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Acronym

PC -Personal computer

RAM -Random-access memory

Gb —Gigabyte

USB -universal serial bus
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Introduction to module

This module defines the competence required to operate a personal computer, including
starting the PC, logging in, using and understanding desktop icons and their links to
underlying programs, navigating a directory structure, saving work, printing, closing down

the PC and working with word processing.

This module is designed to meet the industry requirement under operate personal computer
occupational standard, particularly for the unit of competency: Operate Personal Computer

This module covers the units:

e Start and Shutdown the computer
e Access basic system information

e Navigate and Manipulate desktop environment

e Organize basic directory/ folder structure and files

e Organize files for user and/or organization requirements
e Print information

e Operate application software

Learning Objective of the Module

e Start and Shutdown the computer
e Access basic system information

e Navigate and Manipulate desktop environment
e Organize basic directory/ folder structure and files
e Organize files for user and/or organization requirements
e Print information
e Operate application software
Module Instruction
For effective use this modules trainees are expected to follow the following module

instruction:

1. Read the information written in each unit

arownN

Accomplish the Self-checks at the end of each unit
Perform Operation Sheets which were provided at the end of units
Do the “LAP test” giver at the end of each unit and

Read the identified reference book for Examples and exercise

Unit one: Start computer, system information and features
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This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics:

e Check connected peripheral devices
e Check Appropriate Input Voltage
e Switch On/Off computer power

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this module, you will be able to:

e Check connected peripheral devices
e Check Appropriate Input Voltage

e Turn On/Off computer power
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1.1. Checking connected peripheral devices

A computer is more than just another household appliance. The vast amount of information
and possibilities can be overwhelming. But you can accomplish a lot with a computer, and
using one can be a good experience. Let's walk through getting started with your first

computer.

Turning on a computer for the first time can be different from one computer to the next. Your

experience could be different from this unit. It's OK to ask someone for help.

If you're using a desktop computer, you'll need to make sure that peripheral device such as
keyboard, mouse, and monitor etc...are plugged into the computer case before you continue.
Or Review our module: connect hardware peripheral to learn more.
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1.2 OHS standards are checked Input voltage

General Safety

Safe working conditions help prevent injury to people and damage to computer equipment. A
safe workspace is clean, organized, and properly lighted. Everyone must understand and
follow safety procedures.

Follow the basic safety guidelines to prevent cuts, burns, electrical shock, and damage to
eyesight. As a best practice, make sure that a fire extinguisher and first-aid kit are available in
case of fire or injury. Poorly placed or unsecured cables can cause tripping hazards in a
network installation. Cables should be installed in conduit or cable trays to prevent hazards.

This is a partial list of basic safety precautions to use when working on a computer:
e Remove your watch and jewellery and secure loose clothing.
e Turn off the power and unplug equipment before performing service.
o Cover sharp edges inside the computer case with tape.
e Never open a power supply or a CRT monitor.
« Do not touch areas in printers that are hot or that use high voltage.
« Know where the fire extinguisher is located and how to use it.
o Keep food and drinks out of your workspace.
o Keep your workspace clean and free of clutter.

« Bend your knees when lifting heavy objects to avoid injuring your back.
Electrical Safety

Follow electrical safety guidelines to prevent electrical fires, injuries, and fatalities in the
home and the workplace. Power supplies and CRT monitors contain high voltage.

CAUTION

Do not wear the antistatic wrist strap when repairing power supplies or CRT monitors. Only
experienced technicians should attempt to repair power supplies and CRT monitors.

Some printer parts become hot during use, and other parts might contain high voltage. Check
the printer manual for the location of high-voltage components. Some components retain a
high voltage even after the printer is turned off. Make sure that the printer has had time to
cool before making the repair.

Electrical devices have certain power requirements. For example, AC adapters are
manufactured for specific laptops. Exchanging power cords with a different type of laptop or
device may cause damage to both the AC adapter and the laptop.
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1.3.  Switching On computer power

Turning on a computer

The first step is to turn on the computer. Make sure all the cables are plugged in correctly,
and locate the power button. It's in a different place on every computer, but it will have the
universal power button symbol (shown below).

Image of a power button icon

Once turned on, your computer takes time before it's ready to use. You may see a few
different displays flash on the screen. This process is called booting up, and it can take
anywhere from 15 seconds to several minutes.

Sign in to Windows

Once the computer has booted up, it may be ready to use, or it may require you to log in.
This means identifying yourself by typing your user name or selecting your profile, then
typing your password. If you've never logged in to your computer before, you may need to
create an account.

Juan Robinson

A login screen on a laptop computer
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The keyboard and mouse

You interact with a computer mainly by using the keyboard and mouse, or a trackpad on
laptops. Learning to use these devices on connect hardware peripheral. Most people find it
comfortable to place the keyboard on the desk directly in front of them and the mouse to one
side of the keyboard.

Hands on keyboard positioned in front of a computer

The mouse controls the pointer on the screen. Whenever you move the mouse across the
desk, the pointer will move in a similar manner. A mouse usually has two buttons, which are
referred to as the left button and the right button. You will often interact with the
computer by moving the mouse pointer over something on the computer screen, then
clicking one of the buttons.

Single or double clicks?

Single clicks are used more often than double clicks. If you use a single click and nothing
happens, then try a double click. If you find double clicking very difficult, you can use a
single click to select the item you want to activate, followed by pressing the Enter key.

SHOPPING CART

LOG-0OUT

Hand on mouse controlling the pointer on the screen

The keyboard allows you to type letters, numbers, and words into the computer.
Whenever you see a flashing vertical line—called the cursor—you can start typing.
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A blinking cursor in a browser's address bar

Note that the mouse pointer is also called a cursor, but it is shaped differently. The
keyboard cursor is also called the insertion point.

Shutting down your computer
When you're done using your computer, it's important to shut it down properly.
To shut down Windows,

Click the Start button, then Select Shut down from the menu (in some versions, this may say
Turn off Computer or look like the power symbol).

Documents

Sleep

Shut down

Restart

Power R

L Type here to search

Restarting and Sleep mode

You can also click the power button for more options. For example, if your computer has
become unresponsive, you can choose Restart to quickly turn it off and on again.

You can also choose to put your computer into Sleep mode. This turns off most of your
computer's processes, but it remembers which applications and files are open. It allows the
computer to start up more quickly because you won't have to wait for the operating system
and applications to load.

Note that your computer may go into Sleep mode automatically if you haven't used it for
more than a few minutes.
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O Shut down

O Restart

If you have a laptop, you can simply close the lid to put it into Sleep mode.
Waking your computer from Sleep mode

If your computer is in Sleep mode, you'll need to wake it to use it. To wake the computer
from Sleep mode, click the mouse or press any key on the keyboard.

Sign out VS switch users

If you're finished using your account, you can sign out. To do this, click the Start button,
select the current account in the top-left corner, then choose Sign out. Other users will then
be able to sign in from the lock screen.

Switch between users without signing out or closing your current apps. Switching users
will lock the current user, so you won't need to worry about someone else accessing your
account. To do this, select the current account, then choose the desired user from the drop-
down menu. You can use this same method to switch back to the other user.
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1.4. Basic functions of an operating system

Definition

An operating system is a group of computer programs that coordinates all the activities
among computer hardware devices. It is the first program loaded into the computer by a boot
program and remains in memory at all times.

Functions of an operating system

The basic functions of an operating system are:

Handles system resources such as computer's memory and sharing of the central
processing unit (CPU) time by various applications or peripheral devices

Provides file management which refers to the way that the operating system
manipulates, stores, retrieves and saves data.

Booting the computer

The process of starting or restarting the computer is known as booting. A cold boot is
when you turn on a computer that has been turned off completely. A warm boot is the
process of using the operating system to restart the computer.

Performs basic computer tasks

The operating system performs basic computer tasks, such as managing the various
peripheral devices such as the mouse, keyboard and printers. For example, most
operating systems now are

Plug and play which means a device such as a printer will automatically be detected
and configured without any user intervention.

Provides a user interface

A user interacts with software through the user interface. The two main types of user
interfaces are: command line and a graphical user interface (GUI). With a
command line interface, the user interacts with the operating system by typing
commands to perform specific tasks. An example of a command line interface is DOS
(disk operating system). With a graphical user interface, the user interacts with the
operating system by using a mouse to access windows, icons, and menus. An example
of a graphical user interface is Windows Vista or Windows 7, 8, 10, 11. The operating
system is responsible for providing a consistent application program interface (API)
which is important as it allows a software developer to write an application on one
computer and know that it will run on another computer of the same type even if the
amount of memory or amount of storage is different on the two machines.
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Handles system resources

The operating system also handles system resources such as the computer's memory
and sharing of the central processing unit (CPU) time by various applications or
peripheral devices. Programs and input methods are constantly competing for the
attention of the CPU and demand memory, storage and input/output bandwidth. The
operating system ensures that each application gets the necessary resources it needs in
order to maximise the functionality of the overall system.

Provides file management

The operating system also handles the organisation and tracking of files and
directories (folders) saved or retrieved from a computer disk. The file management
system allows the user to perform such tasks as creating files and directories,
renaming files, coping and moving files, and deleting files. The operating system
keeps track of where files are located on the hard drive through the type of file
system.

The type two main types of file system are File Allocation table (FAT) or New
Technology File system (NTFS).

File Allocation table (FAT) uses the file allocation table which records, which
clusters are used and unused and where files are located within the clusters.

NTFS is a file system introduced by Microsoft and it has a number of advantages
over the previous file system, named FAT32 (File Allocation Table).

One major advantage of NTFS is that it includes features to improve reliability. For
example, the new technology file system includes fault tolerance, which automatically
repairs hard drive errors without displaying error messages. It also keeps detailed
transaction logs, which tracks hard drive errors. This can help prevent hard disk
failures and makes it possible to recover files if the hard drive does fail.

NTFS also allows permissions (such as read, write, and execute) to be set for
individual directories and files.

What is Windows 107?

Windows 10 is the most recent version of the Microsoft Windows operating system. There
have been many different versions of Windows over the years, including Windows
8 (released in 2012), Windows 7 (2009), Windows Vista (2006), and Windows XP (2001).
While older versions of Windows mainly ran on desktop and laptop computers, Windows 10
is also designed to run equally well on tablets.

How is Windows 10 different from other versions?
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Many users complained that Windows 8, the previous version of Windows, was confusing
and difficult to use. As a result, Windows 10 looks and feels similar to older versions. Still,
it includes a lot of new features and improvements.

Start menu

Whereas Windows 8 uses the Start screen to launch applications, Windows 10 has
reintroduced a more traditional Start menu. It's also been expanded to make it easier to find
important apps.

£ Iype here to search

Microsoft Edge

This new browser is designed to give Windows users a better experience on the Web. It's
faster, more secure, and includes a lot of new features. Microsoft Edge is meant to replace
Internet Explorer as your default web browser, but you'll still be able to use another browser
if you prefer.
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For quick access, place your favorites here on the favorites bar. Manage favorites now

M= Microsoft

Search Goodwill Industries of Eastern ... n

Quick links v

Office 365 My Feed Business News Money  --- 2 Personalize

- O Type here to search

Cortana

Similar to Siri and Google Now, you can talk to this virtual assistant with your computer's
microphone. Cortana can answer questions like what’s the weather like today. Perform
simple tasks like remind you to take out the trash, and much more.

