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Funky Keyboard Keys
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Ergonomics
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Using a Touch Screen/Track Pad

* Pressure matters  Videos to watch at home
e Hand vs. Stylus . Ba51:c Track Pad Gestures

« One-point gestures A Eﬁsrg:nggglglf ad for

* Multi-point gestures ,

 Windows 10 Touch Screen

» Touch Gestures  Windows 11 Touch Screen

* Tap & Double Tap » Windows 10 Track Pad

* Drag » Windows 11 Track Pad

 Pinch
 Two-fingered Drag
* Three-finger Swipe


https://www.youtube.com/watch?v=6g0WpU67ekA
https://www.youtube.com/watch?v=6g0WpU67ekA
https://www.youtube.com/watch?v=Emrxl3bVq7Y
https://www.youtube.com/watch?v=Emrxl3bVq7Y
https://www.youtube.com/watch?v=Emrxl3bVq7Y
https://www.youtube.com/watch?v=08hW7aWvTKk
https://www.youtube.com/watch?v=08hW7aWvTKk
https://www.youtube.com/watch?v=8ErePABHXeM
https://www.youtube.com/watch?v=8ErePABHXeM
https://www.youtube.com/watch?v=hnPcpSLCtsg
https://www.youtube.com/watch?v=hnPcpSLCtsg
https://www.youtube.com/watch?v=dTLzx4xDFqw
https://www.youtube.com/watch?v=dTLzx4xDFqw

Windows 10 Start Menu
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Word
Excel
PowerPoint

Xbox Game Bar
3D Viewer
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Windows 10 Deskto

Desktop icons
(Still need double left click to open)

Internet Connection
Show Hidden Icons
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https://www.youtube.com/watch?v=GDKIxBr6yhI&t=13s

Windows 11 Start Menu

Pinned Allapps > | < All AppS

x _ | _
=2 - m W ® @ ®

Sty Wikipedia Word Excel PowerPoint Photos Settings

L3 | Customizable G B Q & & \

etz Microsoft 365 To Do Calculator Clock Notepad Paint

Shortcuts
- B O %
Sl File Explorer  Movies & TV Tips Shipping Tool Quicken
—
8 Sign-in options

ot -\

- Sleep
Current User

o Recommended
wu;n ‘ N Screenshot 2023-10-07 104321.png =D skills Refresher.pptx ShUt dOWﬂ
e i X ] i ago E‘ 2hago
' Restart
Start

g Angie Carns ©)

T—

2 — e - ) - 10:47 AM
BEQE (:_', $H 5, ™ | a W xT B g & & N gm0 O



Windows 11 Desktop

. —

WHEE

(RECTCICEITRPACCEsE gy

o . b))

Al AN,
Aciobet

- /K
e M

__ Desktop icons
f ,.B (Still need double left click to open)

iy byt

Desktop & Desktop
—— - \‘\ Notifications \

Q ] é (S ] > H Q w® x® & A & w B 1;;;202;3



Questions & Answers



Files & Folders - D
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Recycle Bin®  Old Utility MP900405...
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Files & Folders - File Explorer

* Ribbon

Menus
Commands

* Navigation Bar
* Navigation Pane (Tree

Clipboard Organize New Open Select

Mac OS File Handling

Select all

Select none

Histo Invert selection

# > Quick access

» Single left click to open ]

I Desktop Deskiop
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¥ Downloads
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Downloads
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Goagle Drive

=] ictures Pictures

* Main Window = =
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* Double left click to open T L

Recent files (20)

@ Onerive - Lone Star College

Windows Basics Working with Files and Folders
@ OneDrive - Personal

* Drag between drives to

I Desktop
= Documents

All About Computers - Day 6
Beginning Computer Tutorials
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Working with Windows Files



https://edu.gcfglobal.org/en/windowsbasics/working-with-files/1/
https://edu.gcfglobal.org/en/windowsbasics/working-with-files/1/
https://edu.gcfglobal.org/en/macosbasics/working-with-files/1/
https://edu.gcfglobal.org/en/macosbasics/working-with-files/1/

Right Click Everything

Open fink in new tab
Open link in new window { .

et op-u :
pointing to p-up menu with options for what
were

Open Jink in incognito window

Save link 2%

Copy link address

Save IMAge a5

For more information:

* http://angi
== git
click-way/ ech.me/2015/02/01/pop-up-me
smenuszthe-right-

Copy image URL

Copy image

Jpen jmage in new tab

Search Google for this image

Print..

