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Using a PC Windows 10
Operating Systems

Hi! I'm Belle!

Celine

Hi! 'm Belle. I'm here to tell you about a computer’s operating system and guide you
through navigating a computer.

We'll follow along with Celine who wants to learn more about how to use the
computer.
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Learn about operating systems

Find and navigate the desktop

Find and organize files and folders
Manage the windows of an application

Save and close files

4]
4

Delete files

In this course Celine will learn about operating systems, how to find and navigate the
computer’s desktop, how to find and organize files and folders, how to manage the
windows of the applications she wants to use, and how to save, close and delete files

on the computer.

Celine

In today’s lesson Celine will learn about the computer’s operating system running on
her Windows 10 computer. Let’s take a look.
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Celine

When Celine first turns on the computer, software starts running behind the scenes
that manages all the different computer programs and processes. That software is
called the operating system.

Operating System

Software that handles the Nt ;
functions of the computerto ¥ Celine
make sure everything is =
working together

The operating system is the software that handles the functions of the computer to
make sure everything is working together.
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Just like your brain works to manage your body to make sure you are breathing and
your heart is pumping, the operating system manages the functions of the computer
to make sure everything is working together.

Celine
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Celine logs in and we see the Windows 10 desktop. If you're using a computer with a
different operating system or another version of Windows, the login process and
desktop might look different.

Now Celine is ready to learn more about the Windows desktop and other programs.
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Working from the Desktop

Celine
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In today’s example Celine is learning about how to open applications in the Windows
10 operating system. In this lesson Celine is going to learn about the different sections
of the computer’s desktop including the task bar, start menu and more.

When the computer is turned on, Celine sees what’s known as the desktop in the
monitor. If you're using a Windows computer that has a different version of the
operating system running, the desktop may look different.
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The Windows 10 desktop is just like the top of Celine’s desk at home or at work, where
she keeps different folders with papers in them, and other tools she needs to get
things done, such as a calculator for math, a pen for writing, or a book for looking
things up.
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Just as Celine has folders and tools on her physical desk, she also has those tools and
folders on the computer, which she can access through the desktop.
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The taskbar is located at the bottom of the screen. It can also show shortcut icons for
commonly used applications much like the icons on the desktop.
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To open an application, Celine can click on these icons, also known as shortcuts, right
from the taskbar.
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Applications are tools that allow you to do things on a computer. In today’s example
Celine sees an icon for Microsoft Word that will allow her to open a document, the

Edge browser which allows her to search the web, and a calculator which allows her to
do math.
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The taskbar also shows an icon for any task or program that is currently open. You

can use these buttons on the taskbar to switch between the different windows you
have open.

Information like the date, time and volume control are also found on the right edge of
the taskbar.
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If you can’t find what you are looking for on your computer, like a specific file, specific
computer setting, or an application, you can use the search box located in the
taskbar. The search box will also search for things on the web. The search box is
located at the bottom left-hand side of the screen.
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Celine created a to do list in Word, but she can’t remember where she saved it. She
decides to search for the document, so she types “to do list” into the search box.
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o De List End of Year Party
Microsaft Werd Dacument.
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To Do List End of Year Party - 7us
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%o do list
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Search work and web
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£ to do list template.
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£ to do lst printable
£ 1o duo list software
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A results list appears. The first result is the document she’s looking for, so she clicks
once ...
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Party Planning To Do List

Food
+ Order cofies and tea
+  Creamar, sugar, sweelenar, strren

Games.
+ Need o find a volunteer 1o come up with games for the party

Invitations.
+ Finaloe inviation leter
+ Gt final kst of parants from school
+ Ranel laar V) At hadre sty
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... to open the document.
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Back on the desktop, we can see that the taskbar also includes the Windows icon.
While the taskbar has the most commonly used applications on it, it may not have all
of applications available on the computer.