Current location forecast

_\C')’_ °F  Mostly sunny
2N Nind 3 MPH

Ask me anything
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Multiple desktops and Task view

Instead of keeping everything open on the same desktop, you can move some of your
windows to a virtual desktop to get them out of the way. And the new Task view feature
makes it easy to manage all of your open windows.

[l © Type here to search

Action Center

The new Action Center is pretty different from previous versions of Windows. For example,
it's been expanded to let you access frequently used settings, such as Wi-Fi connectivity and
tablet mode. It's also where you'll see important notifications, so if your computer receives
an update you'll get a notification about it here.
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Tablet mode

@

Night light

)

All settings

Unlike Windows 8, Windows 10 makes a clear distinction between desktops and tablets. If
you're using a keyboard and mouse with Windows 10, you'll be in desktop mode by default.
If your computer also has a touchscreen, you can go into tablet mode at any time. Tablet
users can also switch back to desktop mode if they prefer.
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1.5. Using help and support functions

Computer’s built-in help

Everyone needs to look for help sometimes. Luckily, when you want help with a computer
program, it’s usually easy to find. Most programs have a help feature somewhere, and
learning how to use it can make a big difference. You may not find everything you need, but
your computer’s built-in help is a great place to start.

Different programs integrate help features in different ways. Some are like interactive
manuals included with the program that you can open with a menu, while others are just links
to the developer’s support website. But they’re always designed with the same thing in mind:
to help you learn the features of the program and to solve problems yourself.

How to access built-in help

Most programs have one of two ways to access built-in help. For example, Adobe Photoshop
Elements has a Help menu with a variety of options. Many of these options open Adobe’s
support page in your web browser, while others access features within the program itself.

Layer Select Filter View Window Help

Photoshop Elements Help... [}
Getting Started...

Q W Key Concepts...

Support...
SELECT Video Tutorials...
gy

’3{» e Forum...

Other programs have a help button. For example, Microsoft Office 2016 has the Help tab
with a Help button to open a search.

File Home Insert Draw Page Layout Formulas Data Review View m

I] © & £

Help §Contact Feedback Show What's
Support Training New

Help

Microsoft Excel Help (F1) fx
Get help using Microsoft Office.

= - = D E F G H I
[ ]
2
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Features of a help file

Help files can be organized in a variety of ways, including as a table of contents, FAQ, or
searchable database.

When you open the help panel in Office 2016, you'll see a search box. Much like a search
engine, you type keywords in the search bar, and it will display topics relevant to the
keywords you entered.

Help X

& R AP column width

El Adjust column width

1. Select the column or columns that you want to change and
select Home, then go to Cells > Format.

2. Under Cell Size, select Column Width.

3. In the Column Width box, enter a value and select OK.

Was this helpful? Yes No

Results for "column width"
E Change the column width and row height

E Change the column width or row height in Excel

The table of contents for Mozilla’s support page is a broad list of categories. Clicking any of
these hyperlinks will lead to a list of narrower topics and specific help articles. There’s also a
search bar to help you.

Support ?
GetHelp  Volunteer Sign In/Up

Search Support

Popular Searches: Firefox Accounts VPN Tracking Protection

Get Help

Pick your product
. Firefox Firefox for Android Firefox for i0S
Web browser for Web browser for Android Firefox for iPhone, iPad
Windows, Mac and Linux 2 smartphones and tablets &  and iPod touch devices

Although built-in help can be useful, it may not always have the information you want. If you
can’t find what you’re looking for or don’t understand what you've found, you can usually
ask someone you know, do a Google search, or contact support staff. It can take a little extra
time and effort, but learning how to find solutions on your own is a valuable skill—and you’ll
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get better at it with practice.
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Self-check-1

Test-1 Matching
Instruction: select the correct answer for the give choice. You have given 1 Minute for each
question. Each question carries 2 Point.
A B
--------- 1. cold boot A. A'is the process of using the operating system to
restart the computer.
--------- 2. warm boot B. is when you turn on a computer that has been

turned off completely

--------- 3. Command line C. is the process of starting or restarting the
interface computer
_________ 4. Booting D. window vista

E. disk operating system

Test-11 Fill in the blank
Instruction: Fill the correct answer for the give blank space. You have given 1 Minute for
each question. Each question carries 2 Point.

1. When the computer booting up it require and

2. mouse pointer is also called a

3. is a group of computer programs that coordinates all the activities

among computer hardware devices
4. Keyboard cursor is also called
5. A computer Booting up, and it can take anywhere from seconds to several

minutes.
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Operation Title: change power option
Purpose: Changing the power options of your computer
Instruction: Follow the instructions below to change power option
Tools and requirement:

Step 1.  This operation sheet

Step 2.  Learning guides,

Step 3.  Personal computer
Precautions:

Procedures in doing the task.

Step 1. Open the Control Panel.

Step 2. Select Power Options.

Step 3. Have a look at the different options and plans available. Select a
plan/options which will conserve energy.

Step 4. Close the Power Options Window.

Operation Title: How to Set our computer to Hibernate or Standby
Purpose: Set our computer to Hibernate or Standby
Instruction:
Tools and requirement:
1. This operation sheet
2. Learning guides,
3. Personal computer
Precautions:
Procedures in doing the task.

Step 1. Click on the Start Menu.

Step 2. Select Shut Down.

Step 3. A Dialog box will appear with a drop down list. Select from the drop
down list Hibernate or Standby.
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Lap Test 1 — Instructions

Task1  Apply OHS

Task 2  Check all peripheral device plug in correctly
Task 3  Start the computer

Task 4  Shut down computer

Task5  unplug an used peripheral
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This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics:

e Create and customize desktop icons

e Select, open, and close desktop icons

¢ Manipulate application windows
This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Create and customize desktop icons

e Select, open, and close desktop icons

¢ Manipulate application windows
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2.1. Create and customize desktop icons

Desktop

Once you've signed in, the first thing you'll see is the desktop. You can think of the
desktop as the main workspace for your computer. From here, you can view and
manage your files, open applications, access the Internet, and much more.

A desktop may also refer to any of the following:

o Adesktopis a term commonly wused to describe adesktop
computer or system unit.

o When referring to an operating system or GUI (graphical user interface),
the desktop is a system of organization of icons on a screen. The Microsoft
Windows desktop was first introduced with Microsoft Windows 95 and
included with every version of Windows since then. The image below is an
example of the Microsoft Windows 10 desktop.

Windows 10 Desktop

ComputerHope.com

#03AM

.Q..:‘x@@u © 79F soy A SR W6 00,

Start button \ Windws Notification Area /

Taskbar icons Time & Date
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In this example, there are no icons on the desktop, and the wallpaper is a blue screen
with the Windows 10 logo. Also, the taskbar is at the bottom of the desktop and
contains the Start, taskbar icons, Windows Notification Area, and the time and date.

What icons and items are found on the Windows desktop?

Some of the most commoniconson the desktop include those for My
Computer, Recycle Bin, your Internet pbrowser (e.g., Internet Explorer), and My
Documents. On the Windows desktop, you can find the Windows Start menu through
the Start on the taskbar, and the Windows Notification Area.

The date and time are also shown on the desktop, in the notification area on the
taskbar. If the date and time are incorrect, you can change the date and time from the
desktop.

Icons are used to represent the different files, applications, and commands on your
computer. An icon is a small image that's intended to give you an idea at a glance of
what it represents, like a logo. Double-clicking an icon on the desktop will open that
application or file.

Screen Shot
2015-0...3:15 pm WORDWIZARD

Mida Chat iy 11:12-14.pdt

Screen Shot — / -
20150..3:05 pm

A button is a command that performs a specific function within an application. The
most commonly used commands in a program will be represented by buttons.
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Menus are organized collections of commands and shortcuts. Click a menu to open it
and display the commands and shortcuts within. Then click an item in the menu to
execute it.

suean|_ ¢

When you open an application or folder, it is displayed in its own window.
A window is a contained area—Ilike a picture within a picture—with its own menus
and buttons specific to that program. You can rearrange multiple windows on the
desktop and switch between them.

www.goldiesfabfinds.com

SHOPPING CART

MY ACCOUNT

A Picz Editor 4000

Page 29 of 109 Ministry of Labor and Operate Personal Computer Version -1

Skills ' Aug, 2022
Author/Copyright




||Il¢ QMG MUt ULNEC

Ministry of Labor and Skills
Sort by desktop icons

The icons on the desktop can be sorted so it is easy to find them. This is a good way to
group programs together that you use a lot. The long way to do this is to drag each
icon with the mouse to a place on the desktop. A quicker way to sort by icons is to let
the computer do it for you.

The icons will sort themselves neatly in alphabetical (A-Z) order. You can also sort
them by type, size or date.

Sort desktop icons by Name

This sort will place all your program shortcuts together, and sorted alphabetically;
then, display all the folders on your desktop, also displayed in alphabetical order; and,
finally, all the files on your desktop, themselves also sorted according to their file
name.

Sort desktop icons by Size

This is a useful sort to find all the large files on your desktop, especially if you are
running out of space and are looking for the large files you can either delete, or move
to an external drive. Since Windows 7 will show the smallest files first, do the same
sort again to see the largest files sorted first.

Tip: when you sort your desktop icons by size, folders will not be sorted according to
the size of their content; rather, they will be sorted next to program shortcuts, which
like folders take virtually no space on your desktop (or hard drive). Keep in mind that
some folders may take huge amount of disk space, depending on their content!

Sort desktop icons by "Item Type' (File Type)

Sorting files on your desktop by item type is a very simple way to quickly find a file,
whose name you forgot, but whose type you remember (it was a PDF, an Word
document...) This is also a useful way to sort desktop icons to file them in folders
based on their type (we find this a good organization, since we usually remember the
types of most files). Obviously, closely related files should be stored inside a common
folder, regardless of their type.

Sort desktop icons by ""Date Modified™ (Date Last Modified)

Sorting files on your desktop by date last modified means that you can easily find the
latest files you worked on, or find a particular file whose name you forgot (since you
often remember when you last worked on that file).

Hide or show desktop icons

Like previous versions of Windows, some of desktop icons are visible by default in
Windows 10: this means that when you minimize all programs and see your desktop,
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all icons are displayed. But you can also hide your desktop icons, and show them back
again any time you want. If you accidentally hide your desktop icons, or if a prankster
who has access to your computer has hidden them, this lesson explains how to quickly
and easily show your desktop icons again.

Advantage hide desktop icons
1. Windows starts faster when desktop icons are hidden

2. Hiding your icons gives you a bit more privacy in a public environment

Desktop shortcuts

Some of the icons are automatically placed on the desktop when Windows is installed.
You can also create shortcuts. Shortcuts are icons that represent files, folders or
programs. They are really only a link to the real file or program. In other words, they
are like a nickname that stands for a person's real name.

All shortcuts have a little arrow in the lower-left corner of the icon. This indicates
that the icon is a shortcut.

Any file, folder or program on your computer can be a shortcut. They do not use up
much room on your hard disk.

It is a good idea only to make useful shortcuts. They should be used for the files or
programs that you regularly use.
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2.2. Selecting, opening, and closing desktop icons

Opening applications

You'll open applications like you would from the desktop—just click or tap the
desired app to open it. If you don't see the one you want, select all apps to see a full
list of applications. In this example, we'll open Microsoft Edge.

