Computer Basics
For Windows XP Users

The Essentials
e Computer Overview
e Identifying the Parts of a Computer (Inside & Out)
e Computer Definitions
o Hardware vs. Software
o Input vs. Output
o Gigabyte vs. Megabyte

Understanding Hardware and Peripherals
e RAM vs. ROM

Memory

Mouse & Keyboard

Monitor / Speakers

Printers / Scanners

Digital Cameras & Web Cams

CD vs. DVD

Flash drive / External Hard Drive

Understanding Software

e What is WYSIWYG?

e Types of Software

o Word Processing

Spreadsheets
Presentation Software
Databases
Accounting
Web Browsing
Open Source
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Information Networks
e Introduction to Networks
e The Internet
e Intranets vs. Extranets
e Broadband vs. Dial up
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Intro to Windows XP
» Starting Windows XP
e Understanding the Screen
e Mouse Controls
o Pointing, Clicking & Double Clicking
o Left Click vs. Right Click
o Clicking and Dragging
o Using the Keyboard, Mouse or Menus
e Exiting Windows and Turning off your Computer

Working with a Window

» Starting a Program
Understanding the Parts of a Window
Minimizing, Maximizing and Restoring a Window
Opening, Moving, Resizing an Closing a Window
Switching Between Windows

Working with Programs

e Using Menus & Toolbars

e Formatting Text
o Entering & Editing, Selecting and Deleting Text
o Cut/Copy/Paste
o Using Bold, Italics, Underline, Colors and Bullets
o Changing Paragraph Alignment

e Saving / Opening & Deleting a File

e Getting Help & Using Undo

e Printing a File

Working with Files and Folders

e Understanding Files and Folders
Opening and Closing a File & Folder
Creating, Copying, Moving Files & Folders
Opening, Renaming and Deleting Files & Folders
Restoring Deleted Files & Folders
Selecting Multiple Files & Folders
Searching & Finding Lost Files & Folders
Creating and using a Compressed Folder
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