O OCpen WaT scorecard

; @ ViewFile in Mew Tab
\
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http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/
http://angitech.me/2015/02/01/pop-up-menus-the-right-click-way/

Cut, Copy & Past
ut, Copy & Paste %

* Select first
* Touch, left click, or drag

« Cut or Copy
« Cut removes object/text to memory
« Copy leaves object/text in place & adds to memory

 Paste
 Select desired position
» Cursor marks the spot
* May have to move after pasting with some programs

1&

21sed

Click image to see article.


https://angitech.me/category/angies-tips-tricks/
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E-mall
Presentations

O\ Blogs < A
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Pictures Training
Tadlet

Address 8ook Spreadsheets

 WAN symbol in early network diagrams

4 - Place to store electronic data including documents,
2 pictures, email, web pages, etc. (even the kitchen sink)

* Online Apps
* Productivity Apps - iCloud, Google, Office
* Email
« Calendar

e ALL students have 1 TB cloud space in OneDrive
« Backup space

» Accessible from any computer with Internet service
» Open via myLoneStar



https://my.lonestar.edu/psp/ihprd/?cmd=login&languageCd=ENG&

Basic Search Strategies
from GCFGlobal.org



https://edu.gcfglobal.org/en/search-better-2018/introduction-to-searching-online/1/

Useful Keyboard Shortcuts

« Ctrl + S = Save (Mac users substitute Command for Ctrl)
e Ctrl + P = Print

e Ctrl + A = Select All

« Ctrl + C = Copy

« Ctrl + X = Cut (X looks like scissors or crossed swords)

« Ctrl + V = Paste
e Ctrl + Z = Undo




Annoying ACRONYMS

« HDMI - High-Definition Media Interface

« DVI - Digital Video Interface

« HDD - Hard Disk Drive

« USB - Universal Serial Bus o<
+ SIM Card - Subscriber Identification Module
« RAM - Random Access Memory

« DRAM - Dynamic Random Access Memory

» SATA - Serial Advanced Technology Attachment
« SSD - Solid State Drive

« WAN - Wide Area Network

e TechTerms.com - The Computer Dictionary



http://techterms.com/definition/hdmi
http://techterms.com/definition/hdmi
http://techterms.com/definition/dvi
http://techterms.com/definition/dvi
https://techterms.com/definition/hdd
https://techterms.com/definition/hdd
http://techterms.com/definition/usb
http://techterms.com/definition/usb
http://techterms.com/definition/sim_card
http://techterms.com/definition/sim_card
http://techterms.com/definition/ram
http://techterms.com/definition/ram
http://techterms.com/definition/dram
http://techterms.com/definition/dram
http://techterms.com/definition/sata
http://techterms.com/definition/sata
http://techterms.com/definition/ssd
http://techterms.com/definition/ssd
http://techterms.com/definition/wan
http://techterms.com/definition/wan
https://techterms.com/
https://techterms.com/

GCFGlobal.org Basics . SCFqy,

Computer Basics
 https://ledu.qgcfglobal.org/en/computerbasics/

Email Basics
 https:/ledu.qgcfglobal.org/en/topics/emailbasics/

Internet
 https://edu.gcfglobal.org/en/topics/internet/

Windows Basics
 https://ledu.qcfglobal.org/en/windowsbasics/

Mac Basics
 https://edu.qgcfglobal.org/en/macosbasics/



https://edu.gcfglobal.org/en/computerbasics/
http://www.gcflearnfree.org/emailbasics
https://edu.gcfglobal.org/en/topics/emailbasics/
https://edu.gcfglobal.org/en/topics/internet/
https://edu.gcfglobal.org/en/windowsbasics/
https://edu.gcfglobal.org/en/macosbasics/

Microsoft Office

* Microsoft Office Help
(https://edu.qcfglobal.org/en/subjects/microsoft-office/)

ORi Office 2019 & 365 ﬂ Offi C e

 Office 2016
 Office 2013

. Office 2010 wel [El 2l fog @

Office 2007, Office 2003, Office 2000, and Office XP must search list
https://edu.gcfglobal.org/en/subjects/microsoft-office/



https://edu.gcfglobal.org/en/subjects/microsoft-office/
https://edu.gcfglobal.org/en/subjects/microsoft-office/
https://edu.gcfglobal.org/en/subjects/microsoft-office/
https://edu.gcfglobal.org/en/topics/office/
https://edu.gcfglobal.org/en/topics/office/
https://edu.gcfglobal.org/en/topics/office2016/
https://edu.gcfglobal.org/en/topics/office2016/
https://edu.gcfglobal.org/en/topics/office2013/
https://edu.gcfglobal.org/en/topics/office2013/
https://edu.gcfglobal.org/en/topics/office2010/
https://edu.gcfglobal.org/en/topics/office2010/
https://edu.gcfglobal.org/en/subjects/microsoft-office/
https://edu.gcfglobal.org/en/subjects/microsoft-office/
https://edu.gcfglobal.org/en/subjects/microsoft-office/

Questions & Answers
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