Working with multiple apps

When you open an app in tablet mode, it will take up the entire screen. If you want to
open another app, select the Back or Start button near the lower-left corner.

This will take you back to the full-screen Start menu so you can open another
application. If you want to see all of your open apps, press the Task view button near
the lower-left corner, then choose the app you want.
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If you want to use more than one app at the same time, you can use the Snap feature.
To do this, drag the top of an app all the way to the right or left side of the screen.

The app will snap into place. You can then choose another open app to fill up the

other side of the screen.
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Closing apps

There are two ways to close an app in tablet mode. The first option is to use the X in
the upper-right corner, which is the same way you'd close an app on the desktop.

B | © Zion Nationa! Park (US. Nations X | = = A “

& C https://www.nps.gov/z ndex.ht S o 2

_!, National Park Service

National Park

Zion  uw

ALERTS CALENDAR  RESERVE
Plan Your Visit v Learn About the Park v Getinvolved v A. g

Utah's First National Park

Follow the paths where ancient native people and pioneers walked. Gaze up at massive sandstone cliffs of cream, pink, and red that

yon. Zion's unique array of plants and animals will enchant you

as you absorb the rich history of the past and enjoy the ex of present day adventures

National Park Service
U.S. Department of the Interior
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The other method is to press and hold the top of the app, then drag it all the way to
the bottom of the screen to close it.

Use Keyboard Shortcuts
Here is a selection of some of the most common:
e Windows key + E opens File Explorer
e Ctrl + N opens a new File Explorer window of the same folder.
e Ctrl + W closes the window.
e Ctrl + D selects the address bar.
e Ctrl + F selects the search box.
e Ctrl + Shift + N creates a folder.
e Alt+ Up goes up a folder level.
e Alt + Right/Left goes forward or back.

Am | required to use tablet mode?

If you don't like tablet mode, you don't have to use it. To return to desktop mode, open
the Action centre, then choose Tablet mode to deselect it. Keep in mind, though, that
some things may be more difficult to select in desktop mode if you don't have a
keyboard or mouse to use with your device.
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2.3.  Manipulating application windows

An application—also known as a program—is a type of software that allows you
to complete tasks on your computer. Windows comes with many built-in applications
you can use. For example, if you want to browse the Internet, you can use Microsoft
Edge (or Internet Explorer if you're using Windows 8 or earlier).

Windows 10 divides applications into two different types: Windows apps and
Desktop apps.

Windows apps run from the Start screen and include the apps you have already
interacted with. Desktop apps (also called programs) are run from the Desktop.
Desktop apps include any applications which are independent of Windows 10. For
example, if you install Microsoft Office products such as Word or Outlook, these will
be Desktop apps.

Desktop apps also include some of the Windows programs. For example Paint is a
basic art program which is included with Windows 10 as a Desktop app.

Working with windows

Whenever you open a file, folder, or application, it will appear in a new window. You
can have multiple items open at the same time in different windows. You'll use
windows all the time, so it's important to know how to switch between open windows,
how to move and resize windows, and how to close windows when you're done using
them.

Parts of a window

You'll see the same three buttons in the upper-right corner of almost every window.
These buttons allow you to perform several functions, including these below.

e Click the Minimize button to hide the window. The window will be minimized
to the taskbar. You can then click the icon for that window on the taskbar to make
it reappear.

— a X

s ©
e Click the Maximize button to make the window fill the entire screen.

O X
N

e If the screen is maximized, the Maximize button will be temporarily replaced by
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the Restore button. Just click it to return the window to its original size.

— X
k. e
o Click the Close button to close the window.
= O q
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Self-check-1

Test-1 Matching

Instruction: select the correct answer for the give choice. You have given 1 Minute for each

question. Each question carries 2 Point.

......... 2. Desktop
_________ 3. taskbar
--------- 4. button

A.
B.

Test 11: Short Answer writing

B

Is the main workspace for your computer

it can be found the bottom of the desktop

within an application

. Is a command that performs a specific function

used to represent the different files, applications,

and commands

Displays general info about your PC

Instruction: write short answer for the given question. You are provided 3 minute for each

question and each point has 5 Points.

a. Write two advantage of hiding desktop icons?

b. What is application?

c. What is shortcut?
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Operation sheet 2.1 Create and customize desktop icons

e Operation Title: Add Commonly Used Icons to Desktop

Purpose: Add Commonly Used Icons to the Desktop easy to access
Instruction: Follow the procedures below
Tools and requirement:

1.  This operation sheet

2. Resource files

3. Window 10 operating system install pc

Precautions:

Procedures in doing the task.
Step 1. Right-click anywhere on the desktop and click “Personalize.”
Step 2. This will open the Personalization section of the Settings app.
Step 3. Then, click on “Themes.”
Step 4. Now, click on “Desktop icon settings.”

Step 5. You can check the boxes next to the icons you want on the desktop, then
click “Apply” and “OK” to make the changes.

Step 6. If you want to remove icons, you can go back to the Desktop Icon
Setting and either uncheck the boxes next to the ones you want removed
and click “Apply,” then “OK” to save the changes.

To change desktop Icon
Step 7. Clicking “Change Icon....” on “Desktop icon settings.”

Step 8. Then, you can select a new icon and click “OK.”
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a Operation sheet 2.2 Create and customize desktop icons

e Operation Title: hide and show Desktop Icons

Purpose:

how to hide/show icons from your desktop

Instruction: Follow the procedures below

Tools and requirement:

1.  This operation sheet
2. Resource files

3. Window 10 operating system install pc

Precautions:

Procedures in doing the task.

To hide desktop Icon

Step 1. Right-click empty area on the desktop

Step 2. Click on the View submenu

Step 3. Choose "Show desktop icons" - Windows 10 now

displays a checkmark next to this menu item, indicating
that icons are now visible. When you click on Show
desktop icons, two things will happen: Windows will
hide your desktop icons, and also remove the checkmark
to the menu item.

To Show desktop icon

Step 1. Right-click empty area on the desktop
Step 2. Click on the View submenu

Step 3. Choose "Show desktop icons™
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Operation sheet 2.3 Create and customize desktop icons

e Operation Title: Manually sort your desktop icons (files and folders)
e Purpose: You can sort your desktop files and folders (icons) by Name, by Size, by
Item type, or by Date modified.
e Instruction: Follow the procedures below
e Tools and requirement:
1. This operation sheet
2. Resource files
3. Window 10 operating system install pc
e Precautions:

e Procedures in doing the task.
Step 1. Right-click empty area on the desktop

Step 2. The desktop context menu will open: click on the "Sort by"
submenu

Step 3. The submenu expands, and offers four choices: you can sort your
desktop files and folders (icons) by Name, by Size, by Item type,
or by Date modified. Choose your sorting order, and Windows 10
will re-arrange your desktop icons based on the sort order you
picked:

Tip: when you choose to sort your desktop icons one way, it will first sort
them in ascending order (A-Z, from smallest to largest, etc.) But if
you then follow the same steps, and choose the same sorting order

once more,
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\ Operation sheet 2.4 Manipulating application windows

e Operation Title: open, minimize, maximize, restore, move and close window

application

e Purpose: open and close window application

e Instruction: Follow the procedures below

e Tools and requirement:

e Precautions:
e Procedures i

Starting Applic

Desktop applications are often started from the Start screen. If you have

1.  This operation sheet
2. Resource files
3.

n doing the task.

ations

Window 10 operating system install pc

installed programs, you may see icons for them on the Start screen.

Other applications can be launched from the Start screen by using the

X § A

Excel 2013 Access 2013

pd N

Publisher 2013 OneNote 2013

Search function and searching for the application to open.

Important Note

Even if a Desktop application is opened from the Start screen, it still needs to be
launched from the Desktop. When you open a Desktop application from the

Start screen, you will note that the Desktop will open as well.
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Task 1. Open window application
1 click on the Start.
2  Type: Paint. The Paint application will be located.

The Paint application will open.

Note that Paint opens in a window with the Desktop displayed behind it
4 Leave Paint open for the next Step.

Task 2. Working with the Minimize Button

1  Using Paint, click on the Minimize button -= in the top right corner of the
window.

The Paint window will display as a button at the bottom of the screen on the Taskbar.

2 To restore Paint, click on 1‘._.'__5_,/:' on the Taskbar. The Paint window will be
displayed as
You left it before it was minimized.

3 Leave Paint open for the next Task.

Task 3. Working with the Maximize Button

For this exercise it is assumed that your window starts as the default size (i.e. not
maximized). If your Paint window is maximized (fills the whole screen) click on the
= Restore Down button before continuing with the Task.

1. Using Paint, click on the Maximize button®=  The Paint window will expand to
display fully on screen.

2. Note that the Maximized button has changed to display the Restore Down

button -

3. Click on the Restore Down button to change the window back
to its former size.

4. Leave Paint open for the next Task.
Task 4. Resizing a Window Using the Mouse Pointer

1. Using Paint, position the mouse pointer at the right edge of the window, as
shown below. The Mouse pointer will change to a double-headed arrow.
- oIEE
0
EEEEN EEEE
. u

Edit
colors
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2. Click and drag the mouse pointer to the left to decrease the width of the window.
Then click and drag to the right to increase the width.

Note that the same technique can be used to increase or decrease the height of the
window.

3. To resize the window both vertically and horizontally, position the mouse pointer
in the lower right corner of the window. Click and drag the mouse pointer
diagonally away from the window to increase the size.

100% (=) +\
b

4. Resize the Paint window to its original size.
5. Leave Paint open for the next exercise.

Task 5. Moving a Window
1. Using Paint, click on the Title bar at the top of the window.
2. Holding down the left mouse button, move the window around the screen.
3. When the window is in the desired location, release the mouse button.
4. Leave Paint open for the next exercise.

Task 6. Close Button

The Close buttoflldll is used to close windows and exit programs.

1 Click on the Close buttoill# to close the Paint program.

Notepad

Notepad is a program supplied with Windows which allows you to
create simple text documents.
Task 7. Open Notepad
1. Click on the Start buttor‘Ea at the bottom left corner of the Desktop
to display the Start .  ©

2. Start typing Notepad.

3. With selected, press Enter to open Notepad.
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4. Leave Notepad open for the next exercise.
Menus

Some windows contain a menu bar at the top of the screen instead of a
Ribbon. Clicking on an item on the menu bar will display a drop-
down menu. These menus provide access to features found within the
application. Notgjpad has five pull-down menus.

File Edit Format View Help

Task 8. To save, open and new

1  Using Notepad, click on the word File on the Menu bar. A drop-
down menu will display different options, e.g. New, Open, Save.

2  Click on the word File on the Menu bar again to turn off the drop-
down menu.

3 Leave Notepad open for the next Task.

Task 9. Dialog Boxes

When we refer to a menu item in this book, it will appear in brackets, e.g. [File]. The
next word after this will be the menu option that you are to select, e.g. choose [File]

Page Setup means to click on the File menu and select the Page Setup option.

Task 10. Page setup

1. Using Notepad, choose [File] Page Setup. The Page Setup dialog box will

display.
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Lap Test 2 — Navigate and manipulate desktop environment

Task 1
Task 2
Task 3
Task 4
Task 5
Task 6
Task 7

Task 8

Task 9

Task 10

Create word file in desktop name it file01

Open the file

Practice sizing, moving, maximizing and minimizing a window.