Click the Start
Menu icon
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If Celine clicks on the Windows icon, it will launch the start menu, which will allow her
to see all of the computer’s applications. Would you help Celine and click the Windows
icon to open the Start menu?
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Celine can do more than just access applications from the start menu. She clicks on
the menu on the top left to see more menu items. Let’s look more closely at the other
menu items that Celine will want to know about: Power, Account and Start Menu.
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When Celine clicks on the power button it opens a menu where she can choose to
restart, shut down, or put the computer to sleep.
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When Celine clicks on her name in the start menu, the account menu appears. In this
menu Celine can sign out of her account, lock her account, or change settings that are
unique to her account on the computer.
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When Celine clicks on Start ...
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... the left menu collapses so that Celine can see a list of all the applications available
on the computer in alphabetical order.
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To close the menu Celine clicks on the Windows icon.

Different ways to open an
application:

Double click on the Desktop
icon

E Single click on the Taskbar

Celine
icon

E Select from the Start menu

E Search and select from the Search box

Celine is happy to learn that there is more than one way to open an application on the
computer. She can double click on the Desktop icon, click on the taskbar icon, select it
from the start menu, and search for it using the search box.

In the next lesson Celine will learn how to find files and folders on the computer.
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Files and Folders

Celine

In today’s example, Celine is using applications within a Windows 10 computer to learn
how to manage files and folders.
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A file of package of information. Applications are software or tools that allow you to
do things on the computer with the file. Some applications allow you to work on text
documents, and others allow you to do things like edit pictures, watch videos, listen to
music or access the internet.
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There are several ways you can open a file. Celine can open files from the desktop ...

... from folders ...

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




< ATaT =
connected ‘ Publicibery

LEARNING

5 sE sy AT A G 00N

& S9F Sunny "ﬂdmm L

... or from the start menu.
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Any time you open a file, it will open inside a related software application. In today’s
example, Celine is going to open a budget file in Microsoft Excel, since that was the
application that was used to create it.
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Double click
the file icon
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Would you help Celine open the School Party Budget file by double clicking on the
icon?
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2nd Grade - End of Year Party Budget

em Anticipated  Encumbered Paild Funds
Cost

Food and Drink ($172.00) 000
Deceratons L) 18135.00)
Book for Esch Student (8224 25) 000
Gt for Classroam

Tetal 0028 S0

Shewt 1 - 2nd Grade - End of Yo | (5

B 5 Typeherstosamen oz @ o @ 5w sy ~ DA% 00N

Good job! The School Party Budget file has opened.
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A folder provides a method for storing and organizing files, just like the folders you'd
find on a physical desk.
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Double click
the folder icon
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When Celine double-clicks a folder, it will open the folder and show her the files inside.
Would you give it a try? Double-click on the folder to openiit.
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Nice work! Double-clicking the folder on the desktop will open a window that shows
the files in that folder, just as opening a paper folder allows you to sort through the
documents in that folder.

Celine wants to open the End of Year Party document, so she double clicks the file...

Deas Parenss,

11 boen anoihes exciting schoal year, Belore sumemer begins, we would like to celebeate all that
our childrea have this schood year. | 10 help Ms. 7
this year's celebration

The party will be beld Thursday, June 10% froem 911 an is Ms. Johnson's classroom. Snacks and
beverages will be provided thaks lo the geaérous support of the Pasent Teucher Association. We
hape to see you there.
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...and the file opens!
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Double click
the file icon

Dreas Parents.

' b anothes exciting scheol year, Before summer begins, we would like to celebeate al that
our children have this school year, | o hielp M. 7
this your's celebration.

The party will be beld Thiuesday, Juse 10° from 9:11 am i Ms. Johmson's classroom. Snacks and
beverages will be provided tharsks to the generous suppeort of the Parent Teacher Asscation. We
hape 10 see you there:
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Celine now wants to open another file that is on her desktop. Will you help Celine
open the file called “School Party budget” by double-clicking on it?
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W Ecasee o
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e 2nd Grade - End of Year Party Budget e
E ¥
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2nd Grade - End of Year Party Budget
" fem - Encumbered Paid Funds.

