Basic Windows: Files & Saving

Part 1: Important parts of your screen

Desktop

When you turn on a Windows computer, the first screen you see is called the Desktop. Every newly opened window
sits on top of this desktop. Sometimes windows are so large you cannot see the Desktop behind them, but it is always
there. The desktop is like your own desk: you can keep it as orderly or as messy as you like.

Depending on how you’ve arranged your Desktop, you usually see several Shortcuts on the left side of the screen.

Let's take a look at a few shortcuts on my Desktop:

w Recycle Bin is a shortcut that will take me to a
Trash folder where you can throw away/delete files

Recycle Bin

To launch, or open, a pro- I

q Google Chrome is a shortcut that opens up an gram using a Desktop
&) Internet browser . Shortcut, you have to dou- .
Google I ble-click on the shortcut 1
Chrome * with the left mouse button. I
u Archived Files is a shortcut to a file folder with
Archived Specific saved files I want to be able to access from
fhs my Desktop

Part 2: Accessing Computer Programs & Files
Start Menu

At the far left side of the Taskbar is the Start menu icon. The Start menu is the place you can go to start any pro-
gram. To open the Start menu, click the Start menu icon ﬂ

Here are some common commands of the Start Menu:

o All Apps: all the programs installed on your computer in alphabetical order
e Search: Use this tool to find files and folders on your computer, or to conduct an Internet search
e The Powericon is a nested menu with the following options:

o Sleep: a power save option for a computer not in use

e Shut Down: Choose this option to completely shut down

¢ Restart: restart Windows

Continue to Page 2 to see an image of the Start Menu 1
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Start a Program

There are several different ways to start a program:
e Double-click on a "shortcut" icon for the program (on your Desktop).
e Choose the program from the Start Menu.

R Reference 1 Life at a glance

Most used

) Google Chrome 3 _.:..'., |

': LPT One Print Release Terminal This PC Control Panel Settings

-0 Remote Desktop Conn...

Pl Mozilla Firefox 5 ma

Internet Explorer OneMote

WorkFlows 3.5.1.1)

(S w8

Microsoft Edge Word 2013

File Explorer ¥ P 51 X g
Settings Puklisher 2013 Excel 2013
Power

= Allapps

- Search the web and Windows

This is an image of the Start Menu on Windows 10.

Continue to Page 3
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Part 3: Basic Window Structure & Function

Resize Buttons are at the top right corner of program windows. These buttons allow you to change the size,

move, or close a window.
Minimize P D x « Close
S

Maximize / Restore down

e Minimize: Tucks the window into the icon in the Taskbar. To open the window again, click the icon in the
Taskbar.

e Maximize: Click on this button to enlarge the window so that it fills the entire screen.

e Restore down: This appears only when a window is maximized. Click on this button to make a window
smaller

e Close: Click on this button to close a file or exit a program.

File Explorer

The purpose of the File Explorer is to allow users to access saved files and folders on their computer. First, you’ll

need to learn the different parts of the window so that you can make sure you’re in the correct drive and/or folder to
access the file you want.
= E B miseC Title Bar

Computer View
° Menu Bar

= S S R 1T S v Search This PC el . .
This window can be ac-
# Quick access ~ Folders (6) cessed in multiple ways.
@ Onelrive AL
7] Desktop ﬁ Documents From the Start Menu:
5 [ This PC . .
Click this but-
- PALOMA (K2 ‘ Downloads ﬁ Music ton to launch
& Network File Explorer
=== Pictures ﬂ Videos
= i
. File Explorer
Naviga- ~ Devices and drives (3)
tion Pane 0S8 (Cy) . . .
- | DVD RW Drive (I:) Click this icon in the
-y 325 GB free of 430 GB .y “Start Menu”
PALOMA (K:)
| |

Ty 2.84 GB free of 3.60 GB

Contents of Folder or Drive

3 terms Status Bar

Continue to Page 4



Basic Windows: Files & Saving

Part 4: Files & Saving:

Exercise #1: Create a new folder:

1. At the top you’ll see an icon that says “New Folder”, click it once.

B l = | Documents

File Home Share View 9
_I h Cut Move to XK Delete ~ '1_:3' \ﬂ Lz EESE'ME"
w.| Copy path il Edit Select none
Pin to Quick Copy Paste Copv to laname Mew Properties
access ) |?] Paste shortcut Copy to Fename folder - & History EF Invert selection
Clipboard Organize MNew Open Select
< M |§| > THisPC » Documents v O Search Documents y=
Pl
Mame Date modified Type Size "
s Quick access
Clazs Files 12/16/2016 11:428 ... File folder
@ Onelrive
> [ This PC

- PALOMA (K

cF Metwork

:_c_;

2. A folder icon will be inserted at the bottom of the list of items with a text box beside it that reads “New folder”:

Mew folder 12/16/2016 10:49 ...  File folder

3. Hit “Backspace” on your keyboard and type “Basic Windows 10”. Then, hit “Enter” on your keyboard
Basic Windows 10 12/16/2016 10:52 ...  File folder
Basic Windows 10 12/16/2016 10:55 ...  File folder

4. Now, you should have 2 folders in the “Documents” folder!

Continue to page 5 4



Basic Windows: Files & Saving

Exercise #2: Make & Save Changes to existing file:

Now that you’ve added a “Basic Windows 10” folder to the “Documents” folder on you computer, you’re going to
learn how to open, make changes and save your new changes to an already existing file. You should still have your