Rename file01.docx to file02.docx.

Create a folder in and name it TestFolder on desktop.

Move file02.docx to TestFolder.

Open a window showing the contents of the testfolder

Open another window that shows the contents of TestFolder (You will

have two windows open now. Make sure file extensions show.)

Size the windows so that you see the contents of both on the screen.
Make sure you can see all of the folders in the full path in both open

windows.

Print the entire screen utilizing Word. Type your name and Printout 2 at

the top of the page.
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Unit Three: Organize basic directory/ folder structure and files

This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics:

This guide will also assist you to attain the learning outcomes stated in the cover page.

Create directory

Identify directory attributes

Copy, and move subdirectories and directories
Rename, hide/show subdirectories and directories
Access subdirectories and directories

Create and open documents

Save, print and close documents

Specifically, upon completion of this learning guide, you will be able to:

Create directory

Identify directory attributes

Copy, and move subdirectories and directories
Rename, hide/show subdirectories and directories
Access subdirectories and directories

Create and open documents

Save, print and close documents
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3.1. Organize basic directory/ folder structure and file

What is folder/Attributes?

Folders are a way of organizing your files so that it is easy to find them. This is
similar to a paper filing system. In a paper filing system documents are organized into
folders that describe what is in them. For instance a folder called Power Bills will
include gas and electricity bills and payments. A folder called Stationery would
contain stationery orders, bills and catalogues. It is important to give files and folders
names that you and other members of staff can easily recognize.

What are File Attributes?

File attributes are pieces of information associated with every file and directory that
includes additional data about the file itself or its contents. They can exist in only one
of two states — Set or Cleared; similar to an on or off state. Attributes can be in files,
directories, volumes and certain system objects. They are used by the operating
system and software applications to define file system behaviour.

How are File Attributes Used?

File attributes are pieces of information associated with every file and directory that
includes additional data about the file itself or its contents. They can exist in only one
of two states — Set or Cleared; similar to an on or off state. Attributes can be in files,
directories, volumes and certain system objects. They are used by the operating
system and software applications to define file system behaviour.

Commonly Used Attributes
A byte stores the attributes of a file, with each specific attribute assigned to a bit of a
byte. To enable a certain attribute, the system will assign a ‘one’ to the corresponding
bit, which represents the ‘On’ state. (These are referred to as flagging or setting the
attribute).

Below are the descriptions of each attribute:

o Read-Only (R): Read-Only attribute will prevent software programs from
saving changes to a file.

This is useful if you want to write protect a file. Note that a Read-Only file
will not prevent it from being deleted.
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o Hidden (H): A file marked with the hidden attribute will be hidden from
view under normal viewing conditions.

o System (S): A file or directory used exclusively by the operating system
which should not be altered or deleted.
o Directory (D): This attribute is tagged to folders or sub-folders to

differentiate them from files.

o Archive (A):  This bit is used by software applications that modify files as
well as backup software as a “communication link”. Some backup software
(for example SyncBackPro and SyncBackSE) allows incremental backups by
the user, which only backs up files that have changed since the previous
backup. When the backup software archives or backs up the file, it resets the
archive bit (tagging it zero or Off). Any software that subsequently make
changes to the file is expected to set the archive bit. Thus when the backup
software runs the next time, it will be able to identify the modified files by
analysing the archive bits, and backs up those files with the modified bits.

Note that certain programs may modify the files without marking the archive
attribute. If the backup software uses incremental backups to backup these files, it will
rely on the software to set the bit appropriately. It is therefore important to note that
you should not rely solely on this setting to ensure critical files are backed up.

]

). New folder Properties

General | Sharing | Secuty | Previous Versions | Customize

| New folder

Type Fle folder
Location C:\Usars\Admin\Deskacp

Saze 0 bytes

P
Szeondisk. Obytes Advanced Attributes [
" a 0Fas
el Uhiee. 0 EI i, Choose the settings you want for this folder.

. When you dick OK or Apply on the Properties dialog, you wil be

Crested Today. July 13, 2012, 5.50:41 PM asked if you want the changes to affect all aubfolders and fies
‘ as wel.
Atributes Read-only (Only apphes to files in folder) Archive and Index attributes
Hdden _ Advanced Folder &5 ready for archiving s
/ ! Allow flles in thes folder to have contents indexed in addtion to fie
properties

Compress or Encrypt attributes

Compress contents to save disk space

OK Cancel y Encrypt contents to secure data
oK || cance
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Self-check-1

Test-1 Matching
Instruction: select the correct answer for the give choice. You have given 1 Minute for each
question. Each question carries 2 Point.
A B
""""" 1. Read-Only (R) A. Used exclusively by the operating system which
should not be altered or deleted.
--------- 2. Archive (A) B. This bit is used by software applications that
modify files

""""" 3. Hidden (H) C. Prevent software programs from saving changes
_________ 4. System (S) to a file.

D. Hidden from view under normal viewing
conditions.

E. Tagged to folders or sub-folders to differentiate
them from files.

Test I1: short Answer writing
Instruction: write short answer for the given question. You are provided 3 minute for each
question and each point has 5 Points.

1. What are File Attributes?

2. What is folder?
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\ Operation sheet 3.1 Organize basic directory/folder structure

e Operation Title: Crate, rename, copy, move, delete, restore file/folder

e Purpose: crate, rename, copy, move, delete, restore file / folder

e Instruction: Follow the procedures below

e Tools and requirement:

1.  This operation sheet
2. Resource files
3. Window 10 operating system install pc

e Precautions:

Procedures in doing the task.

Task 1. Create folder/ file

Step 1.
Step 2.
Step 3.
Step 4.

Step 5.

Open the drive or folder where you want to create a folder.
Right-click a blank area of the window, and then point to New
Click New folder.

With the New Folder name selected, type a new name.

Press Enter.

Or press Ctrl + shift + N

Task 2. Moving a file/folder

Step 1.
Step 2.
Step 3.

Step 4.

Step 5.

Step 6.

Find the folder you want to move.
Right click on the file/folder
Select Cut from the shortcut menu that appears

Open the folder where you want to place it (make sure this is created
first)

Right click on an empty space on the screen or File/folder you want to
past

Click on Paste from the menu

Task 3. Copying a file
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If you want to keep a file in its original location and also a copy in a new location,
follow these steps:

Step 1.
Step 2.
Step 3.
Step 4.
Step 5.

Step 6.

Find the file you want to copy

Right click on the file

Select Copy from the shortcut menu that appears

Open the folder where you want to place it (make sure this is created first)
Right click on an empty space on the screen

Click on Paste from the menu

Task 4. Naming and renaming files

You name a file at the same time that you create it. File names can contain up to 255
characters (any keystroke on a keyboard). They can have spaces, commas, and
semicolons and can be in upper and lower case. However, files cannot contain the
following characters: You can rename files at any time. This is useful if you decide
the name is not easy for other people to identify.

Follow these steps to rename a file/folder:

Step 1.
Step 2.

Step 3.

Step 4.

Go to file/folder you want to rename and right click on it
Click on Rename from the shortcut menu that appears

Type the new name on top of the old name. As you type the old name
will disappear

Press Enter or click outside the file/folder

Task 5. Deleting files file/folder

Follow these steps to delete a file:

Step 1.
Step 2.

Step 3.

Right click on the file you want to delete
Click on Delete from the shortcut menu that appears

If you have saved a file on to the desktop you can delete it by dragging
it to the Recycle Bin using the mouse

Task 6. Restoring deleting file/folder
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There might be an occasion when you send a file to the Recycle Bin by mistake, not
realizing that you might still need that file for some reason. Sometimes you might not
have kept a copy on file and so need to restore it (get it back).

Follow these steps to restore a file/folder that is in the Recycle Bin:

Step 1.
Step 2.
Step 3.
Step 4.

Step 5.

open Recycle Bin icon on the desktop

Find the file/folder you want to restore

Right click on the file/folder you would like to restore

Click on Restore from the shortcut menu that appears

The file is restored in its original location.
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Lap Test: 3 Instructions

Task 1: Create the following folder structure

A. Create the following directory structure inside my documents

ABC
COLLEGE

Furniture

Carpentery Bambo

m

Auto Engine
)

Auto
Electric

B. show the location/path/ of Auto Engine folder
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This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics:

e Use system browsers/search

e Access files

e Selecting, opening and renaming files
o Copy/ move files

¢ Deleting and restoring files

e Erasing and formatting disks

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Use system browsers/search

e Access files

e Selecting, opening and renaming files
e Copy/ move files

e Deleting and restoring files

e Erasing and formatting disks
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4.1. Organize user files

What is a file?

There are many different types of files you can use. For example, Microsoft Word
documents, digital photos, digital music, and digital videos are all types of files. You
might even think of a file as a digital version of a real-world thing you can interact
with on your computer. When you use different applications, you'll often
be viewing, creating, or editing files.

Files are usually represented by anicon. In the image below, you can see a few
different types of files below the Recycle Bin on the desktop.

- ]

RecycleiBin

0 e r

@over: lletter. Nathan-Ande Presentation Presentation
rson-Unsplas Aldio Video
h

File Explorer

You can view and organize files and folders using a built-in application known as File
Explorer (called Windows Explorer in Windows 7 and earlier versions).

To open File Explorer, click the File Explorer icon on the taskbar, or double-click
any folder on your desktop. A new File Explorer window will appear. Now you're
ready to start working with your files and folders.
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Home Share View

v 4 ¥ > Quick access

# Quick access

@ OneDrive ‘

= This PC

¥ 3D Objects

I Desktop :
| Documents

& Downloads b

D Music :

» Pictures

! Videos

<. Local Disk (C)

28 items 1 item selected

Ll O Type here to search

Common Windows file extensions

v Frequent folders (7)

Downloads
This PC
*

Pictures

This PC
»*

Photos

This PC\Documents

Work
This PC\Documents

Search Quick access

Documents
This PC
b g

Desktop

This PC

Recipes
This PC\Documents

Windows file names have two parts; the file's name, then a period followed by the
extension (suffix). The extension is a three- or four-letter abbreviation that signifies
the file type. For example, in letter.docx the filename is letter and the extension is
docx. Extensions are important because they tell your computer what icon to use for
the file, and what application can open the file. For example, the doc extension tells
your computer that the file is a Microsoft Word file.

File Extension

AVI

BAT

.BMP

.CSV

.DOC or .DOCX

.EXE

.GIF

.HTM or . HTML

JPG or JPEG

.MDB

.PDF

.PNG

.PPT or .PPTX

File Type

Multimedia Audio/Video

PC batch file

Windows Bitmap

Comma separated, variable length file (Open in Excel)
Microsoft Word for Windows/Word97
PC Application

Graphics Interchange Format

Web page source text

JPEG graphic

MS Access database

Acrobat -Portable document format
Portable Network Graphics

PowerPoint
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.PSD Adobe PhotoShop
.RTF Rich Text Format
TIF TIFF graphic

ASCI|I text (Mac text does not

TIXT contain line feeds--use DOS Washer Utility to fix)
WAV Windows sound

XLS or .XLSX Excel spreadsheet

ZIP PC Zip Compressed Archive

Common places to look for files

If you're having a difficult time finding a file, there's a good chance you can find it in
one of the following places:

o Downloads: By default, your computer will place downloaded files in a specific
folder, known as the Downloads folder. If you're having trouble finding a file you
downloaded from the Internet, such as a photo attached to an email message, this is
the first place you should look. To view the Downloads folder, open File Explorer,
then locate and select Downloads (below Favorites on the left side of the window). A
list of your recently downloaded files will appear.