Remaining o celebeate all that
s, Jobnson plan

5400 (8172.00)

1850 EEE)
s228 ($224 26) posroom. Snacks and
= : " her Assocation. We

3678 8308 24

PR

s

Sheet 1 - 2nd Grade - End of Yo (o)

i
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—
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Celine

In this lesson, Celine learned how to find and open files and folders on the computer.

In the next lesson Celine will learn how to use an application window including how to
make a window bigger and smaller, how to move a window, how to scroll, and more.
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Working with Windows

Celine

In the previous lesson Celine learned how to find and open files on a computer. In this
lesson, Celine will learn how to use an application window including how to make a
window larger or smaller, move a window, and more.
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Dear Parents,

1¥'s been asother exciting school year, Before sursmer begias, we would like to celebrate all that
oz chaldren have sccomplished this scbool year. | have volusteered o help Ms. Johuson plan
this year's celebention.

The party will be held Thursday. June 10 from 9-11 am in Ms, Jobasoa's classrooen. Sascks and
bevernges wall be provided thanks 10 the generous support of the Pareat Teacher Assocution, We
Bope to see you there.
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In today’s example Celine is using Microsoft Word on the Windows 10 operating

system. Every time you open and use applications, files and folders, they are viewed
inside a window. The window is your working area.
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1¥'s been asother exciting school year, Before sursmer begias, we woubd like to celebrate all that
oz chaldren have sccomplished this scbool year. | have volusteered o help Ms. Johuson plan
thsis year's celebention.

The party will be held Tharsclay. June 10 from 9-11 am in Ms, Jobasoa's classroon. Sascks and
bevernges wall be provided thanks 10 the generous support of the Pareat Teacher Assocution, We
Bope to see you there.

Thasks,

M O Type here 1o saarch o8 @ & ﬂi © T ey~ & G DI W
Sometimes, the window may be too big or too small. Celine can change the size of the

window by using her mouse or touchpad to place the cursor on the edge of the
window.

When she does this, her cursor will change into a double-headed arrow.
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1’ been snolher excating school year. Bofose sumsner begins, we would Lk to celobeate sl that
onr chikdren bave aceamplished this school year, | have vohmicerad to help Ms. Jobmson plan
thes yeur's celebration,

The party will be beld Thursday, Juse 10% from 9-11 am in Ms. Johmon's ¢lasaroom. Suacks and
brveges will b provided ki ot rotris suppt of 1 Parent Touchr Aswocistion. We
bape to e you o
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She can then click and hold the left mouse button to “grab” the edges of the window.

Celine drags her mouse to the left to change the size of the window. She releases the
mouse button when the window is the desired size.

N bows wtoer i schook Y, Bafore momsmerbepie, o would o 10 culebn o]
have acearsplished this schoel yesr, | have velunteerod to help Ms, Jobnson plan
mu vulw] shration,

The party will be beld Thursday, Juse 10% from 9-11 am in Ms, Johmson's ¢l m. Spacks and
eviragan Wil bo provided el e gooeros soppictof 1 areat Teachir Assicioion, W
Bape b see yon these:
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At the top of the window, Celine sees the title bar.
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Dear Parents.

1’ been snolher excating school year. Bofose sumsner begins, we would Lk to celobeate sl that
onr chikdren bave aceamplished this school year, | have vohmicerad to help Ms. Jobmson plan
this vear's calebration,

The party will be beld Thursday, Juse 10% from 9-11 am in Ms. Johason's classroom. Soacks and
beverages will be provided thanks 1o the generous support of the Parent Teacher Assocation. We
bape to see you §
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The right corner of the title bar includes buttons that help manage the window.

oW View  Help
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Clpbssrd % horn [} P ah L} i 3

* nambecd AsBbCd AaBbC - P

Diear Parents,

1 been another exciting school yesr, Bofoss sumener begins. we would Lke 1o celebeate sl that
ot chibdren have aceormplished this schoel year, | have volunieered to heip Ms. Jobnson plan
thes yeur's celebration,

The party will be beld Thursday, Juse 0% from 9-11 am in Ms. Johason's classreom. Spacks and
beverages will be provided thaaks 1o the generous support of the Parent Teacher Assocmtion. We
e ko see you theve.

