Basics of Window OS

I Windows : Objectives/Required Skills
What is Windows-The most widely used operating system for desktop and laptop computers. Developed by Microsoft. Other OS include Mac OP, UNIX 
1) Demonstrate proper PC startup and shutdown. 
· Start, log on, log off, shut down, log off
2) Opening and closing an application
· Two kinds of files: documents and applications/programs.
2) Identify the primary components of a window in the Windows XP: 
· .Title bar, menu bar, tool bar, and task bar (in different programs such as word, ppt, and IE)
3) Desktop – a special window: Identify the primary components of the Windows XP desktop: 
· icons, windows, and task bar. 
· Open, close, move, resize and restore windows on the desktop.
· Desktop magic: create a folder, properties, change the appearance of a desktop, screen saver
4) Format a flash drive/storage media

II File Management : Objectives/Required Skills
Directories, subdirectories/folders
1) Demonstrate how to save a file to flash drive. 
2) Demonstrate how to open a file.
3) Demonstrate how to delete a file.
4) Demonstrate how to rename a file
4) Distinguish between selecting File/Save and File/Save As.
5) Organize multiple files by using folders