¥ v s | Downloads = m] X
)
« v 4 ¥ > ThisPC > Downloads v. | D Search Downloads
A Name Type
# Quick access
Last week (2)
@ OneDrive B excel2016_formattingcells_practice
v ®WThisPC @ Solar System
B 3D Objects Earlier this month (1)
I Desktop Last month (2)
s Documents Earlier this year (4)
> ¥ Downloads A long time ago (3)
J‘ Music
*= Pictures
B videos v < >

12 items =

o Default folders: If you don't specify a location when saving a file, Windows will
place certain types of files into default folders. For example, if you're looking for a
Microsoft Word document, you could try looking in the Documents folder. If you're
looking for a photo, try looking in the Pictures folder. Most of these folders will be
accessible on the left side of the File Explorer window.
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Bl M = | Documents - a X
Home Share View v @
« v 4 5 > This.. > Docu.. > v O O Search Documents
Name Type Size
v 5 Quick access
Home File folde
¥ Downloads »* '
- Photos File folder
= Documents @ * . ~
Recipes File folder
== Pictures * School Documents File folder
I Desktop Work File folder
Photos @ Cover Letter Microsoft Word Document
Recipes o Groceries_Budget_March Microsoft Excel Worksheet
Work
> @ OneDrive
v BThis PC v <

>
7 items = e

o Recycle Bin: If you deleted a file by mistake, it may still be in the Recycle Bin. You

can double-click the Recycle Bin icon on the desktop to open it. If you find the file
you need, click and drag it back to the desktop or to a different folder.

% | Recycle Bin Manage

Home Share View Recycle Bin Tools

4 & > Recycle Bin > v 0
A
# Quick access n‘.
¥ Downloads

CakeRecipe Very Berry

* Documents 4 s Cupcakes
= Pictures
Il Desktop

Photos

Recipes

Work
@ OneDrive

= This PC v

3items 1item selected 8.20 MB

Tips for finding files
If you're still having trouble finding the file you need, here are some additional tips.

e Try different search terms. If you're using the search option, try using different
terms in your search. For example, if you're looking for a certain Microsoft Word
document, try searching for a few different file names you might have used when
saving the document.

e Open the last application used to edit the file. If you know you used a certain
application to edit a file, open that application and select File > Open > Recent from
the menu. The file may appear in the list of recently edited files.
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Word Sign in @ ® ? - O >4

@ Pacant £ Search

Documents Folders

’\Q i
Q Shared with Me [ Name
@ OneDrive Finoed
Pin files you want to easily find later. Click the pin icon
file.
Other locations
— Last Week
4 This PC
E@ m>  Art Club Interest Letter - July
] DrtClubnteres
L ocuments » Home
@ Add a Place
B Browse

Searching for files

Let's say you recently downloaded a few photos that were attached to an email
message, but now you're not sure where these files are on your computer. If you're
struggling to find a file, you can always search for it. Searching allows you to look
for any file on your computer.

To search for a file:

In the Search Box next to the Start button, type to search for a file. The search results
will appear above the search box.

Bringing your files with you

When you're working on a document or other computer file, you can always save it to
your computer's hard drive. Sometimes, you may want to bring your file with
you using USB drive and open it on a different computer.

USB drive: USB or flash drives are small, removable hard drives that plug into
the USB ports on your computer. They are relatively inexpensive and can be
purchased at any store with an electronics section.

Using a USB drive

USB or flash drives are portable, making it easy to carry your important files and
documents with you wherever you go. USB drives have different amounts
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of memory, or storage space. Those with more memory allow you to store more (or
larger) files. It's helpful to know that photo and video files generally take up more
space than written documents.

What is formatting?

Formatting is the process of prepping a storage device, like a hard drive, solid-state
drive, flash drive etc, to store information. It creates a filing system that organizes
your data and allows you to maximize the space for your files. It’s typical to format a
drive when a new operating system is going to be used or additional space is required.

There are two types of formatting on a USB drive:

« Quick format: Deletes the file system table and the root folder. This option is
frequently used for USB flash drives to efficiently free up the available space to
transfer or store other files. It’s not the most secure way to delete your files
because the data may still be recoverable with data recovery tools.

« Full format: Will scan for bad sectors and write zeros in all sectors, which
deletes all data permanently. This action can take a long time, depending on the
capacity of the drive.

File system options

When formatting your drive, it’s important to understand the different formatting
options available for your ideal use. The file systems most commonly used in USB
flash drives are:

o FAT32 is a common option you’ll hear because it’s recognised by both Mac
and Windows operating systems, but it offers no security and caps files at 4GB
in size. Most USB flash drives will have a FAT32 file system out-of-box. It is
the most compatible file system for older/modern computers (PC and Mac) plus
gaming consoles and other devices with a USB port.

o eXFAT is the ideal file system for USB flash drives. It doesn’t have the 4GB
file size limit and it’s compatible with most Windows and Mac operating
systems. Older operating systems might require an update to properly read and
write to a USB drive with an exFAT file system.

o NTFS format is the file system Windows likes to use by default for internal
drives running the operating system or used as a secondary storage drive. It has
a much larger max file size but is read-only on Mac OS X (unless you install a
third party NTFS read/write utility).

o Mac OS Extended is the native solution for Mac users and has the max file size
of any of them. Only use this option if the drive will only be used in Mac OS.
Windows will not detect this file system without a third party utility.

There are tools available to use NTFS on a Mac (Fuse) or HFS on PC (HFSExplorer).
Another option, for those who use both Windows and Mac OS regularly, is to
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partition your hard drive and have a portion of the drive formatted for each OS.
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Self-check-1

Test-1 Matching

Instruction: select the correct answer for the give choice. You have given 1 Minute for each

question. Each question carries 2 Point.

w >

m o 0

n

Test I1: short Answer writing

B

PC application
Power point

Multimedia Audio/Video

Acrobat -Portable document format

Windows sound

Excel spreadsheet

Instruction: write short answer for the given question. You are provided 3 minute for each

question and each point has 5Points.
c. Whatis File?
d. What is USB drive /flash

e Operation Title: Formatting drives in Windows

e Purpose: formatting USB drives
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e Instruction:

Follow the procedures below

e Tools and requirement:

1.  This operation sheet
2. Resource files

3. Window 10 operating system install pc

e Precautions:

Procedures in doing the task.

Step 1.
Step 2.
Step 3.
Step 4.

Step 5.
Step 6.
Step 7.
Step 8.
Step 9.

Step 10.
Step 11.

Page 67 of 109

Insert a USB drive into a USB port.

Open File Explorer.

Click on This PC from the left pane.

Under the "Devices and drives" section, right-click the flash drive and
select the Format option.

Use the "File system™ drop-down menu and select the preferred option.
In the "Allocation unit size" drop-down menu, use the default selection.
In the "Volume label” field, confirm a drive name that will appear in
File Explorer. For example, KingstonUSB.

Under the "Format options" section, select the Quick format option or
don’t depending on the use case.

Click the Start button.

Click the Yes button.

Once format is finished, the USB flash drive will be all set to store

documents, pictures, videos, and other files on the removable drive.
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\ Operation sheet 4.2 Organize user files

e Operation Title: Search files/folder
e Purpose: search file by name and extension name
e Instruction: Follow the procedures below
e Tools and requirement:
4.  This operation sheet
5.  Resource files

6.  Window 10 operating system install pc

Precautions:

Procedures in doing the task.
Searching

File Explorer contains a search tool which can be used to search for files/folders that contain
certain text, were created on a certain date, are of a particular type, etc.

Searching from File Explorer

The Search box is located at the right of the Address bar in the File Explorer screen.

Search box
“ Home Share View 0

(© v 1 2l » ThisPC » Documents v ¢ Search Documents p o]

To perform a basic search, select the folder or drive you wish to search in the Navigation
Pane, enter a search term into the Search box and press Enter.

Task 1. Search files
Step 1. 1 Open File Explorer Navigation Pane.
Step 2. 2 Click in the Search box at the top right of the window.
Step 3. 3 Type file name you want to search: e.g. Hawkesbury.

Step 4. As you start to type, any documents that contain the text being entered will be
listed.
m = Hawkesbury Explorer holidays

The Hawkesbury 3 er has no other cruising equivalent in Australia. For mile after
mile, it winds its way through beautiful ... The Hawkesbury Explorer Cruise costs...
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Step 5. You can get your file easily Click on the Cancel button in the Search box to
cancel the search.

Step 6. Leave File Explorer open for the next Task
Task 2. Search by extension name
Search Tools can be used to perform more complex searches.
Step 1. Open File Explorer Navigation Pane.

Step 2. Click in the Search box. The Search Tools Search tab will be added to the
Ribbon. Check the Search Ribbon is displayed.

Step 3. In the Search box type .docx. This is the file extension given to Microsoft
Word documents.

Step 4. All documgnts with this extension will display.

Step 5. Click on the Cancel button in the Search box.
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Lap Test: 4 Instructions

Task 1 Search all word file from my document

Task 2 Format USB drive
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This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics:
e Create word document
e Change the Basic Setting of Documents
e Use Mail Merge
e Insert Tables and Images

e Select Basic Documents Print Settings

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Create word document

e Change the Basic Setting of Documents

e Use Mail Merge

e Insert Tables and Images

e Select Basic Documents Print Settings
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5.1. Creating word document

Open Word 2016 from the computer desktop. On the Welcome page, note the various
popular templates available. Click “Facet design (blank)” template for a full description.
Click “Create” to open a document in this particular style.

Aa Title o Title Title

W Cpen Uther Documents:

Sk documen R T ome casin fillank Fcst ceslge: i

B
[
'
.
1
i
(Il

Maport clasin [blank [EF B tiruses P L et plirre

/ Word 2016 Welcome Page

Word 2016 Templates

Microsoft Word 2016 Interface
The way the tools and menus are organized in Word 2016 is known as the user interface.

You will learn about The Ribbon, Quick Access Toolbar, File Menu and other key parts of
Word.

The Ribbon

The Ribbon runs along the top, contains all the Word tools, and is organized into three
parts:

e Tabs —represent a general activity area
e Groups —show related tools (commands) together
e Commands — a button, expandable menu, or a box for entering related information

Click the various Tabs: observe how the Groups and Commands change based on the
selected Tab
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Tabs

INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW

“0A A Aa-

Trebuchet M5 ~f{32

B I U ~ax x [{i-%-

Font

|
Groups Commands Diagram of The Ribbon and its parts

Quick Access Toolbar

The Quick Access Toolbar is above the Tabs and has commands used most often,
including “Save”. Place the mouse arrow over each icon (do not click) to see the name
and use for each icon. You may customize the commands in the toolbar if you click the
black arrow at the end of the toolbar.

The Undo command “takes back” any changes made to the document. For example, type
“Undo” in the blank document you have open, then click Undo in the Quick Access Toolbar.
Undo keeps track of actions by sequence; if you accidentally erase (change) data in your file,
click Undo right away to get it back. On that note, it is important to “save early and save
often.” (See “Saving Your Work” on page 5.)