File Explorer window open.
1. Double-click the “Class Files” folder. You should only see 1 item in this folder and that is a Microsoft Word docu-

ment named “Exercise 2” like the one below:

[ | B - | ClassFiles

File Home Share iew

Documents » Class Files v 0 Search Class Files 2

W

- v 4 || s ThisPC

Fat

Marge Date modified Type Size

7 Quick access

I Desktop
; Downloads

A

= Docurments

M=) Exercise 2 12/16/2016 11:16...  Microsoft Word D... 12 KE

| Pictures

@ Onelrive

[ This PC

2. Move your cursor over the area indicated above in red. When your cursor is over the file it will turn blue:

T . R _ i . .
0=| Exercise 2 12/16/2016 11:16 ... Microsoft Word D... 12 KB
3. Then, double-click to open the file. This will launch Microsoft Word so that you can read the instructions to
complete Exercise #2:
@ d - Exercise 2 - Word ? H - &
HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Sign in
L] Cut N PO — 1— 1 JR # Find -
0 . TimesNewRo - |13 -| A" A" Aa- & i=-i=-%z- &= 2 T | ancn asebooe AaBbce sasbce AQBI assbcer 7| 85, Replace
Paste ‘.;m;ﬂat Painter B IlU vaex, x* A~ A E=== I; PR T TMormal = TMoSpac.. Heading1 Heading2 Title Subtitle | [ Select -
Clipboard ] Font ] Paragraph [ Styles [ Editing
L 1 5 1 2 E] 4 5 3 A 7

Exercise #2: Save Changes to a File

This is a sample Microsoft Word document for the Basic Windows 10 course.

If you are reading this document, that means you are on Exercise 2 of the Basic
Windows 10 class.

To move on to Exercise 3, type your first and last initial and today’s date below by
simply clicking at the end of each line of text:

First and Last initials-

Today’s Date:

4. To save the changes to the document you click then click

Continue to page 6
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5. Once you’ve clicked “Save As”, your screen should look like this:

Exercise 2 complete - Word

6. Click this folder to launch a File Ex-
Save As plorer window. The Title Bar of this

_ " | pop-up window says “Save As”. Look
@ oo - Comp‘mer/ down and you will see a text box field

Current Folder, called “File Name”. Move your cursor

5 Compurer ClassFiles to this field and click at the end of
“Exercise 2” so the text is no longer
+F roarece highlighted in blue. Add the word

“complete”. Then, click “Save” at the
bottom right of the window. Close this

window.
Account
Options
7. You should now have 2 files in the “Class Files” folder:
M=| Exercise 2 complete 12/16/2016 11:38 ...  Microsoft Word D... 12 KB
M=| Exercise 2 12/16/201611:16 ... Microsoft Word D... 12 KB

You’ve just created a new file from an existing file! Great job!

Exercise #3: Moving a file to a new folder:

You don’t want to keep the new completed Exercise 2 in the “Class Files” folder, so you need to move it to the “Basic
Windows 10” folder you created during Exercise 1.

1. Move your cursor so that you’re hovering over the file named “Exercise 2 complete” and click once to select the

ﬁle. Then, Iight-CliCk the ﬁle to launCh the » This PC » Documents » Class Files v D Search Class Files
Shortcut menu: Mame - Date modified Type Size
s
2. Click once on “COpy” and the shortcut Exercise 2 complete ATLELI00E A0 Mficenendiibiong .., 12KB
1 1 . % Exercise 2 nen rd D... 12KB
menu will disappear and you will have cop- Edit
ied the file to an invisible “clipboard” on New
3] Print
your Computer. Ha Scan with Windows Defender...
Open with...
. + Share with >
3' NOW& Cth to be taken Restore previous versions
back to the “Documents” Folder and you Send to >
should see the following 2 folders: Cut
I Copy I
Class Files Create shortcut
Basic Windows 10 Delete
Rename
Properties

Continue to page 7 6
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4. Double-click the “Basic Windows 10” folder. Once you open that folder, there should be a line of text that reads
“This folder is empty”. Right-click anywhere in the white space to launch the shortcut menu.

5. Click once on “Paste” and the “Exercise 2 complete” file will appear:

I [+ < | Basic Windows 10 - O b4
Home Share View 0

Cu 7 New item ~ Open Select all
] X : Y -
—T_'|Easy ACCESS ™ Edit Select none

Pin to Quick Copy Paste C Delete Rename Mew Properties . .

access - folder - ) History DD Invert selection
&« v P « = * ThisPC » Documents > Basic Windows 10 w | Search Basic Windows 10 2

Name Date modified Type Size

# Quick access | @2 Exercise 2 complete 12/16/2016 11:38 .. Microsoft Word D... 128 |

[ Desktop

‘ Downloads

=| Documents

| Pictures

2017 Basic Window

4@ OneDrive You have successfully moved a file from one folder to a new folder!
3 This PC
- PALOMA (K
¥ Network

What vou’ve learned today:

1. What the Start menu is and how to access it

2. Parts of a program window (Resize buttons, Title Bar, Menu Bar, Contents of a folder, Navigation Pane,
Status Bar)

How to launch the File Explorer window from the Start Menu
How to create a New Folder
How to save changes made to an existing file

How to move a File to a new Folder

R

How to launch the Short Cut Menu and copy and paste



