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When you use computers...

• Comfortable

• Productive 

UNIVERSITY OF KELANIYA



Comfortable…
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Comfortable…
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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
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Productive...

• ? How – biggest productivity gains from touch-type.
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Typing Master

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



Klavaro
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•http://klavaro.sourceforge.net/en/index.html
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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.
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Windows 10 is the last and latest Operating 
System released by Microsoft.
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Windows 10 Overview 

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

https://www.youtube.com/watch?v=7OgETLaQko0



Win 10 logging screen

Power on the PC



After the logging

Taskbar

Start button

Search box
Task View



Start Menu & Start button



Pin/Unpin tiles

Unpin from Start

Pin to Start



Pin to Start Unpin from Start



Pin to Taskbar Unpin from Taskbar



• What is File Explorer?
It provides a graphical user interface for accessing the files and 
folders in the computer (file systems).
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• 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 

• Files icons    



This PC in File explorer

Expand/Collapse
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Exercise 1:

1. Open File Explorer 

2. Get the Details View of contents you see on the right

3. Add the Date created column

4. Close the file explorer.
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Answer :
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Exercise 2:

1. Open File Explorer again.

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

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

4. Sort the folders and files in descending order of date modified.

5. Then change the sort direction to the ascending order.

6. Group the folders and files by name.
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Answer



How to Open programs on your computer

Search              OR Select from apps



Task view



Show hidden icons and Action Center 



Settings



Shut Down



Create a folder



Copy                     &           Paste 



Search files in the computer



UNIVERSITY OF KELANIYA

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
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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



To change Background 

Personalizing your desktop



Personalizing your desktop

Exercise 5: (Change Desktop background)

Question: 

Change you Desktop background to green color.

Hint:

Right click on Desktop   Personalize



To change Display Settings 

Personalizing your desktop



Windows handling



Snap windows - Keep two windows side by side



Keep two windows side by side

Windows key + 



Keep two windows side by side

After you pressed    Windows key + 



Keep two windows side by side



Flip windows - switch between open windows.

Alt + Tab



Windows Ink Workspace



Sticky Notes





Sticky Notes
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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



Sketchpad

https://www.youtube.com/watch?v=My9dFeuOL6g
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Exercise 7 : Sketchpad

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

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

Hint: Windows Ink - sketchpad

ප ොලිස් මුරප ොල
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Security and Maintenance
• Windows Defender

• Windows Defender provides antivirus and malware protection for your 
computer
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Exercise 8 : Windows defender

Scan drive D in your computer for viruses.
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Security and Maintenance
• 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. 
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Security and Maintenance
• Windows Firewall

• By default, Windows will protect your 
Internet connection with Windows 
Firewall. A firewall prevents 
unauthorized access from external 
connections and helps protect your 
network from threats that could 
harm your computer.
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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.



Managing User Accounts and Parental 
Controls

Add a new user



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.
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Feedback

1. What did you like about this lesson?

2. What didn’t you like about this lesson?

3. What did you learn from this lesson?
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THANK YOU 
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Productive...

• ? How – biggest productivity gains from touch-type.
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Typing Master

http://www.typingmaster.com/typing-tutor/free-download.html
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Klavaro
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• http://klavaro.sourceforge.net/en/index.html
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Open Typing Master
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Lesson 1 : The Home Row

1.1 Touch Typing basics 
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1.1 Touch Typing basics 



UNIVERSITY OF KELANIYA

Lesson 1 : The Home Row
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Lesson 1 : The Home Row

1.1 Touch Typing basics 
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Lesson 1 : The Home Row

1.2 New  keys
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Lesson 1 : The Home Row

1.2 New  keys
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THANK YOU 