Save Undo _ Quick Access Toolbar
BIH[S-]|C D Qa & V
FILE HOME INSERT DESIGN PAG

File Menu

The File Menu contains actions at the file level. Click the blue “File” tab to the far left of
the tabs. What you’ll see is the “backstage” area. From here, you can create a New document,
Open an existing one, Save changes to the current document, Save As a different file with a
different name, Print the current document, and other options. Click the “back arrow” at the
top to exit the backstage area.

Title Bar, Help Menu, Ribbon Display Options

The Title Bar shows the name of the program and the name (title) of your document.
(Top-most bar in program window.) A new document has a temporary title, Documentl, until
you “Save As” with a different name. To the far right on the Title Bar is the Help Menu and
Ribbon Display options.

The Help Menu has articles on using the software. Not sure how to perform a certain action
or where to find a command? Click the question mark icon to browse Help articles, or search
for specific topics.
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Ribbon Display Options allow you to see more or less of the Ribbon and the work area, as a
result.

Take a moment to locate and explore these features in the Word program window.

I Help Menu l I Ribbon Display Options I

Title Bar
Documentl - Word 2E|- & X
f~--—-- Auto-hide Ribbon
Hide the Ribbon. Click at the top
3BbCcDc AgBbC( AaBbCcC of the application to show it.
Vo Spac... Headingl  Subtitle e Show Tabs
Show Ribbon tabs only. Click a

Styles
tab to show the commands.

Show Tabs and Commands

]

= Show Ribbon tabs and
commands all the time.

Using Tools in Word
Start learning about word processing by working in a Microsoft Word 2016 document.
Save Your Work

To make sure you don’t lose your work on a document, you should “save early and save
often.” Let’s start by saving the document you have open in Word 2016:

1. Click the blue File Button near the Tabs.

2. Click Save As. This option is for saving, or naming, a file for the first time.
You may create different versions of a file by “saving as” a new name.

3. Click “My Documents” folder. Select your folder

4.  Name file “My Practice Document”. Generally, choose a name that is easy
to remember.

5. Click Save.
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Save As

ﬁ, OneDrive
E:I Computer

+ Add a Place

tl Computer

Recent Folders
My Documents
Desktop

Browse
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5.2. Changing the Basic Setting of Documents

Get Ready for Typing

The main workspace in Word resembles a piece of paper on your screen. Note the vertical
blinking line, the cursor, near the top left of the paper. Cursor and mouse pointer shape offer
hints in Word.

The Cursor

The cursor indicates where text will appear as you type; it also indicates font size for that
spot. Earlier, you created a document from the “Facet design (blank)” template on the
Welcome Page. Note the size of the cursor next to the word “Title”. What is the font size
value for the word “Title”? (Look toward the Font Group in the ribbon.)

Now move your mouse pointer in front of the word “Heading” and left-click once. This
moves the cursor. Note the cursor size and font size value in the font size box. What is the
font size value?

Mouse Pointer Shape

You may have noticed the mouse pointer changes shape as

you move to different areas in Word. The two most common
shapes indicate different functions. The mouse pointer arrow is
for clicking commands, or buttons in general. The mouse

=V
:_I

pointer text tool (I-Beam) is for selecting text or positioning
cursor for typing. You will use the document you have open Mouse pointer arroy
now to practice using various key Groups and Commands in the

Word Ribbon. Let’s select and change text in your document.

Keyboard Shortcuts

These shortcuts are a handy way to use the mouse less. Activate them by holding down one
of the Ctrl (Control) keys on the keyboard and tapping the corresponding key. For some
shortcuts, you have to highlight the text first. Follow your instructor’s directions to apply
these shortcuts to a document (if Paragraphs document is still open, use it as an example or
write a few new sentences on a blank page).
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Ctrl+ P print

Crtl+ A selectall
Ctrl+ C copy
Ctrl+V paste
Ctrl+ X cut

Ctrl+ N opens new window/document

Ctrl+5 save

Ctrl+Z undo
Ctrl+Y redo

Ctrl+ B bolds text

Ctrl+1  italicizes text
Ctrl+ U underlines text
Ctrl+]  enlarges text by one size

Ctrl + [ decreases text by one size

Ctrl+ E centers text

Ctrl+ L  aligns text to the left
Ctrl+ R aligns text to the right

Selecting Text
Selecting text to make edits is an important word processing skill. A common way to select
text is:

1. Place mouse pointer text tool next to the text. In this case, place it next to next to
“T” in “Title”.

2. Press the left mouse button.
Drag it across the text.
4. Let go of the left mouse button.

Notice “Title” is selected (highlighted). Go ahead and type “My Practice Document”.
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Selecting Lines and Paragraphs

To select a complete line of text (use paragraph in your B E S O

practice document): HOME  INSERT  DESIGN
[~y

1. Place mouse pointer arrow in left margin next to line of text TrebuchetMs-|32 -/ A A

(arrow will point to the right). S \.-4.; X, o | f

2. Left-click once to select that line of text. pboard [

To select several lines or a paragraph:

Italic (Ctrl+1)

talicize your text.

1. Place mouse pointer arrow in left margin next to line of
text (arrow will point to the right).

2. Press (hold down) the left mouse button.

3. Drag to the end of the paragraph.

4. Let go of the left mouse button.
Next, you will use commands from the ribbon to edit text you have selected.
Home Tab
The Home Tab has the groups of commands that people use most often.

Font Group

The Font Group contains commands that change the appearance of the font. Font is the set of

characters (letters, numbers, punctuation, etc.) in a particular style. For example, the

document you created from the “Facet design” template on the Welcome page uses

“Trebuchet MS” font, but you can still use the font commands in your document.
Here’s how to italicize text
1. Select the word “Practice” in the document title.

2. Click italics icon in Font Group (see screenshot).

TIP: Italic, like Underline, is used to emphasize words or sentences in text, and book and
movie titles. Though italics are more common, you can use either in your documents, but use

one consistently throughout.

Notice Word automatically capitalized the first word in the sentence. If you want each word
capitalized, as a title or header normally is, you may do it word by word or simply use
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Change Case.

To use Change Case command:

1. Select “How to use this template”.

2. Click “Change Case” command.

3. Click “Capitalize Each Word” in menu.

Aa~ | A S [A] =~

TIP: A general rule to make changes to text is first select the text and then click the command
button of your choice. You may change font size or style before you start typing, too. Look in

the Font Group to see the font and size that will appear when you begin to type.

Take a moment to read the paragraph in your practice document under “How To Use This
Template”. You will use some commands from the Styles Group and Paragraph Group under

the Home Tab.

Style Group

A document created from a template, like the one you opened earlier (Facet design blank),
has predesigned styles for different parts of the document, such as

paragraphs and headers.

To apply a different paragraph style:

1. Select paragraphs under “How To Use This Template”.

2. Click “More” button in Styles Group.

3. Click “Emphasis” command.

The text remains selected. You may continue modifying, including Undo, if

NFind -

you wish. To de-select, press left arrow (cursor placed at beginning of text), right arrow
(cursor placed at end of text) or click in an area outside the selection.

To create a new heading (section):
1. Click “More” button in Styles Group.

2. Click “Heading 1.

3. Type “Learning more about the home tab”.

4. Press “Enter” once.

5. Type “The Home Tab contains the following Groups:”

6. Press “Enter” once.

You now have a new header and introductory sentence. You will use commands from various
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groups at various times, so don’t be surprised that you will use a command from the
Paragraph Group next.

To create a bulleted list:

1. Click “Bullets” command in Paragraph

GI’OUp. The Home Tab contains the following Groups:
1 Clipboard
2. Type “Clipboard”. .
P P « Font
« > * Paragraph
3. Press “Enter” once. e Styles i
. Editing our dac t header and bulleted list w

4. Re-create list pictured to the right
5. (Repeat step 2 & 3 for each word).
6. After last item in your list, press “Enter” twice.

Bullets are good for general lists of items. A numbered list is good for steps in a procedure or
order. The steps to make a numbered list are the same, except the icon for
numbering is

-

TIP: For style or space, explore decreasing indent space for lists. Bullets or numbers
automatically indent to set lists apart from regular text. But if you like the style of left &= 3=
margin alignment, the bullets or numbers set the list apart from the text sufficiently.

Clipboard Group
The Clipboard Group has the commands to do “copy and paste” and “cut and paste”.
Before you start:
1. Make a new sub-heading in your practice document.
a. Use “Heading 2” style from Styles Group.
b. Type “Clipboard Group”.

C. Press “Enter” once.
2. Type two sentences on one line.

a. “I want to live in a warm place. | am moving

to Hawaii.”
FILE HOME Il
To Copy and Paste text:
Ry
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1. Select the text (the line of text you just typed).
2. Click “Copy” icon in Clipboard Group.
3. Move cursor to area where you want to paste (right arrow, then “Enter” once).
4. Click “Paste” icon in Clipboard Group.
To Cut and Paste text:
1. Select the text (the sentence “I am moving...”). Click “Cut” icon in Clipboard Group.

2. Move cursor to area where you want to paste (at beginning of first sentence on same
line).

3. Click “Paste” icon. Can you think of a scenario where you might choose one
command (Copy, Cut) over the other?

TIP: Use keyboard shortcuts to save a little time. When you place the mouse pointer arrow
over a command without clicking, a floating box appears with the command name, keyboard
shortcut in parenthesis and a brief description.

FILE HOME INSERT DESIGN
ﬁ - -
| 1] TrebuchetMs~-|10 ~| A A

Paste . B J U -abe x, x* (-2

Clipboard Font

Copy (Ctrl+C)
Put a copy of the selection on the

Clipboard so you can paste it

Paragraph Group

The Paragraph Group includes commands to adjust — v i— v ime | = = gL
line and paragraph spacing and alignment. Line ’ ] - 1 ®
spacing refers to when the text you’re typing has + .
reached the end of the line and moves down to the -
next line automatically. Paragraph spacing refers to
any time you press the “Enter” key to start a new
paragraph.

Paragraph
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5.3. Mail Merge

Mail merge is a tool which allows you to create form letters, mailing labels and envelopes by
linking a main document to a data source. It is the process of combining a list of data with a

template.
The mail merge process involves the following:

e The Main Document — contains the text and graphics that are the same for each
version of the merged document.

e Data Source — a file that contains the information to be merged into a document. For
example, the names and addresses of the recipients of a letter.

Mail Merge — Form Letters
1)  Open Word and create a new blank document

2)  Type the letter with all needed text and formatting, leaving room for the data from
the data source (example: name, address, etc.)

3) Click the Mailings tab
4)  Click Start Mail Merge
5)  Click Step-by-Step Mail Merge Wizard

[ dH i & =

Wiew  Developer  Endbate X5

File Home  Developer  Insert Design layout  References  [JSHI

Emvelopes Labels  Stan hadl sedect
Menge = Recipienas ©

L 1

The Mail Merge task pane appears on the right of your screen. Note there are 6 steps.

Step 1. — Select Document Type

1) Click Letters for the document type
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2) Click Next: Starting document

Step 2. — Select Starting Document
1) Click Use the current document under Select starting document
2) Click Next: Select recipients

Step 3. — Select Recipients

The recipients can come from either an existing Excel file, an Access table or you can create
a new list in Word.