1034 And
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Clicking the maximize button, that looks like a square, will expand the window to fill
the desktop.
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Click the
square

1’ been snolher excating school year. Bofose sumsner begins, we would Lk to celobeate sl that
onr chikdren bave aceamplished this school year, | have vohmicerad to help Ms. Jobmson plan
this vear's calebration,

The party will be beld Thursday, Juse 10% from 9-11 am in Ms. Johason's classroom. Soacks and
beverages will be provided thanks 1o the generous support of the Parent Teacher Assocation. We
bape to see you §
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Will you help Celine and click the maximize button?
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Deat Parests,
It's been anotber exciting school yesr. Before sumaser begim. we would like to cedebrate all that
o chikdewn bave accomplished thas scbool yess. | have volunteersd to help Ms. Jobnson plan
thin yrar's celebration.

The party will be beld Thursday, Juoe 10% from 911 am in Ms, Johason's classroom. Sascks and
bevernges will be provided thaaks to the generous support of the Parent Tescher Associstin. We
bope 1o e you there.

Thanks,

s veis D o @ SR B [
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Good job! The window now fills the desktop.

To make it smaller again, Celine will click the restore button. The restore button looks
like a double rectangle. When Celine maximized this window, the restore button
replaced the maximize button.
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1’ been snolher excating school year. Bofose sumsner begins, we would Lk to celobeate sl that
onr chikdren bave aceamplished this school year, | have vohmicerad to help Ms. Jobmson plan
this vear's calebration,

The party will be beld Thursday, Juse 10% froem 9-11 ans in Ms. Johsson's classreom. Snacks and
bevernges will be provided thaaks to the generous support of the Parent Teacher Assoction. We
bape b see you o
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Celine can scroll inside the window to display more of the file contents by using the

scroll bar. To do this Celine moves the cursor to the scroll bar, left clicks the mouse
and holds the button which “grabs” the scroll bar.

fie  Home In Design  Layout
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Deas Parents,

1t's boen anolber exciting school year. Befoee sumaer begind, we would ke 10 celebeate all that

our chibdren have accomplished thes school year. | have volunieered to help Ma. Jobnson plan

this year's celehration.

The party will be beld Thursday, Jine 10 from 9-11 am in Ms. Johsons classroom. Snacks and
verages will be provided thaaks to the generous support of he Parent Tescher Assocmtion. We

iape to see you there.

Thanks,
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She then drags the mouse down to scroll down in the document.
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Deat Pareists,

1 been anotber exciting school year. Befors sumser begins, we would like 1o celebrate all that
cur chibdren bave ccomplished this school year, | have volunieered to help Ms. Jobmson plan
this year's celebration,

The party will be beld Thursday, Jiae 10 from 91 am i Ms. Johmson's classroom. Spacks and
beverages will be provided thanks to the generous support of the Parent Teacher Assocition. We
baps ta see you thee.

Thanks,
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When Celine needs to see other files or folders on the desktop, she can use the
minimize button to move this window out of the way. This button looks like a dash
and will collapse the window into the taskbar at the bottom of the screen.

B © Type here 1o saarch o B @ =

1091 Ahd

LT Pty ~mGwmaa o B

The file is minimized and appears on the taskbar as an icon. Celine can get back to it
at any time by clicking on this icon.
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2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paid Funds
Cont Remaining
Food and Drin. 0 7200, 00 228,00
Decorstiom. 9% 0.00 13138.00) $15.00
Bouk for Each Student 228 85224 25 000 0.7
G for Clannroom 10 5100
wrs

)
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It is not uncommon to have many windows open at the same time. People find it easy
to switch between tasks or work between multiple files.

