites, time limits,

[Franzrns | apps, and games.
A= Your info P g

= & e A - Add a family member
Syzem, pré ek memer - perenatzaion i B Email & app accounts +

p —~ Q. Sign-in options
i » 8 X 9 P Learn more

Time & language Ease of Access Privacy Update & security

FH  Access work or school

Other people

I A, Family & other people
— Allow people who are not part of your family to sign in with their
‘ 03 tings own accounts. This won't add them to your family.

+ Add someone else to this PC

Set up assigned access




Managing User Accounts and Parental
Controls

Parental controls

* Windows offers a variety of parental controls that can help you monitor
your children's activity and protect them from inappropriate content.
For example, you can restrict certain apps and websites or limit the
amount of time a user can spend on the computer.You'll need to add a
family account for each user you want to monitor. Each user will also

need to have a Microsoft account; you cannot enable parental controls
on a local account.



Feedback

|. What did you like about this lesson?
2. nat didn’t you like about this lesson!?
3.

W
What did you learn from this lesson?
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* ? How - biggest productivity gains from touch-type.
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Typing Master

{ = 1Y
#AlypingIMastergy
Welcome to Typing Master
() Enter your name
aaaaaaaaaaa
eeeeeeeeeee
X J

hitp://www.ltypingmaster.com/typing-tutor/free-download.hitmi
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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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Open Typing Master

o

Best match

Welcome to Typing Master

{ Typing Master
o I

Desktop app

@ Enter your name

Saman Hettige

Saman Hettige

» I am a new user..

» Delete User Entes
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(2 MTyping]Masteigo

Welcome New User!

Welcome to Typing Master 10 touch typing
tutor! Please give a user name below and click
Enter.

@ Enter your pame

l

Cancel




Typing Master

Typing Meter

TYPING METER Today
1267
0:45:13

35 28

I~

What is Typing Meter Widget?

Typing Meter s a handy Windows
widget that measures and analyzes
your typing habits on the
background while you work.

It gathers basic typing staticstics
for you to view, and also detects
those keys and words that are
problematic for you.

When recurring problems are
detected, Typing Meter suggests
2 quick training session with
tailor-made exercises to hone
those problem areas.

» More information

Launch Typing Meter

Automatic Launch

When user "Admin® starts Windows...
Launch Typing Meter automatically L]

@ Typing Meter will automatically launch

and start analyzing typing for "Sh".
Recommended if this is your personal
Windows account.

Set Notifications
v Notify me when training is needed
v Notify me to take a break every...

[z hours Ll

Security » Information
[~ Do not collect words (high secunty)

@ Typing Master




Typing Master

Choose Course

Touch Typing Course

In this course, you will learn the positions of the letter keys and common
punctuation by heart. After completing the course you will be able to type
with all ten fingers without looking at the keyboard.

Duration 3:10 - 5:20 hours

Lessons 12 lessons :
Progress Not started Start Now

4 Games

4 Statistics

4 Settings

4 About

@ Typing Master




Typing Master

Touch Typing Course » Change course

LESSﬁ : ° .|| optimal Duration
. During this course the duration of
each exsrose will be optimal based

on your progress. This will save you

- time while guaranteeing good
Keys R and U learning results.
Keys T and O
Capital letters and period ® Each lesson will take 15 - 25
Keys C and comma minutes depending on your
progress

Kevs G H and apostrophe

® The whole takes 3:10 -
Keys V N and question mark 5:20 hoursmum =
Keys W and M
10.Keys Q and P
11.KeysBand Y
12. Keys Z and X

1
/ &
3.
4.
5.
6.
y &
8.
9.

mj i @ Typing Master




Typing Master

Touch Typing Course » Change course

Lesson 1: The Home Row { Typing Meter

. _ _ 4 Custom Review
1.1 3 mun.

1.2 : ) 4 Typing Test
1.3 [ 4 Games

Key drnill . 4 Statistics

4 Settings
1.6 Word drill

1.7 Paragraph dnll . @

Lesson 2

4 About

* Course contents

» Adjust course duration @i Typing Master




Lesson | :The Home Row

7.7 Touch Typing basics

Typing Master

What Is Touch Typing?

"Touch typing" is a technique for typing quicker
and more accurately with all ten fingers - without
ever having to look at the keyboard.

After completing the Touch Typing Course you will
know how to: ‘

o Type faster with all ten fingers

o Type without errors

© Type without looking at the keyboard

o Improve your computing habits for better
ergonomics

This means you will be able to type your
documents and emails much faster with fewer
errors -- saving you lots of time and making
typing much more enjoyable.

Cancel




Lesson | :The Home Row

7.7 Touch Typing basics

Typing Master

Finger Positions

In their basic position, your fingers rest on the middle row of the keyboard - also
called the "home row". The home row is the base from which all other keys can
be reached.