If Using an Existing List:
1) Click Use an existing list under Select recipients
2) Click Browse
3) Select the file
4) Click Open
5) Select the worksheet tab name that contains the data

6) Click OK (Mail Merge Recipients opens showing the file data)

7) Click OK

Mail Merge Recipients

This is the kst of recipaents that sl b used in wolr misge, Use the opbions below o add o o drangs your ke, Lk the

chisckbomes bo add oF remove recpents From the menge, When vour 65 i ready, cid OF.

Dists Spans [ | Lot Hame = | Fust Hame w | fuddhmes Line 1 w | fiddess Lins 2

Frienids i I: Cherg Jud 5 Main Frest

frmnde nck [# | Smit Paber 11 Fpple Lane

friznds mdb [+ ‘olps Juie: 7 Ml Fireet

£ ¥

[k Soamce Raefire recipient st

Trireds s 4l sort,.
L [ -
A e b,
7] Eingd reopient,
¥ dalitn scdresses. ..
e ]
8) Click Next: Write your letter
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If Creating a New L.ist:
1) Click Type a new list under Select recipients
2) Click Create

3) Click Customize Columns to modify the list of fields

Mew Address List |- ]
Type recipient wfcrmation in the 1able. To add mare eniries, cick Mew Entry,
Title: w Fistidame  |LastMame | Company_. - |AddressLi. » | AddressLi. - | Ciy - |S‘h.|ln

4) Delete any unnecessary field names and/or add new ones

5) Click OK

@

Customize Address List [ 7

Bield Mames

S [ ades

First Marmie - = 1
Last Mame
Company Mame
Address Line 1 ’
Address Line 2 Bename...
Caty

State

P Code

Country or Region
Home Phone
Wark Phone
E-mail Address

Delete

- Move Down

i O Cancel

6) Begin typing records, hitting TAB to advance to the next field and to continue
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adding new records

New Address List 7 [
Type recipient information in the table. To add more entres, click Mew Entry.
| Title: - | FirstNama  |LastName -« |Company, - |Addmessli, - |Addiessli. « |Ciby - | State
=] N
| F i ¥
Hew Entry Eind...
[eelete Entry Custarmge Colurmmni... oK Cancel
7) Click OK
8) Click Save

The recipients list will be saved as a separate file as a Microsoft Access file type. It is saved
in the My Data Sources folder. It is recommended to save the file in this folder.

9) Click Next: Write your letter

Step 4. — Write Your Letter

1) If including an address, click the location in your document where the address data
will be inserted

2) Click Address block...
3) Select the address elements you want included

4) Click OK

Operate Personal Computer
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Insert Address Block ﬁlﬁl
Spacify address elements Presdem
[#] Tneert pecipient’s name in this farmat; Here is a preview from your recipient lst:
Jash ~ AR BN
Jush Randall .
Jash ). Randal Ir, [ w—
Randal Ir 10 Park v
05 Landall Ir.
Joshisa O Randall . b Denville, NI 07834

[¥] Insert postal address:

Correct Prablems

IF berres in your address block are missing o ouk of ondar, use
Match Fields bo identify the correct address elsments fram your
mailirg list.

[#] Format address accoeding bo the gestination country,region

Lo J[ cone |

The field name will look like this: <<AddressBlock>>

The address block will insert the following fields including any necessary punctuation: First
Name, Last Name, Company, Address 1, Address 2, City, State, Postal Code. If your fields
do not match the ones listed above or you are not using address fields, click More items...

5) Click on the field from the list
6) Click Insert
7) Click Close
The field name will look like this - «First Name»
8) Repeat this step until all fields have been inserted.
Remember to put spaces and punctuation where needed.
9) Click Next: Preview your letters
Step 5. — Preview Your Letters

Here is where you can preview the first page with the fields filled in. Click Next: Complete
the merge

Step 6. — Complete the Merge
1) Click Print to send directly to the printer
2) Click Edit individual letters to create a new file

Remember to save your document as you go. The next time you open your document and
click on Step-by-Step Mail Merge, the data source file will be attached.
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Mail Merge — Labels

1)
2)
3)

4)

Create a new blank document
Click the Mailings tab
Click Start Mail Merge

Click Step-by-Step Mail Merge Wizard

Step 1. — Select Document Type

1)

2)

Click Labels for the document type

Click Next: Starting document

Step 2. — Select Starting Document

1)  Click Use the current document
2)  Click Label options under Change document layout
3) Choose the label style you are using
4)  Click OK
 aomon =5

Prinar information
Continuos-fied pristers
@ Page privics Tray |Default tray [ Aubomabically Sehec -
Label ninmuation

Label gendors: | Avery LIS Leter =

Prochict rgmber Label infarmatian

E150 hiuilifeg Labiéli = Tipe: Easy Peed address Labeks
Hight: 1
S151E hddrets Labels
5162 Easy Peel Addness Labels Lt e
5153 Shippinegy Labels Page fzee &5 w11
518 Shipping Labels =
Detals Hew Label O Cancel
5)  Click Next: Select recipients

Step 3. — Select Recipients

1)
2)
3)
4)

5)

Click Use an existing list under Select recipients (or you can create a new list)
Click Browse

Select the file

Click Open

Select the worksheet tab name that contains the data
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6) Click OK
7)  Click Next: Arrange your labels

Step 4. — Arrange Your Labels

1)  Click in the first label box and click on either Address block or More items to

insert the data fields

2)  Click Update all labels to include the fields on all labels

3)  Click Next: Preview your labels

L AP T

wAddressBloks] #Next Retords abear Records
sMext Records wNext Records aMext Records
uMaxt Recorde uMaxt Recorde aMext Recards

uMext Records ubant Records abext Records

Step 5. — Preview Your Labels
Here is where you can preview the labels.
Click Next: Complete the merge
Step 6. — Complete the Merge
Click Print to send directly to the printer
OR

Click Edit individual labels to create a new file
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5.4. Inserting Tables and Images

Insert Tab

The Insert Tab commands insert different elements into your document like tables and

illustrations.

Tables Group

You may choose preformatted tables or add the number of rows and columns you want. For
this exercise, you will create a 3x5 table to track DVD’s on loan to friends.

To insert a table into your document:

1. Click the Add a Table icon under the Insert Tab.

2. Select a 3-column, 5-row area in the grid.

3. Left-click when you are ready to insert the table.

Apply a Table Style

1. Click into the table to activate the Table Tools tab.

2. Choose a new design from the Design Tab.

Complete table as shown below:

List of DVDs on loan

Batman
Harry Potter
Elf

_ Chicago

Action
Adventure
Comedy
Musical

INSERT DESIGN PAGE

(-

Table Pictures Online Shapes
l Pictures

du5 Table

LI
LI
|

Lisa
Carlos
Jess
Tim

TIP: Sort the list of DVDs to locate them easier (imagine if you had a longer list). Click into
the table to activate. Under the Layout tab, click Sort to sort by title (you could also sort by
name if you wanted to know who had what movies).

Ilustrations

The Illustrations Group has commands to insert pictures, shapes, charts, and more.
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How to insert a shape

1. Click the Shapes button in the Illustrations Group

2. Click the first shape (Explosion 1) in Stars and Banners.

3. Place mouse pointer (cross) in a blank area.

4. Click and drag your mouse to “draw” the shape.

5. Let go of the mouse button when finished.
How to add text to a shape

1. Place mouse pointer arrow in shape area.

2. Click right mouse button once.

3. Click “Add Text” from menu.

4. Type “Hello”.
How to move a shape

1. Place mouse pointer over shape.

2. Look for cross-like move arrow tool.

3. Click and drag your shape to a new spot.
How to re-size a shape

1. Click into the shape.

2. Look for squares around the frame.

3. Click and drag a frame square.

a. Drag a corner out to enlarge proportionally.

Steps for inserting other types of illustrations are similar; try inserting another illustration on

your own.
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Word Help

The Help Menu is an excellent resource for learning how to use software. Click the question
mark icon near the top right corner of any Office 2016 program window to

Access Help content.

Word Help - -

% oM A | Search online help 2

Popular searches

Resurne Tabde of contents  Header
Watermark Word count Line Spacifidg
Labels Pail menge Margins

Getting started

Whats (3 umeas

L L
Help Menu icon New C
] GSee what's newy Keyboard shoricuts Get free raimirg
Basics and beyond
71 - & X v
| . E 2 | W
Microsoft Word Help (F1)
Learn Ward basics Use Word Web App  Tips for tablsts
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5.5. Selecting Basic Documents Print Settings

Word offers a variety of page layout and formatting options that affect how content appears
on the page. You can customize the page orientation, paper size, and page
margins depending on how you want your document to appear.

Page orientation

Word offers two page orientation options: landscape and portrait. Compare our example
below to see how orientation can affect the appearance and spacing of text and images.

e Landscape means the page is oriented horizontally.
o Portrait means the page is oriented vertically.

To change page orientation:
Step 1.  Select the Layout tab.

Step 2. Click the Orientation command in the Page Setup group.

File Home Insert Design Layout References Mailings Review View Desig
@ DW IE "= Breaks - Indent Spacing
- ; D ] f['|Line Numbers~ 2= Left 0" - I: Before: 0 pt -
Margins Orientation Size Columns L —= "
= = b = = bt Hyphenation = =# Right: |0" - +=After |Opt -
Page Setup Ia Paragraph ]

Step 3. A drop-down menu will appear. Click either Portrait or Landscape to change
the page orientation.

File Home Insert Design Layout References Mailings Review  View Desig
@ Dnﬂ IE '#Ereaks* Indent Spacing
D EfDLinENumbers* e 2 - "= Before: Dpt
+ P

Margins Orientation Size Columns L —=
= - - bc Hyphenation= = =% Right: 0" - |+=After |[0pt

4 F 4 ¥

up a Paragraph P

L--%Dbpomah R T T T R TR S R R BT S SR SRR SR B
DLanclscapE

Step 4.  The page orientation of the document will be changed.
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Page size

By default, the page size of a new document is 8.5 inches by 11 inches. Depending on your
project, you may need to adjust your document'’s page size. It's important to note that before
modifying the default page size, you should check to see which page sizes your printer can
accommodate.

To change the page size:
Word has a variety of predefined page sizes to choose from.
Step 1.  Select the Layout tab, then click the Size command.

File Home Insert Design Layout References Mailings Review View
@ DW IE "= Breaks - Indent Spacing
- B i ED Line Numbers~  2=Lleft |0 I: Before: |0 pt
Margins Orientation = Sze  Columns - n=
- - - I} - bc Hyphenation= = =% Right 0" += After |0 pt

4 F 4 ¥

Page Setup Ta Paragraph Ta

Step 2. A drop-down menu will appear. The current page size is highlighted. Click the
desired predefined page size.

File Home Insert Design Layout References Mailings Review View

D'@ e "= Breaks - Indent Spacing
O 0

: . : . Line Numbers= 2= Left 0" 2 2= Before: Dpt .
Margins Orientation = Size  Columns - g = -
= = - - bt Hyphenation - =# Right: 0" - p=Aften  Opt -
Letter Paragraph P
L --E--I:Ig.j"xﬂ" T T T S UR P S
B>
8.5" x 14" I}
I:I Executive
7.25" x 10.5"
. A4 :
I:I _ o EASE JOIM US FOR GROVE PUBLICATIONS
8.27" ¥ 11.69"

Step 3.  The page size of the document will be changed.
To use a custom page size:
Word also allows you to customize the page size in the Page Setup dialog box.

