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01 Computer Setup
Introduction

In this section, you will see information about setting up your desktop.
It is intended to be background information, depending upon your
needs and the device that you are using.

Boot up your Computer
When the computer boots up, you will see the first log on screen.
To unlock the screen:

Press and hold down the Ctrl + Alt keys with your left hand
then press the Delete key with your right hand.
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To finish the log on section you will be using your mouse.

For students who are new to this skill, follow the illustration
below to properly place you hand on the mouse. In the next
booklet, you will have the chance to practice your mouse skills.

Right Click

Left Click

Plug your headphones into the Headphone Port located on the bottom front
of your computer (see page 2 of this booklet for a diagram)

Take a moment to look at the different parts of your desktop:

@ Recycle Bin

o/~

Delete files
Desktop Background

Shortcuts

A shortcut is an icon that
points to a program or
data file. On the desktop,
it is identified by the
arrow next to the icon.

Start Button Cortana

The Start Button is the Search and Help
main gateway to your

computer's programs,

LRLSI=I BT Sieicil . Taskbar (another place for shortcuts)
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Your sound volume level can be adjusted by clicking the speaker icon located
on the bottom right corner of your computer screen.

Speakers (Realtek High Definition Audio)

x

When you are listening to something through your computer, you can adjust
the speaker volume anytime by dragging the slider.

Internet Browser Applications:

You will set up two Web Browsers on your computer — Microsoft Edge and
Google Chrome.

On the taskbar, you will see the default Internet Browser for Windows:
Microsoft Edge.
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Welcome to N

Faster than both Chrome Firefo: diny benchmark
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Click the Start tab.
B €I| 8 Microsoft Edge Start x B = [m}
>0 & | ¥= A |
Where to next?
2 search or enter web address
My feed powered by MSN @

The web browser is now ready to use
Spend a few minutes checking out the browser, do a few searches etc.

For now, close the Microsoft Edge web browser window.

= stat X [+ =n
> 0 @ = 1 .

Where to next?

g, Manitoh

— 11

Now, you will set up the Google Chrome web browser.

Locate the Google Chrome shortcut on your desktop

Left click and hold down your mouse on the icon and drag it to the taskbar at
the bottom of your screen. When you see the message Pin to Taskbar, release
your mouse.

i) Elq i

| £ Pin to Taskbar

Left click the Google Chrome icon to open the Internet Browser.

The Google Chrome window will open.
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Click Not now.

l [4 Welcome to Chrome X +

(& @ Chrome | chrome://welcome/?variant=everywhere * 06 0

Web browsing with Google smarts

Sync and personalize Chrome across your

devices

Not now % Turn on syne...

Google Chrome is ready to use.

Next, you will set a start up page when you open Google Chrome:

/ New Tab x| \

¢« c|al %

! Apps Fot You can search from here with Google Change (W
| Type to search or enter a URL to navigate - everything just works.

Google

Search Google or type URL

o
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Click the 3 dots on the right side of the window to access the Google Chrome
settings.
a = O x
New Tab X
f
¢ - e[xl |
25 Apps Forquick access, place your bookmarks here on the bookmarks bar. Import bookmarks now... New t2 L
Mew window Ctrl+N
Click Settings from the drop down menu.
[£) = O *
New Tab X
< c ol |
8% Apps Forquick access, place your bookmarks here on the bookmarks bar. Impart bookmarks now... New t20 et
Mew window Ctrl+MN

Mew incognito window  Ctrl+5Shift+P

History 3
Downloads Cirl+)

Bockmarks »
Zoom - 100% + .
Print... Ctrl+P
Cast...

Find... Ctrl+F
Mare tools r

Edit Cut Copy Pasts

Search Google or type URL

elp

Scroll down in the window until you see On startup and click Open a specific
page or set of pages and click Add a new page

On startup

(O  Openthe New Tab page
(O  Continue where you left off

Qpen a specific page or set of pages

Add a newFag_

Use current pages
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Type google.com then click ADD

Add a new page

Site URL

google.com|

CANCEL

When you open the Google Chrome web browser, the first window that
appears will be the google.com search engine.

A Web Browser startup page can be changed to any web address on the
Internet.

Spend a few minutes getting familiar with the Google web browser.
Close Google Chrome for now

[ Take Chrome everywhere x /' %8 Settings X
- - 7

- C | & Chrome | chrome://settings/startupUrls ﬁ| H

= Settings Q, search settings

< Manage on startup pages

Open the Microsoft Edge Browser again

As every Web browser is a little bit different, you will now set a start up page in
Microsoft Edge. Click the 3 dots on the right upper side of the browser
window.

Scroll to the bottom of the column and click settings.

2020
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Under the heading: Open Microsoft Edge with,
Click the arrow and choose: A specific page or pages

Type the web address (URL): google.com
and click the save icon to the right

When you open the Microsoft Edge browser, the first page you will see will be
the google search engine (google.com)

Close the Microsoft Edge web browser window

Setting a default web browser

You will now go into the Windows settings to set Google Chrome as the
default web browser.