Now place your fingers on the home row:

1. Put your left hand fingers on keys A S D F (see picture).
2. Put your right hand fingers on keys JK L ;

3. Let the thumbs rest lightly on the space bar

4, Keep your wrists straight and fingers lightly curled

Tip! Can you feel small
bumps on the Fand ]
keys? They are there to
help you find the home row
keys without looking at
your hands.

L] ] L

\

\\ur WA

Cancel




Lesson | :The Home Row

7.7 Touch Typing basics

Typing Master

Pressing Keys

Each key is pressed by the finger on the home row that is closest. After reaching
a key away from the home row, the finger needs to return to its home row key.

Example: How to Type Letter U

1. Maks sure that your fingers are on their home row keys.

2. Move your nght index finger from J upwards to U. Your hand may move
slightly to make it easier to reach U.

3. Press U with a quick and light touch keeping your hand relaxed.

4. Move the index finger back to its home key J.

;'o.estig:;l:z:erthewnght 7rrI] l I 1 [ l ]7
i e B L R

find it easier to use their ‘ I l l I I l I l I I

left thumb. Whichever ] ] I ] ] ] I l I I
| L =a=]

thumb you deade to use,
\
-

stick with it. Never use both
thumbs.




Lesson | :The Home Row

7.7 Touch Typing basics

Typing Master

Learning Tips

Keep Your Eyes on the Monitor

You will learn the key positions faster if you don't
peek at the keyboard when training. If you can't
remember where a key is located, check the
keyboard picture on the screen to find it.

Keep Wrists Up

Keep your wrists up and straight when typing.
Resting your wrists on the wrist rest or the desk
will create an uncomfortable angle making it more
difficult to move your fingers. This causes errors
and slows you down. Holding your wrists too high
has the same effect increasing the tension in the
shoulders.

Focus on Accuracy
We believe that good accuracy is the building
block of fluent typing. This is why you'll have an
accuracy target throughout the course. Your
speed will develop over time as you continue to
train and start using your typing skills on a daily
basis.




Lesson | :The Home Row

7.7 Touch Typing basics

Typing Master

Ready to Start

Just a few more tips before moving on to the first
EXercise.

Relaxed Posture

Sit up straight, elbows close to the body. Try to
keep shoulders, arms and hands relaxed to avoid
tension and discomfort.

Taking Breaks

Take breaks between exercises to relieve tension
and regain your concentration. Don't overdo
training. We recommend doing only a maximum
of two lessons a day.

Pausing an Exercise

To pause an exerase, click the Pause button.
Time will start running again once you resume
typing.

We hope you enjoy learning to type with the
Touch Typing Tutor!




Workstation ergonomics: ideal set-up

Top of monitor at
eve level or just below

Monitor roughly ——
arm's length
Back away
straglzfrt Minimal bend/
‘- s Awnsts  eeument
s ] " holder
close to
body —
Backrest © 142 ”
supporting
lowwer back
Adjustable
swvivel chair
Front of seat not pressing Feet flat on ground

on back of knees or resting on footrest




Typing Master

Touch Typing Course » Change course

Lesson 1: The Home Row 4 Typing Meter

. . . 4 Custom Review
« 1.1 Touch btyping basics 3 min.

1.2 W = me row 4 I‘rping Test

1.3 Understanding results in. 4 Games

1.4 Key dnll in. 4 Statistics
- .

4 Settings
1.6 Word drill

- ®

* Course contents

» Adjust course duration @': Typing Master
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Lesson | :The Home Row

7.2 New keys
Typing Master

In this lesson you will learn the home row :
ASDFandJKL;

Press Space to continue

s S

Space

Next

Cancel




Lesson | :The Home Row

7.2 New keys
Typing Master

Starting from the little finger, place your left
hand fingerson A, S, D and F.

Press Space to continue

H[I I J Ik L |: Enter
ift

Shi Shift

Space

Next

Cancel




Lesson | :The Home Row

7.2 New keys
Typing Master

Starting from index finger, place your right
hand fingers on J, K, L and semicolon.

Press Space to continue

AlsfiplF

Space

Shift

dimE -

hift

Next

Cancel




Lesson | :The Home Row

7.2 New keys
Typing Master

Let your thumbs rest on the space bar.

Press Space to continue

Shift Shift




Lesson | :The Home Row

7.2 New keys
Typing Master

Now your hands are in the basic position.

Press Space to continue

Back

N e -

W,

Space

Next {

Cancel

A




Lesson | :The Home Row

7.2 New keys
Typing Master

Now try typing "a" with left little finger

Back

sioF J Ik L }: Enter
Shift ' Shift

Space

Next

Cancel
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