Step 1.  From the Layout tab, click Size. Select More Paper Sizes from the drop-

down menu.
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File Home Insert Design Layout References Mailings

00

Margins Orientation = Size

L g

[ S T O e R e A

Step 2.

Step 3.

Page 95 of 109

% 'H Breaks ~ Indent

i(line Numbers = 3=Left 0"
Columns o -
- bC Hyphenation~ = =& Right 0" .

R

Letter - Paragr
25" 11" EN——"

Legal
8.5"x 14"

Executive
7.25" x 10.5"

Ad
8.27" x 11.69"

3E JOIM US FOR €

Ad
5.83" x 8.27"

B5 UIS) A NN
716" x 10.12"
Envelope #10

412" 595" IO I.I DA

Envelope DL
4,33" x 8.66"

Envelope C5
6.38" x 0.02" COCKTA

Envelope B5 FOOD, DRINK, .
6.93" x 9.84" WILL BE |

Envelope Monarch
3.88"x 7.5 DECEME
A6 5PM -
413" % 5.83"

CAPITAL CLU
Double Japan Postcard Rotated |~ 1790 MADI

More Paper Sizes... I}

The Page Setup dialog box will appear.

Adjust the values for Width and Height, then click OK.
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Page Setup

fargins Paper Layout
Paper size:

Custom size w

4k

Width: |5

4k

Height: |7]

Paper source

First page:

Automatically Select
Printer auto select
Manual Feed Tray

e ———
Default tray (Automatically Select

Dther pages:

Automatically Select
Printer auto select
Manual Feed Tray

e e —
Default tray (Automatically Select

5et As Default

Tray 1 Tray 1

Tray 2 Tray 2

Tray 3 Tray 3

Tray 4 Tray 4
Preview

Apply to: |'Whole document |~

Cancel

Print Options...

Step 4.  The page size of the document will be changed.

Page margins

A margin is the space between the text and the edge of your document. By default, a new
document's margins are set to Normal, which means it has a one-inch space between the text
and each edge. Depending on your needs, Word allows you to change your document's

margin size.

To format page margins:

Word has a variety of predefined margin sizes to choose from.

Step 1.  Select the Layout tab, then click the Margins command.
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File Home Insert Design Layout References Mailings Review  View Desig
@ DW IE "= Breaks - Indent Spacing
- ) D ] f['|Line Numbers~ 2= Left 0" - I: Before: 0 pt -
Margins Orientation Size Columns L —= "
= Ib = = = bt Hyphenation = =# Right: |0" - +=After |Opt -
Page Setup I Paragraph a
Step 2. A drop-down menu will appear. Click the predefined margin size you want.
File Home Insert Design Layout Refd
@ D-‘l‘ IE "# Breaks =
z[ 7 Line Mumbers =
3 ¢ Line Numb

Margins Orientation Size Columns

- - - -

be Hyphenation =

Last Custom Setting ra
Top: 03" Bottorm: 0.3 |, ., . . .-
Left: 035" Right 0.33"
Mormal
Top: 1" Bottom: 1"
Leftt 1" Right 1"
MNarrow
Top: 05" Bottom: 0.5" iT APPLI
Left: 05" l} Right 0.5"
Moderate
Top: 1" Bottorm: 1" MATION
Left 073" Right 0.73"
Wide
Top: 1" Bottom: 1"
Left  2¢ Right 2"
Mirrored
Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"
Inited States?
Office 205}3 Default ) sicted of a felon
Top: 1 Bottorn: 1
Leftt 125" Right 1.23"
MENT

Custom Margins

Custom Margins...
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Step 3.  The margins of the document will be changed.

To use custom margins:

Word also allows you to customize the size of your margins in the Page Setup dialog box.

Step 1. From the Layout tab, click Margins. Select Custom Margins from the drop-

down menu.

File Home Insert Design Layout

il R

Margins Orientation  Size

- - -

L
*— BEreaks -

%D Line Numbers -
Columns a
> bc Hyphenation ~

Last Custom Setting F
Top: 0.3" Bottom: 0.3" |, ., . . .-
Left: 0.35" Right: 0.35"
Mormal
Top: 1" Bottorn: 1"
Left: 1" Right: 1"
Marrow
Top: 0.5 Bottom: 0.5" T APPLI
Left: 0.5" Right: 0.5"
Moderate
Top: 1" Bottom: 1" MATION
Left: 0.75" Right:  0.7%'
Wide
Top: 1" Bottorn: 1"
Left: 2" Right: 2"
Mirrored
Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"

Inited States?
Office EUEJB Default ) sicted of a felon
Top: 1 Bottom: 1
Left: 1.25" Right: 1.25"

MENT

Custom Margins... l}

Custom Margins

Step 2.  The Page Setup dialog box will appear.

Step 3.  Adjust the values for each margin, then click OK.
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Page Setup ? >

kargins Paper Layout

kargins
Top: 75 = Bottom: 75 =
Left: 75 = Right: 79 =
Gutter: o = Gutter position: Left b
Orientation
Al
Portrait  Landscape
Pages
Multiple pages: Marmal B
Preview

Apply to: |Whole document |~

5et As Default Cancel

Step 4.  The margins of the document will be changed.

Alternatively, you can open the Page Setup dialog box by navigating to the Layout tab and
clicking the small arrow in the bottom-right corner of the Page Setup group.
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File Home Insert Design Layout References Mailings Review  View Design
@ Iib\:l" [E '# Breaks - Indent Spacing
- D - fILine Numbers~ | 2= Left: |0 : I: Before: |0 pt - —
Margins Orientation Size Columns o — —{| Positi
> = = = bt Hyphenation - =€ Right: | 0" - |+= After |0 pt .
Page Setup Paragraph P
L '%'51' Page Setup
D Don't see what you're looking for?
= —E Check out the full set of page
== formatting options.
EMPLOYMENT APP

Printing Documents
To access the Print pane:

Step 1.  Select the File tab. Backstage view will appear.

Horme Insert Design Layout References
- —
t . . L4
- Century Gothin |12 - | A A Aa~- &9
Copy
Paste I U - abex, X° - W . A -
- ¥ Farmat Painter = : A L
Clipboard P Font P

Step 2. Select Print. The Print pane will appear.

Page 100 of 109 Ministry §|i 'II_Iabor and Operate Personal Computer Version -1
s Aug, 2022
Author/Copyright




Ny oy, 56 BUAT RLNBC
I Q MINISTRY OF LABOR

AND SKILLS

Step 3. Click the buttons in the interactive below to learn more about using the Print
pane.
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Word2016_Printing_Practice - Word ? - O X

Javier Flores

Copies: |1 = -
(-]
=
Print
Printer | AP
Lexmark MX310dn
‘% Ready i
Printer Properties
Settings Westbrook-Parker
Print All Pages -
|rD The whole thing Monthly Report
Pages : JANUARY 20156
Print One Sided
Account E Only print en one side of th... "
Ooti —  Collated -
pROE ||=|:||D 1.23 123 123

D Portrait Orientation -

|:| Letter .
8.5"x 11"
@ Marmal Margins .
Left 1" Right 1"
D 1 Page Per Sheet -

FegRsn 1 [ofs » 35% — —4 + [

Preview Pane
Here, you can see a preview of how your document will look when printed.
You can also access the Print pane by pressing Ctrl+P on your keyboard.
To print a document:

1. Navigate to the Print pane, then select the desired printer.

2. Enter the number of copies you want to print.

3. Select any additional settings if needed.

4. Click Print.
Custom printing

Sometimes you may find it unnecessary to print your entire document, in which case custom
printing may be more suited for your needs. Whether you're printing several individual
pages or a range of pages, Word allows you to specify exactly which pages you'd like to

Page 102 of 109 Mlnlstryé)li'll_labor and Operate Personal Computer Version -1
s Aug, 2022
Author/Copyright




" op 1 HUAT RLNEC
I Q MINISTRY OF LABOR

AND SKILLS

print.
To custom print a document:

If you'd like to print individual pages or page ranges, you'll need to separate each entry with
acomma (1, 3, 5-7, or 10-14 for example).

1. Navigate to the Print pane.

2. Inthe Pages: field, enter the pages you want to print.

Settings
Ehj_} Custom Print .
Type specific pages, section...

Pages: |1, 2-9]

3. Click Print. Print
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Self-check-1

Multiple Choice: - Select the best response for the following statements.
1. The first screen you see when you open Word 2016 is called the:
a. Word screen c. Start screen
b. Recent screen d. Screen saver

2. Which of the following contains the commands you use most often, such as Save, Undo,
and Repeat?

a. Quick Access Screen c. Quick Access Toolbar
b. Quick toolbar d. Quick command

3. The headings that appear on the Ribbon, such as File, Home, and Insert, are called:
a. groups c. shortcuts
b. tabs d. menus

4. Which command would you use to save a document for the first time?
a. Save c. Save for the first time
b. Save As d. none

5. Which of the following options would you use when saving a document with a new
filename?

a. Save c. Ctrl+S

b. Save As d. none

True/False Circle “T “if the statement is true or “F*if the statement is false.

1. The New Window command launches a new window that contains the current
document.

2. By selecting text, the user has the ability to cut or copy the text to the
clipboard.

3. Read Mode view displays the document as it will look when printed.
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Lap Test: 5 Instructions

Instruction

1. Create a Directory in Drive D: make your name as the filename

2. After you finish, save your file as Final.doc then save it in your folder.

3. Create a mail merge:

a. Create a table fill information at sample table by your self

sample:

Name

Position

Address

Date

b. Letter look like this

<<Name>>
<<Position>>

<<Address>>

Dear <<Name>>:

<<Date>>

| would like to inform you that we have a new schedule for this coming semester. You will
now be moving up to Level 2.

Our new schedules are as follows:
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Day
Tuesday

Wednesday
Thursday

Friday

Time
2:30 - 6:30

2:30 - 11:30
2:30 - 11:30

2:30-6:30

Yours sincerely

<<Name>
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Reference

https://www.tutorialspoint.com/

https://www.myamcat.com/samplePapers/SP MS-EXCEL.pdf

https://edu.gcfglobal.org/en/topics/excel/

https://www.dtwd.wa.gov.au/sites

https://aspire-solidus-production.s3-ap-southeast-2.amazonaws.com
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Participants of this Module (training material) preparation

No |Name Qualification Field of Organizatio Mobile E-mail

(Level) Study n/ number

Institution
1 Zerihun Abate A(MSC) IT Sabata PTC | 0911858358 Zedoabata2017@gail.com
2 Michael Kassahun Bsc IT Misrak PTC | 0989308914 Miko3mt@gmail.com
3 sewAyew Msc IT Sod PTC 0911716133 Sewnetl221@gmail.com
W/Yohannies
4 Yonas Beyan Msc IT Ethio-Italy 0915007456 Yonas.beyane@gmail.com
PYC
5 Abebe Mulatu Bsc IT Daye PTC 0904834788 abebemulatumgh@gmail.co
m
6 Solomon Yilma Msc IT Asossa PTC | 0911954729 sollangano@gmail.com
7 Yohannes Bekele Bsc Computer Hawasa PTC | 0939797218 Ybekele71l@gmail.com
science
8 Tewdros Girma Msc IT Sheno PTC | 0911835002 temutd@gmail.com
0912068479

9 Subagadis Gigar Bsc Computer MoLS 0920193859 subiartpromo@gmail.com

science&ICT
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