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Using the computer and Managing Files

Using Microsoft Windows 7
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Moving a window
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Benefits of online file storage
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Files and Folders
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Opening a window to display folder name, size, location on a drive
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Expanding, collapsing, views of drives, folders
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Creating a folder
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Word Pad window components
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Word Pad window components
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Entering text into a file
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Sorting files
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’Selecting a group of adjacent files, folders
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Selecting a group of non-adjacent files, folders
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Copying Files & Folders
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Moving files, folders
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Deleting, Restoring files, folders
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Deleting files, folders to the recycle bin
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Restoring files, folders from the recycle bin
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Anti-Virus
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Why anti-virus software needs to be updated regularly
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Installing a new printer on the computer
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Installing a new printer on the computer
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Printing a document
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Viewing a print job’s progress in a queue
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Pausing a print job using a desktop print manager
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Resuming a print job
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Re-starting a print job using a desktop print manager
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Delete a print job using a desktop print manager
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