Windows Skills 2014/07/10
	To Be Covered
	Not Necessary to Cover
	

	
	
	Windows fundamentals

	
	
	What is the desktop?

	
	
	What is the taskbar?

	
	
	(win 7 only) What is the "Start orb" or "Start button"? >>> Start menu

	
	
	(win 8 only) How do I get to the desktop? (Win+d)

	
	
	Startup / Login / Shutdown >>> (win 8: alt+F4 or Win+i to get charms)

	
	
	Click, double-click, right-click, drag

	
	
	Trackpad vs. mouse

	
	
	Windows Explorer --- folder icon in Start menu or on desktop/taskbar

	
	
	Working with windows and icons

	
	
	Minimize, maximize, restore, quit

	
	
	Title bar --- drag windows, double-click to maximize/restore

	
	
	Resize/stretch windows, having more than one window open at once

	
	
	Top (active) window vs. other (inactive) windows below, “focus”

	
	
	Leave windows open on desktop and work in other places / programs

	
	
	Click once on icon, if that doesn't work, double-click --- this always works, on web, in windows, etc. Suggest observing what kinds of things need single click vs. what kinds of things need double-click.

	
	
	Single-click items on taskbar, double-click items on desktop

	
	
	Shift-click icon on taskbar to open new instance (Notepad); right-click icon on taskbar to see recent files or pin items to menu.

	
	
	Selecting and cut / copy / paste

	
	
	Find and launch Notepad --- select text by dragging

	
	
	When text is highlighted or cursor is blinking, it's only necessary to start typing

	
	
	Cut, copy, paste using text (Notepad) and Edit menu

	
	
	Use text with AAAABBBBBBCCCCC to practice cut, copy, paste

	
	
	Keyboard shortcuts --- cut, copy, paste, select all

	
	
	Right-click context menus --- cut, copy, paste, select all

	
	
	Make Windows 8 shortcut tiles for quick access in Metro interface

	
	
	Make Windows 7 shortcut icons, place on desktop, drag to taskbar, pin to Start menu

	
	
	Web / e-mail

	
	
	Establish network connection if needed

	
	
	Open and use web browser

	
	
	Copy text from web page, paste into word processor; if you try to copy text that is actually an image (Facebook), you can’t do it

	
	
	Create new web-based e-mail account

	
	
	Use tab to move from field to field (web form)

	
	
	When text is highlighted or cursor is blinking, it's only necessary to start typing

	
	
	Access / login to e-mail

	
	
	Compose and send new e-mail

	
	
	Read incoming mail

	
	
	Reply to e-mail

	
	
	Attach file(s) to e-mail and send, navigation to find files on disk to attach

	
	
	Open incoming e-mail with attachment(s), download and store attachment(s) in proper location, navigation for storing files downloaded from web / e-mail

	
	
	Unzipping compressed files received via e-mail (less frequent)

	
	
	Sign out from e-mail

	
	
	Navigation

	
	
	Windows Explorer --- click icon, not filename, to do file management

	
	
	Folders require double-click to open during navigation

	
	
	Double-clicking file opens file

	
	
	Understand basics of files and folders, including where on disk they reside --- directory tree structure

	
	
	Proper and improper characters for file and folder names, good filenaming practices (including YYYY-MM-DD format in filenames, not using "latest" or "new", not naming folders "My Documents")

	
	
	Create new folder

	
	
	Rename folder

	
	
	Move folder to different location

	
	
	Place files within folder

	
	
	Create folder within folder

	
	
	Move files from one folder to another

	
	
	Copy files within a folder

	
	
	Copy files from one folder to another

	
	
	Copy folders

	
	
	Rename files

	
	
	Delete files

	
	
	Delete folders

	
	
	Multiple windows explorer windows open, drag to select, move/copy files/folders among the windows, paste into folders

	
	
	Ctrl-click to select discontiguous items

	
	
	Shift-click to select contiguous items

	
	
	Select all, ctrl-click to deselect items

	
	
	Cut, copy, paste using files (windows explorer)

	
	
	Keyboard shortcuts --- cut, copy, paste, select all

	
	
	Sort/re-sort display of folder contents --- by name, by date, by type, etc.

	
	
	Refresh display --- F5

	
	
	Choose among display options --- details, icons, etc.

	
	
	Adjust/resize columns in Explorer display to show folder names

	
	
	Use search box to find temporarily "lost" files, use smallest particle, click X to remove filter

	
	
	Software

	
	
	Finding and opening programs, like Excel

	
	
	(win 8) Start typing name of program at metro screen to find program

	
	
	Double-clicking program opens program

	
	
	Once in Excel, opening files (including how to navigate to find files)

	
	
	Make changes to file

	
	
	Save --- when, how often, how, why

	
	
	Save as (including navigating to find proper location to save, file name, file type)

	
	
	Closing files

	
	
	Closing Excel

	
	
	Google docs

	
	
	Create folders, folders within folders

	
	
	Create different kinds of docs

	
	
	Name / rename files and folders

	
	
	Make a copy (same or different name)

	
	
	No need to save

	
	
	Navigate / use file and folder structure

	
	
	Copy / rename / move files and folders

	
	
	Uploading files to google docs

	
	
	Downloading files from google docs

	
	
	Sharing files with others


