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Operating Systems

Hi! I’'m Sarah, and I’'m here to tell you about a computer’s operating system and
guide you through navigating a computer.

We'll follow along with Jane. Jane wants to use the computer to create a letter
with pictures to send to family and friends.

She sits down at the computer and turns it on.

Let’s take a look.




When Jane first turns on the computer, software starts running behind the scenes
that manages all the different computer programs and processes.

That software is called the operating system.
Just like your brain works to manage your body to make sure that you are

breathing and your heart is pumping, the operating system manages the
functions of the computer to make sure that everything is working together.
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There are many different operating systems.

If you own a Macintosh computer, your operating system is called OS ten.

Most personal computers, or PCs, come with a version of the Windows operating
system.

Some people also run an operating system called Linux.
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The computer Jane is using is running the Windows 7 operating system.

When the computer has started, Jane sees what’s known as the desktop in the
monitor.

Here we see the Windows 7 desktop.

If you’re using a PC that has a different version of Windows running, the desktop
may look different.
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The desktop is just like the top of Jane’s desk at home or at work. On her desk, she
keeps different folders with papers in them and other tools she needs to get things
done such as a calculator for math, a pen for writing, or a book for looking things up.

Just as Jane has folders and tools on her wooden desk, she also has those tools
and folders on the computer. She can access them through the computer desktop.

To access those tools and folders, she can double click on these icons, also known
as shortcuts, since you can open the application right from the desktop.

If Jane wanted to handwrite a letter, she would use her pen. But since
'} a she wants to create a letter on her computer, she would double click on

td the icon (shown on the left), for the writing application Microsoft Word,
in order to open it.

Word 2015

Applications are tools that allow you to do things on a computer.

Some applications allow you to work on text documents, like the one Jane will use
for her letter, and others will allow you to do things like edit pictures or do math.
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Below the desktop at the bottom of the screen is the task bar, which can include
shortcut icons for commonly used applications similar to the icons on the
desktop.

Start
Button

Clicking on the icons on the taskbar will open applications just like clicking on the
desktop icons.

5:28 PM
2/9/2013

a [mc |1‘7‘ i)

Other information such as the date, time, volume control and internet settings are
also found on the taskbar.

In addition, the taskbar includes the “Start” button, which opens the Start menu.
The Start menu is another way that Jane can open an application.

. DIGITALLEARN.ORG 6

.. A PLA INITIATIVE



Jane's Computer
@ Moazilla Firefox

Documents
Pictures

Music

Games

Computer

Control Panel
Devices and Printers

Default Programs

All Programs Help and Support

aren

Clicking the “Start” button will open the Start menu where you can see the writing
application that Jane wants to use for her letter.

Clicking the icon for Word 2013 in the Start menu would open the application just
like clicking the icon would.

‘DIGITALLEARN.ORG 7

.. A PLA INITIATIVE



To recap, there are 3 ways to open an application:

* Double clicking the icon on the desktop.

E

Word 2015

» Clicking once the icon on the taskbar.
* Selecting your option through the Start menu.

All of these 3 options can take you to the same application.
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Files and Folders

While an application is a tool, such as the writing application Jane will use to
write her letter, the letter itself is stored in a file.

A file is a package of information.

That package could include text, like a letter or a recipe, a photograph, a video,
or music.

A PLA INITIATIVE

.DIGITALLEARN.ORG
..




File Icon

=="
P

Personal
Budget 2012

You can open a file icon that is on the desktop in the same way you open a
program, by double clicking on it.

INSERT  PAGE LAYOUT

When you open a file, it will open in the default application that file works in.

For example, by double clicking the budget file, it will automatically open
Microsoft Excel, since that is the application it works in.
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Folder Icon

f'v“‘.'
Documents

Folders on the computer are like the folder that was on Jane’s wooden desk.

Just as the folder on her wooden desk contains letters, pictures, and other
documents, the folder on the desktop contains the files we just mentioned.

