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Activity and Checklist 
· Start the computer (Windows)

· Shut down the computer (Windows)

· Find a program icon on the desktop ____________________________

· Find a document icon on the desktop ___________________________

· Find a shortcut on desktop __________________________________

· Find the recycle bin: restore its contents, empty the recycle bin when necessary.
· Find the various drives and identify their use: 

· Floppy Drive (A) ________________________________

· Hard/main (C) _____________________________

· CD/DVD Drive(D) _______________________________

· USB/Other port (E) _________________________

· Launch a program or application from the windows start menu

· Launch a program or application from the desktop

· Access the calculator

· Maximize a window and minimize a window
· Drag the window to make it bigger or smaller

· Close a window – How many ways can you do this? __________________

· Open a window from the task bar

· View contents of a window using a horizontal and vertical scroll bar 

· Select an icon or document using the mouse

· Open a document or folder using the mouse

· Click to highlight an item, hold the button, and drag it to a new location

· Click to highlight an item, right click to re-name the icon

· Open a menu of functions using the right mouse button – desktop, taskbar…

· Drag and drop an item into a new location using the mouse

· Create a folder – call it your name; rename it _________________

· Delete a folder and then restore it from the recycle bin
· Access the calculator 

· Switch between programs or applications (use the bottom task bar)

· Find the anti-virus software on your computer

· Create and save a Word document into your folder:

· Include your name and something for which you’re famous

· Use different colours, different fonts, and some special effects 
· Find and use the help menu ______________________________
· Print that page
· [image: image1.png]Your choice #1: _______________________________________

· [image: image2.png]Your choice #2: _______________________________________
[image: image3.emf] 

 

iSisters Technology Mentoring © 2007 www.isisters.org