The default browser is one that is automatically used when opening a web
page or clicking on a Internet link.

Go to the search box on the bottom left corner of the screen.

O Type here to search

Type: Default app settings

£ default app settings|

Click Default app settings in the pop up window

[ s Filters .~
Best match
n —

o —. Default app settings

a—T System settings %

Search suggestions

O default app settings - See web results p:
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Web browser

E Microsoft Edge

Click Google Chrome

Email

Maps

Photo

C

Video

B

Web Lk

Default apps

Choose default apps

E Mail

Music player

Choose an app

Microsoft Edge
Recommended for Windows 10

m Google Chrome [
S

e" Internet Explorer
Look for an app in the Store

E Microsoft Edge
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Click switch anyway.

Photo viewer

E Before you switch

Try Microsoft Edge—it's new, it's fast, and it's
Vide  built for Windows 10.

C
Switch anywa
Wel %

Close the settings window

Choose your default apps ‘

Select which apps to use to listen to

Next, you will move applications to your task bar for easy access:

Click the Start Menu Icon.

[
I

Hi £ Ask me anything
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Take a moment to look at the different parts of the start menu:

Adc'bﬁ Photoshop) Express See all your mail in one place

|

Adobe Reader Xl @ EE EI

And more..

Alarms & Clock Calendar

Broadcom @

Alarms & Clock  Get Office OneMote

Calculator

Explore
Calendar
Camera &
Connect
Microsoft Edge
Cortana Maostly Sunmy
69o 72 g
. . Duolingo
C|IC.k to Sign Out, Mew MNews B~ Washington,.. Skype
Switch Accounts, 2 -
Change Settings =
Windows . se Manager
Settings e
Click to Photoshop Ex..  Edipse Mana...
Shut Down, ) .
or Restart - -
£ Ask me anything (Lh [ ﬂ ha 9D
Start
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Scroll down the Application List until you see Microsoft Office 2013.

Mail e

Malwarebytes Anti-Malware Microsoft Edge
Maps

Messaging

Microscft Edge

Microsoft Office 2013

Microsoft Solitaire Collection a

Microsoft Wi-Fi
Store

M
=]
]
L]
.
]
]
w
(=
b

Money
Play and explore

5
5

Movies & TV

Music, Photos and Videos

™ | W

Back

The three applications we will use in the course are:
Excel, Powerpoint and Word.

Excel 2013

Office 2013 Language Preferences
Office 2013 Upload Center
OneMote 2013

PowerPoint 2013

Send to OneNote 2013

Word 2013

To make the applications easier to access, you will pin them to the task bar.
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Click and hold down your mouse on Excel 2013 and drag it to the taskbar
at the bottom of the window. When you see the message Link, release the
mouse.

B wicrosoft Office 2013

Create

el 2012 o
X 33 Excel 201 See all your mail in one place

ﬁ Mtice 2013 Language Preferences @ E,h |

And more...

. Office 2013 Upload Center
Calendar

N OneNote 207

PY PowerPoint 2013 @ []

3 c s k]
Nx Send to OneMote 2013 Alarms & Clock  Get Office OneMote

Word 2013
Byplore
Microsoft Solitaire Collection

3 Microsoft Wi-Fi @ e Code Writer Microsoft Re...

Mixed Reality Portal
Microsoft Edge

Mixed Reality Viewer
Mostly Sunmy

Money 690 T2 g

Movies & TV
News Washington,... Skype

oy

Photoshop Ex... | Edipse Mana...

Music, Photos and Videos

£ Ask me anything i ™ Q

Move Powerpoint and Word to the taskbar.
Your taskbar should look like this:

HH o Ask me anything

Start Cortana Task File Excel
: Goosgl xce
Button Search and Help View Mlg(rjcéseoft Explorer Chc:‘g%nz Word
Access to PowerPoint

files/folders

Next you will open the File Explorer window.
File Explorer is the file manager application that allows you to access folders
and documents on your computer or on a server.

Click the File Explorer icon on the Task Bar to open the File Explorer window.

O Ask me anything

You can change the way some of your folders display.
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Click File on the top left side of the window.

= | File Explorer

Hame Share View

4 sk » Quick access

Click Change folder and search options.

l = | File Explorer

Frequent places
D Open new window 3

1 Desktop -

P L 2 Downloads -

n Cpen command prompt 3

3 Documents b4
r . 4 Pictures b4
A Open Windows PowerShell 3

5 Music B
- & Videos e
Change folder and search g:l\o}ns

A
T

Change the settings as shown below then click Apply then OK.

