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Learning to use a computer 1s an essential skill that everyone who wants to be

successful in today’s world must learn.
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Computers come in various shapes and sizes and can be used for a variety of purposes. Whether
it’s surfing the internet, checking email, writing a resume, applying for a job, listening to music,
playing games, posting pictures of your family reunion, or just watching movies, the computer has

become the all in one multimedia machine that society just can’t seem to get enough of.
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* In this lesson we will cover: ISTARIHI{] SIS TSNS UNWHNS

g
- IAISAN|§I

* Computer basics

* Parts of a computer




PART OF COMPUTER
KEYBOARD: The keyboard is one way to provide input, or instructions, to a computer. except for a
few additional keys, the keyboard is laid out just like a typewriter, so if you are familiar with a

typewriter this should be an easy adjustment
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Typewriter keys Function keys Enter keys
Windows keys Numeric keypad Other

Application key Cursor control keys
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@ Scrolling




Depending where your mouse Is on the screen, the
cursor will look different.
below is a chart showing the different changes your cursor
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Standard Pointer “I” Bar or Text Cursor Hand Pointer lfourglass orCirae :
; : 2 : Indicates the computer is
The mouse cursor typically Indicates standard text, or Indicates a hyperlink that S P ]
looks like this as you move an information field in links you to a page with 5 g

. : ; . load, such as a website or
it around the screen. which you can enter text. related information. < .
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Cut, Copy and Paste

e Cut — remove text/image from screen so you can move
it somewhere else

e Copy — copies the text/image so you can add it
somewhere else (stays in original place)

@ Paste — inserts last cut/copied item at cursor location

(Cirl| + | X| cut
Ctrl| +|C| copy

—

:Ctrl} + V| Paste
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G. Ctrl| + ||
i ctrl] + [e]
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& gt Navigating through text

moves cursor to next field (will
push text/image)

| Shift | +[Tab] moves cursor to previous field

a0l + @ [cull + =) Jump cursor to beginning of next
B e

Ctrl | + ] jump cursor to start of document
(Cirl] 4+ [=«]  jump cursor to end of document