Celine clicks on a file on her desktop to open it. With more than one window open,
moving them around or resizing them may be helpful. Celine can pick up a window by
moving the cursor to the title bar and,

2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paid Funds
Cost

3400 17200 %0
3150 $0.00 ($135.00)
8228 5224.28) 000
100

3475 4368 24 “$135.00
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click and hold the mouse button to move it around.
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In Windows 10, the task view is another way to manage having more than one window
open.
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Clicking the task view button in the task bar displays all the windows that are
currently open. From the task view, Celine can close or select an application.
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Click outside the
windows to close
task view
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To exit this view, just click outside the windows...
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or click on the task view buttons again, like a toggle switch.
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2nd Grade - End of Year Pa

Anticipated  Encumbered Paid
Cost

($135.00)
(522425 000

$366 25 513500
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In this lesson, Celine learned how to open and view applications using windows. In the
next lesson, she’ll learn how to save and close files she creates within an application.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Saving and Closing Files

In the previous lesson Celine learned how to find and open files on the computer.
Occasionally, while you are working on a file, or before you close it, you will want to

save your work. In today’s lesson Celine will learn how to Close a file and Save her
work using Microsoft Excel within the Windows 10 operating system.
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2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paild Funds
Cost

($172.00) 000
L) 18135.00)
(8224251 000

Sheet 1 - 2nd Grade
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Celine has finished working in this Excel document and wants to save her work. Celine
saved this file before and would like to keep the same name and location of the file.
So, she clicks the Save option which is in the Toolbar.

2nd Grade - End of Year Party Budget
Anticipated  Encumbered Paid Funds
Cost Remaining
3000 $228.00
$150 ﬂ‘):::

i

1536 AM
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Newer versions of Microsoft products of Excel save your file automatically, every few
seconds, as you work.
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2nd Grade - End of Year Party Budget

em Anticipated  Encumbered Paild Funds
Cost

Food and Drink ($172.00)
Deceratons L)
Book for Esch Student (8224 25)
Gt for Classroam
Total

040
18135.00)
000

0028 S0
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55T sy & G woa o

B O Typehere 10 search o8 @€ = 3 d

Dats R View Help
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2nd Grade - End of Year Party Budget

item Anticipated  Encumbered  Paid
Cost

Food and Drink 400 ($172.00) w0
Oeceraboms 9150 000 18135.00)

Bock for Each Student 225 (8224 25) 00

Gt for Clansroam 5100
Tesl TS 5396 25 413600
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If this is the first time you are saving the file, click File...

1136 AM
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and select Save As.

Save As
e

i

a OneOrive

Choose a location you can
remember:

v On the desktop

~ In aclearly labeled folder

156 AN
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A “Save As” window will open. This allows you to select where the saved file will be
located on your computer, and to enter a name for the file.

Celine is going to save the file to the desktop.
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You can also use the navigation pane on the left to choose a different location for
your file. Be sure to choose a location you can remember easily such as on the
desktop orin a clearly labeled folder.

Celine enters a file name here, then clicks the Save button.
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If Celine wants to save the file to a different location on her computer, she would click
on Save a Copy.

Save a Copy
() Rocent
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oday
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Qj add a Place
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A “Save a Copy” window opens. This allows Celine to select where the saved file will be
located on the computer. Celine wants to save the file to the Documents folder, so
she clicks on This PC.
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The Save As folder opens. Because Celine wants to save the file to the Documents
folder, she clicks on the Documents icon on the left-hand menu.

sy Ae Gwan SRE @

Celine does not want to change the File Name, so she clicks Save...
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2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paild Funds
Cost

($172.00) 000
L) 18135.00)
(8224251 000
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and the file is now saved to the new folder.