O\._/ *+ Libcaries » Docwments » My Documents »
Organice v Sharewith »  Bum  Newfelder

¢ Favorites Documents library
M Desitep My ment

& Downloads
. Racert Places

Name

progecs
85 Happy New Yew 2013

4 Uibraries
8% Neighbomood Cookbaok

+ Documents

o Music ) Personal Budget 2012

1) Persomal Budget 2013
8" Surprise party guest kst

i Pictures

B videos
8! Surprise party to do lat

# s

o3 Homegroup
* we2

™ Computer
& WindowsT_05(CY)
- Remevable Disk ()

3 Lensve_Recovery Q)

i Network
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ites Documents library
op My Documents
nloads Name 2 Date modified Type
ent Places
. projects 2/11/20136:59 AM  File folder
ies Happy New Year 2013 2/9/2013503PM  Microsoft Wo
S Neighborhood Cookbook 2/10/20138:10 PM  Microsoft Wo
= Personal Budget 2012 2/10/20138:05PM  Microsoft Exc
- Personal Budget 2013 2/10/20138:05PM  Microsoft Exq
B Surprise party guest list 2/10/20137:44 PM  Microsoft W
Surprise party to do list 2/10/2013810PM  Microsoft Wo
egroup i ys13 2/9/2013 5:04 PM JPEG Image
= WE2 2/9/2013 5:04 PM JPEG Image
|puter
ndows7_0S (C:)
movable Disk (E:)
novo_Recovery (Q:)
york

Double clicking the folder will show the files in the folder, just as opening a paper
folder allows you to sort through the documents in that folder.
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Happy New Year 2013 - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MALNGS REVIEW VEW
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Happy New Year 20131

This has been a special year for us because we our 30th wedding y-We heid a
Sunday afternoon evant in a lovely local venue where 44 of us gathered for the occasion: a wondertul
mixture of relstives and friends, old and young. all minglng together, We took along photographs from
our wedding and honeymoon in Amsterdam which demonstrated that we were young once. Richard
gave 3 briliant speech, hilanously funny (largely at Roger's experse) with an emotional conclusion [for
more information chck here),

Az you know, we love to travel. Last year, we went to Syria and days later a brutal civil war commenced
which is stil running its bloody course. This year, we decided to g0 somewhere that has already had its
ol war and where we spesk the language, 50 we returned 1o the Urvted States after more than s
decade away.

We spenit the first week i the Washington DC area where we stiyed with our good friends Mike &
Laurs Grace and, &5 wel &S visRing museus and monuments in the city, toured the American Cail Wi
site of Gettysburg, The second week we were In the New York City area staying with our longstanding
friend Suzan Cole and, as wedl as more cultural sites, visited the Ground Zero memorial [for a ful
secourt of the trp dick here],

Roger usually manages to have a short holiday abroad with his sister Silvia and this year they went for a
fow days in Helsinki.

201 AM
1L/2013

Once a file or folder opens, you will see a window. A computer window gives you
a view into a file, folder, or an application just like a store’s window gives you a
view into the store.

The window is your working area.
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Happy New Year 2013!

This has been a special year for us because we celebrated our 30th wed
Sunday afternoon event in a lovely local venue where 44 of us gathered
mixture of relatives and friends, old and young, all mingling together. W
our wedding and honeymoon in Amsterdam which demonstrated that v
gave a brilliant speech, hilariously funny (largely at Roger's expense) wit
more information click here].

As you know, we love to travel. Last year, we went to Syria and days late
: ning its bloody course. This year, we decided to go somg¢
ere we speak the language, so we returned to the Unite

Double-headed Arrow

rst week in the Washington DC area where we stayed wi
Laura Grace and, as well as visiting museums and monuments in the city
site of Gettysburg. The second week we were in the New York City area
friend Suzan Cole and, as well as more cultural sites, visited the Ground
account of the trip click here].

Roger usually manages to have a short holiday abroad with his sister Sily
few days in Helsinki.

We both love spending time with the youngest members of the family, ¢
PAGE1 OF1 326 WORDs [%

2

When you open a window, it may appear in a size that's too big or too small for
your work.

You can change the size of the window by hovering over a border or corner of
the window with the mouse.

