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All Operations shown in BLUE italics 

in this Presentation 

will be demonstrated
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Base Computer

To Check Computer Hardware Specifications: Click 

Start/ R Click My Computer/ Properties/ General

n Case

Desktop, Tower or Laptop

n Processor (CPU)

History: PC, 8086 XT, 8088 AT, 286, 386, Intel 

Pentium/ Celeron, AMD Athlon/ Sempron 

n Motherboard, Power Supply, Fans

n Random Access Memory (RAM) 

n Hard Drive 

n Disk Drives: Floppy Drive (5.25), Diskette Drive (3.5), 

CD & DVD Drives

n Connectors & Cables

Parallel, Serial, USB, Phone, Ethernet
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Input Devices

n Keyboard

n Mouse or Touch Pad

n Joystick: For games

n Scanner: For scanning or copying documents or 

pictures

n Tablet: Used with CAD programs

n Digital Camera, Camcorder: For downloading 

pictures

n Modem, DSL: For Internet connection

Output Devices

n Monitor: Cathode Ray Tube (CRT) or Lithium Crystal 

Diode (LCD)

n Projector: For Group presentations

n Printer: Printing
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n Keyboard

F1 for Help, other F keys control application 

functions

F11 in My Documents, Windows Explorer & Internet 

Explorer for Full Screen

Logo key for Start 

List key for R Click Popup Menu 

Ctrl-Alt-Delete for Task Manager 

Esc to Escape or Exit Task 

Enter to accept default shaded selection 

Print Screen with Paste to insert in Paint or Open 

Program

Num Lock turns on calculator keys
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n Mouse 

L Button selects and highlights 

Continuous Multiple Selection with Shift Key

Individual Multiple Selection with CTRL Key

R Button for Popup Menu

Wheel mouse scrolls (pans when pressed in and 

thumbed)
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Operating System

History: MS DOS, BASIC, Windows 3.1, 95, 98, 

ME, XP 

Other Systems: Apple, Linux

To Check Operating Software Specifications: 

Click Start/ R Click My Computer/ Properties/ 

General

To Change Windows XP Text Size : 

Click Start/ R Click Desktop/ Properties/ 

Appearance/ Font Size/ Open List to Select 
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START MENU

DESKTOP

TASKBAR

Operation
The Desktop, Taskbar and Start Menu

ICONS
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Operation

n Desktop For Background & Screen Saver 

Options: R Click Properties

n Task Bar & Start For Task Bar & Start Options: R 

Click Properties

Click and Drag to Move

n Program Icons (Shortcuts) To add an Icon: 

Start/All Programs/ R Click Program/  Send to/ 

Desktop

n Toolbar, Notification Area

n Start Menu

n All Programs

n Run

n Search

n Help and Support

Windows 

XP



DESKTOP

Operation
Popup Menu and Properties Box

Right Click on Icon

POPUP MENU

PROPERTIES

BOX
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