If you use a public computer, there may be restrictions on where you can save files.
Using a USB or flash drive is a common way to save your files when using a public
computer.
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2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paid Funds
Cost Remaining

8400 ($172.00) 2000 822000
9150 000 18135.00)

228 (8224 25) 000

5100

TS $14 00

Shewt 1 - 2nd Grade
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Celine is done with the budget spreadsheet and wants to close it now. To do this, she
needs to click the X in the title bar. Excel will automatically save the file before the file
is closed.
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2nd Grade - End of Year Party Budget
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Cost

($172.00) 000
L) 18135.00)
(8224251 000
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Would you help Celine out, and click the X to close the file?

Good job!

In this lesson Celine learned how to close a file and save her work. In the next lesson
Celine will learn how to delete files in Windows 10.
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Deleting Files

In the last lesson Celine learned how to save her work and close a file.

In today’s lesson Celine is going to learn how to delete a file she no longer wants to
keep within the Windows 10 operating system.
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Celine has her documents folder open on the desktop. To delete files, Celine uses the
Recycle Bin, which is located on the desktop.

Doerr sy ~omm o MO gy
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To delete afile, Celine moves her cursor to the file she wants to delete, clicks and

holds down the left mouse button to select the file and drags it to the Recycle Bin on
the desktop.
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You can also delete a file by clicking once to select it...

...then tapping the Delete key on your keyboard. The Delete button may be in a
different location depending on your keyboard.
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Now the files are inside the Recycle Bin. The Recycle Bin is a temporary holding place
for the files that have been deleted.

Doerr sy ~omm o MOV g

Just like a recycle bin in your home, the contents stay in the bin until you empty it and
take it out.
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If you haven’t emptied the recycle bin,
you can get a file back!
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If you move a file to the Recycle Bin and later realize that you want to keep the file,
you can still get the file back as long as you haven’t emptied the Recycle Bin.

When Celine double clicks on the Recycle Binicon, ...
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... a window opens that lists the files.

Doerr sy ~omm o MO gy

To keep afile after placing it in the recycle bin, left click on the file and hold the
mouse button down while dragging the file to the desktop or other location where
you want to keep it.
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In this case Celine moved the file to the desktop.
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When you are certain that you are done with everything in the Recycle Bin, you can
empty it to permanently delete those files. One way to empty the Recycle Bin is to
move your cursor over the Recycle Bin icon, then right click on your mouse.

In the menu that appears, you would click on “Empty Recycle Bin.”
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Celine can also empty the Recycle Bin from the Recycle Bin folder. To do this she
clicks on the Empty Recycle Binicon.
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Celine is asked to confirm that she wants to delete the file. She does want to delete
the files, so she clicks Yes.

The Recycle Bin is now empty.
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In this course, we've learned the basics of working with the Windows 10 operating
system. We've learned to open applications and files, work within Windows, and save

and delete files.

Why don’t you try exploring some of the features on your own!

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Practice

In this course, we've learned a lot about how to use a computer. In today’s examples,
we are using a Microsoft Word and Excel on a Windows 10 operating system to
practice what we've learned.

Let’s see what you remember.
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If Celine wants to open an application on the desktop what
does she need to do? Click the correct answer.

Double-click the icon on the desktop

Single-click the icon on the desktop
Drag the icon into the trash

If Celine wants to open an application on the desktop, what does she need to do?
Click the correct answer.

If Celine wants to open an application on the desktop what
does she need to do? Click the correct answer.

& | Double-click the icon on the desktop

Single-click the icon on the desktop

Drag the icon into the trash

Click Next
to continue

That’s right! Celine needs to double-click the icon on the desktop to open the
application. Click next to continue.
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Celine wants to minimize the window. What icon would
she click to do that? Click on it now.
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Dear Parents,

It's boen ancsher exciting school year. Before summer begins, we would like to calsbrate all that
onir children have accomplished this school year. [ have volunscerod 1o help Ms. Johnson plan
thas year's <elebration

The party will be beld Thursday, Jume 10 from 911 am in Ms. Johnson's classroom. Suacks and
beverages will be provided thanks 1o the genesous suppart of the Parent Teacher Association. We
bope ta see you there.