The mouse will then become a double-headed arrow.

You can then click and hold the left mouse button to “grab” the edges of the
window.

Drag the arrow to change the size of the window.

Release the mouse button when the window is the desired size.
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Haopy New Year 20131

This has been a special year for us because we celebrated owr 30th wedding anniversary. We held a
Sunday afternoon evant in a lovely local venwe whara 44 of us gathered for the occasion: a wonderful
mixture of relstives and friends, old and young. all minglng together, We tock along photographs from
our wedding and honeymoon in Amsterdam which demonstrated that we were young once. Richard
gave 3 briliant speach, hlanously funny (largely at Roger's experse) with an emoticnal conclusion [for
more information chick here),

As you know, we love 1o travel. Last year, we went to Syria and days later a brutal civil war commenced
which s stil running its bloody course. This year, we decided to g0 somewhere that has already had its
vl war and where we spesk the language, s0 we returned to the United States after more than s
decade away.

We spent the first week i the Washington DC aes where we stiyed with our good Triends Mike &
Laurs Grace and, &5 well &5 visTing museuns and monuments in the city, Toured the American Cavil War
site of Gettysburg, The second week we were in the New York City area staying with our longstanding
friend Suzan Cole and, as well as more cultural sites, visited the Ground Zero memarial [for a ful
account of the trp dick here],

Roger uzually manages to have a short holiday abroad with his sister Sikvia and this year they went for a
fow days in Helsinki,

The top of the window includes the title bar. This area has tools on it to help you
manage the window.
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appy New Year 2013 - Word ?2 @ :}
AILINGS ~ REVIEW  VIEW
24 Y | paBbceDc| AaBbCeDe AaBbC( AaBbCcl /—\a Bl : ?: :::a“
") v i v fTNormal | T NoSpac.. Headingl Heading2 Title S B Sarsits
M Styles Editing A

: we celebrated our 30th wedding anniversary. We held a
nue where 44 of us gathered for the occasion: a wonderful

If you wanted a window to fill a desktop, you could do that by clicking the

maximize button on the title bar.

Happy New Year 2013 - Word ? B - X
REVIEW VIEW Sign .
L # Find ~
=z AaBbCcDc AaBbCcDe AaBbC¢ AaBbCcl /—\a Bl AaBbCcC AaBbCcD¢ AaBbCcD: 2 Reol
vac Replace
D - v T Normal © TNo Spac.. Headingl Heading2 Title Subtitle  Subtle Em... Emphasis D Select ~
e Styles Editing ~

because we celebrated our 30th wedding anniversary. We held a
y local venue where 44 of us gathered for the occasion: a wonderful

When you want to make the window smaller again, click the restore button, which
replaced the maximize button, and the window will return to its previous size.
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Paragraph M Styles s Editing
in a lovely local venue where 44 of us gathered for the occasion: a wonderful
friends, old and young, all mingling together. We took along photographs from
noon in Amsterdam which demonstrated that we were young once. Richard
iilariously funny (largely at Roger's expense) with an emational conclusion [for
ere).

travel. Last year, we went to Syria and days later a brutal civil war commenced
onloody course. This year, we decided to go somewhere that has already had

Scroll Bar

in the Washington DC
as visiting museums ¢

econd week we were in the New York City area sta
s well as more cultural sites, visited the Ground Zero memorial [for
herel.

o have a short holiday abroad with his sister Silvia and this year they went fo

ime with the youngest members of the family, especially our granddaughter
nd the off-spring of Vee's nephew Martin, Yasmin (seven this month) and Lucas
o collect Catrin from her nursery one day most weeks and has babysat about

ntly we had her with us overnight. Her verbal skills are amazing and she is such

You can scroll in the window to display different content. This can be done in two

different ways.

One way is to click and hold the left mouse button on the scroll bar to “grab” it

and then drag it to move in the document.