Folder Options *

Generdl  View  Search

Open File Explorerto: §| This PC e
Browse folders

(®) Open each folder in the same window
==| () Open each folderin its own window

Click items as follows

(O Single-click to open an item (paint to select)
ﬂ Undering icon titles consistent with my browser
Underine icon titles onty when | point at them
(®) Double-click to open an item (single-click to select)

Privacyy
,@ [[] Show recently used files in Quick access
[ Show frequently used folders in Guick access

Clear File Explorer history Clear

Restore Defaults

OK Cancel Apply

By changing these settings, you will see the folders on your PC
first and, your Quick Access menu will show specific folders
instead of random, frequently used folders.
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ml ¥ = | File Explorer

Home Share View

= ~ 4 |3 » Quickaccess

~ 3 Quick access ~ Frequent folders (4)
[ Desktop
; Downloads
Documents
[&] Pictures

Desktop
This PC
-*

%% %

> @ OneDrive

» & This PC

> @' Metwork

Take a moment to review the locations on your computer.

2020

Your Folders
Contained in
(C:) Hard Drive

o = | ThisPC

Computer View
« « 4 > ThisPC
w g Quick access ~ Folders (6)
[ Desktop -
* Downloads * - Desktop Documents
Documents -
[&] Pictures - ) Music IEI Pictures
> & OneDri ) .
nese ~ Devices and drives (3)
> O ThisPC 05 () HP_RECOVERY (D:)
T |
[ | |
> £F Network Mgy 335 GB free of 457 GB Mgy % 945 ME free of .36 GB
~ Netwaork locations (1) \
Shared (T:) .
[ (D:) is Part of your (C:) Hard
(C:) Your Hard Drive V 714 GE free of 00.0 GB Drive Qsed to restore your
system in the event of a
problem.

(T:) Student Network Drive

' Downloads
i Videos

y DVD RW Drive (E:)
\

(E:) Your Disk
Drive

All course material is stored on
this Drive. Accessed by all
students.
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Look at the location bar at the top of the window. When you click through
your computer, the location bar will always show you where you are.

To widen the Quick access column, hover your mouse on the line between the

columns until you see the arrow tool then move your mouse to the right.

- = | Shared (T2)
— The last name on this path
Home Share View identifies which folder

< you are currently in.

v | == » ThisPC » Shared (T:)

# Quick access Mame Date modified Type
I Deskiop #* COMPLETED ASSIGNMENTS 6/24/2016 3:33PM  File folder
J Downloads ~ # UNIT 1 PASSWORD + LOG ON 5/16/2016 1210 PM  File folder
Documents  # UNIT 2 COMPUTER INTRODUCTION 6/14/2016 12209 PM  File folder
UNIT 3 INTERNET 5/27/2016 3:13PM  File folder

| - i
ﬁ Home Share WView
- “ 4 == » ThisPC » Shared (T:)
# Quick access MName Date modified Type
COMPLETED ASSIGMMENTS + COMPLETED ASSIGNMENTS B/24/2016 3:33 PM File folder
I Desktop ; > UNIT 1 PASSWORD + LOG ON 316/2016 1210 PM  File folder
UNIT 2 COMPUTER INTRODUCTION 6/14/2016 12209 PM  File folder
; Downloads »
. UNIT 3 INTERMET 016 3:13 PM File folder
Documents - s .
UNIT 4 EMAIL /72016 %01 AM File folder
] Pictures ’ UNIT 5 WORD 5/31/2016 933 AM  File folder
ZGa OneDrive UNIT & POWERPOINT B/7/2016 11:06 AM  File folder
UNIT 7 EXCEL B/7/2016 11:00 AM  File folder
[ Thiz P

ESM Digital Technology Page 16
5.6.19



MODULE 1 Log on
01 Password + Computer Setup
2020

At any time if you want to remove a folder from your Quick access list,
right click on the folder and select Unpin from Quick access.

B[4 = ThisPc
Computer View

< « 4 & Thispc
v 3k Quick access ~ Folders (6)
COMPLETED ASSIGMNMENTS - - Desktop
UNIT 1 PASSWORD + LOG ON »
UNIT 2 COMPUTER INTRODUCTIOPN #
UNIT 3 INTERMET » ﬁ Music
UNIT 4 EMAIL
UNIT 5 WORD
UNIT 6 POWERPOINT
UNIT 7 EXCEL

~ Devices and drives (3)
05(C)

% %N
an

2 N
My 401 GB free of 457 GH

%

Project 1

[ Desktop

‘ Download: Open in new window )G
. Scan with Windows Defender... B
| Document

Expand

Unpin from Quick access I
Share with >

Restore previous versions

= Pictures

f@ OneDrive

» [ This PC Include in library >
Pin to Start

@ Add to archive...

g Add to "Project T.rar"

g Compress and email...

¥ Network

g Compress to "Project 1.rar” and email

10 items Send to 3

Copy

MNew

Properties

You also have other options in this drop down menu, such as
Open (a folder) in new window.

Click the X to close the window

Move on to next set of booklets:
UNIT 2 INTRODUCTION TO COMPUTERS
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