Thanks,

Celine wants to minimize the window currently open on her screen. What icon would
she click to do that? Click on it now. If you need help, click on the Hint button.

Celine wants to minimize the window. What icon would
she click to do that? Click on it now.
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Dear Pasents.
's been another exciting school year, Before sunmer begins, we would like 1o celebeate all that
ren have accomplished this school vear. 1 have valunteered to help Ms. Johnson plan
thas year's celebration
The party will be beld Thursday. Juse 10 from %11 am in Ms. Johnson's classroom. Suscks and
beverages will be provided thanks to the genesous support of the Parent Teacher Association. We
bope te see you there.
Thaniks,
Click
mgtey mew [0 oo @ B B 1 ol Next to

continue

That’s right! Click next to continue.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Celine wants to close the window. What icon would
she click to do that? Click on it now.

Malings  Revew  View  Help 1 Shae O Comments
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Dear Parents,

It's boen ancsher exciting school year. Before summer begins, we would like to calsbrate all that
onir children have accomplished this school year. [ have volunscerod 1o help Ms. Johnson plan
thas year's <elebration

The party will be beld Thursday, Jume 10 from 911 am in Ms. Johnson's classroom. Suacks and
beverages will be provided thanks 1o the genesous suppart of the Parent Teacher Association. We
bope ta see you there.

Thanks,

Celine wants to close the window currently open on her screen. What icon would she
click to do that? Click on it now. Click on the hint button if you need help.

Celine wants to close the window. What icon would
she click to do that? Click on it now.
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— : s e ] That's right! =

Dear Parents,

It's boen another exciting school vear, Before mummer begins, we would like o celebrate all that
ren have accomplshed this school year. | have volunscered to help Ms, Johson plan

this year's celebraion

The paty will be beld Thursday, June 10% from 9-1 1 am in Ms. Johnson's classroom. Snacks and

beverages will be provided thanks o the generous support of the Parent Teacher Aswciation. We

bope te see you there.

Thanks,

Click

rpetot Tms [ Iicos B BN : ® Nextto
continue

That’s right! Click next to continue.
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Celine wants to save the document. What icon would
she click to do that? Click on it now.

A B [+ 1] E F
2nd Grade - End of Year Party Budget
! tem Anticipated  Encumbered Paid Funds
3 Cost Remaining
o Food and Drnk 400 (317200} 5000 522800
4 Decoratons $150 $0.00 (3135.00) $15.00
M Book for Each Student $225 15224 25) $0.00 50.75
g 040 for Classroom $100 3100
g Toul 75 538625 513500 534375
L]
e
U]
Sheet 1 - 2nd Grade - End of Ye
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Celine wants to save the document she is working on. What would she click to save
the document? Click on it now. Click on the hint button if you need help.

Celine wants to save the document. What icon would
she click to do that? Click on it now.

d Grade - End of Year Party Budget

Item Anticipated  Encumbered Paid Funds

Z Cost Remaining

5 Food and Drink 8400 (3172.00) 5000 522800

, Decoratons $150 50,00 (5135.00) $15.00

s Book for Each Student $225 15224 25) $0.00 50.75

§ 04 for Classioom $100 $100

5 Toul 5875 $306.25 -$135.00 334375

L]

]

0]

Sheet 1 - 2nd Grade - End of Ye 5 ‘ . Click
8 1 A e Nextto

continue

That’s right! Click next to continue.
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Celine accidentally deleted a file. Where can she
find and retrieve it? Click on it now.

Celine accidentally deleted a file. Where can she find and retrieve it? Click on it now.
Click on the hint button if you need help.

Celine accidentally deleted a file. Where can she
find and retrieve it? Click on it now.

That's right!

Click
Next to
continue

That’s right! Click next to continue.
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In this course we learned how to use a computer that has a Windows 10 operating
system. Why don’t you try exploring some of these features on your own!
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