The other way is by clicking on the arrows on the scroll bar.
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Happy New Year 2013 - Word ? E: -3¢

REFERENCES MAILINGS REVIEW VIEW in !
t= _t— | e= = A | = @ Find ~
= € 2l 0 AaBbCcDc¢ AaBbCeDe AaBbC( AaBbCcL Aa Bl % Replace
-| | 2
== 1; - O EH T Normal | TNo Spac... Headingl Heading2 Title =} | B Select
Paragraph I Styles ~ Editing ~

rear for us because we celebrated our 30th wedding anniversary. We held a

1in a lovely local venue where 44 of us gathered for the occasion: a wonderful
friends, old and young, all mingling together. We took along photographs from
moon in Amsterdam which demonstrated that we were young once. Richard
hilariously funny (largely at Roger's expense) with an emotional conclusion [for
1erel.

) travel. Last year, we went to Syria and days later a brutal civil war commenced
bloody course. This year, we decided to go somewhere that has already had its
speak the language, so we returned to the United States after more than a

in the Washington DC area where we stayed with our good friends Mike &
| as visiting museums and monuments in the city, toured the American Civil War

If you need to access other files or folders on the desktop, you can use the
minimize button in the title bar to minimize the window.

This will collapse the window into the task bar at the bottom of the screen so that
you can see and use the desktop.

7.

S 2 L.

Now that the first file is minimized, it will appear on the task bar at the bottom of
the screen as an icon. We can now access the desktop and find another file.

Minimized File
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. Personal Bt Happy New Year 2013!

20/ J ey, vev Lgudd ¢

This has been a spedial pesr for us because we celebrated our 30th wedding snniverssry. We held &
Sunday Sternoon event in 8 lovely locsl werme where 48 of us gathered for the occasion: 8 wonderful
mixture of relativas and friends, old and young, all mingling together. W tock along photograghs from
our wedding and honaymoon in Amsterdam which demonstrated that we were young once. Richard
gave a brlliant spoach, hiariously funny (largely at Roger's expense) with an ematiceal conclusion [for
moea information click hare).

Starting Bal
Total
Total
NET (Incomw - Expi
Projected End B
AS you know, we ove 10 travel, Last year, we went 10 Syria and days later & beutal civil war commenced
which is stil running its bloody course, This year, we decided 10 o somewhere thet has already had its
civil war and where we speak the language, so we returned to the United States aftar more than a
B INCOME decade avay
1 Wages & T
4 |Imevest income We spent the first week in the Washington DC area where we stayed with our good friends Mike &
5 | Dvadenas Laura Grace and, as wel as visting museums and meouments in the city, toured the American Chil War
& GPts Racetees site of Gettysburg, The second week we were in the New York Oty area staying with our longstanding
) Pefenss/ hevwtur severtd friend Suzan Cole and, &s well as more cultural sites, visited the Ground Zero memorial [for & ful
1 Transfer From Saviegs account of the trip dick here).
¥ Other

20 [ower Roger usually Manages to have a shart holiday abroad with his sister Sikia and this year they went for

few days in Helsinki,

We both love spending time with the youngest members of the family, especially cur sranddaushter

It is possible to have many windows open at the same time.
This allows you to switch between tasks, or work between multiple files.
You can pick up a window by the title bar and move it around.

Again, windows can also be resized to make it easier to multiple windows at the
same time.
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Occasionally, while you are working on a file, or before you close it, you will want
to save your work.

-

HOME INSERT DESIGN

11 ~ A A

Calibri (Body) ~

Paste

-

B I U ~abex, x> /A~

Paste | B I U~ !
. S = {Clipboard & Font

Clipboard & Fo

A

Wil | Personal Budg

2 http://www.vertex42.com/£xa

Hapj

You can do this by clicking on the file tab from the menu at the top of the
application window.
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The “Save” and “Save As” options will appear in the window that opens.

Happy New Year 2013 - Word

Info

Happy New Year 2013

My Documents

Protect Document

) Control what types of changes people can make to this document.
Protect
Document ~
;.\T Inspect Document
) =4 Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues ~
= Versions
Account »
ceo O\‘ ] There are no previous versions of this file,
Manage
Options Versions ~

If you have already saved this file before, know the location where it is saved,
and the name it is saved under, you can simply click the “Save” option from the
menu that appears in the new window.

However, if this is the first time you are saving this file or you would like to
change the name or location of the file, you will want to use the “Save As”
function so you can select where the saved file is located on your computer, such
as on the desktop or in a folder, and select a name for the file.
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When you select “Save As” and a new window will open.

) save As =)
( )U I Ul » Libraries » Documents » My Doguments » v | ‘y” Search My Documents pe
Organize v New folder gz v ©

@) MicosoftWord [ Documents libr§ry

Arrange by:  Folder ¥
My Documents

W Favorites
Bl Desktop
& Downloads

Date modified Type Size

ey
1/2013 9:02 AM

File folder

| Recent Places
t Word D... 13 KB

The location where the P, 12 K8

4 Libraries - & ‘ y o . ‘
T, — @° Surprise party guest list file is bemg saved t Word D... 13 KB
o Music @=) Surprise party to do list t Word D... 13 KB
=/ Pictures
B Videos
+& Homegroup
File name: -
Save as type: {Wo«d Document -
Authors: Articulate Tags: Add a tag Title: Add a title
[~ Save Thumbnail
# Hide Folders Tools ~ [ Save ] Cancel

This is the “Save As” window.
Select the location where you want to save the file.

Remember to choose a location that you will remember such as on the desktop
or in a specific folder.

In this example, Jane is saving this file in the documents folder, which you can
see in two locations, at the top of the window and in the main section.

If you are using a public computer, there may be limits on where you can save
files. Seek help from a staff person at the computer center for more information.
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\'3 3

o D T T —— |

Organize v New folder = @
- .
@) Microsoft word 5 Documents library Amangeby: Folder ~
My Documents

7 Favorites Name - Date modified Type Size

Ml Desktop

B Downloads ). Custom Office Templates 2/11/20139:02 AM  File folder

%] Recent Places = ) projects 2/11/20139:01 AM  File folder

@ Happy New Year 2013 2/9/2013503PM  Microsoft Word D... 13KB

3 Libraries L) Neighborhood Cookbook 2/10/20138:10 PM  Microsoft Word D... 12KB

@ D ¢ @5 Surprise party guest list 2/10/20137:44 PM  Microsoft Word D... 13KB

J Music L @ Surprise party to do list 2/10/2013 8:10 PM Microsoft Word D... 13KB

Pictures

B Videos File Name
& Homegroup

Save Button
File name: gEJ%
Save as type: | Word Document
Authors: Articulate Tags: Add atag Title: Add a title
[T Save Thumbnail

Next, type the name for your file under the “File name” field.

Lastly, click the “Save” button to close the window and save your file.
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Personal Budget 2012 [Compatibility Mode] - Excel
HCME MNSERT PAGE LAYCUT FORMULAS DATA REVIEW VIEW Signfig

v

Sent & bnd &
Fiker~ Select~

o= |Geerat  <| B Conditonal Feematting < E > -
B Ecermat a5 Table - Tx ) v -
Ry ' , - = B & 27 Foemat as Table . ]
= LA 2 % 2l 1127 Cell Stydes - &

Clpboard & ~ A % Humber T Styles Cells tdrirg

Tebucht MS (18~ A" A

AL - £ Personal Buciget

B C D I K M N o

.| Personal Budget  Uertexuz:

7 hbbp: fswww. e bendZ coend EacelTovagdal e/ por sonid-bodpel -spreadshent bt © 2008 Virteedz LG

) - Starting Balance 4,500 Total
d : Tatal Income 0 0 0 0 0 0 0 0
Total [xpenses 0 0 o 0 0 0 0 o
HET (Income - Expenses) 0 0 ] o 0 0 0 0 0
Projected End Balance 1,500 1,500 1,500 1,500 1,5%0 1,500 1,500 1,500 1,500 1,500 1,500

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC Total Average

LRl INCOME

11 Wopes & Tps

14 Isterest Income

13 Devidends

16 Gifts Receives

17 Refunds SSeindtursenonts

12 Transfer From Saviegs

15 Other

20 Other

21 Tatal NCOME

olo o oo oooo

Budget | Help

When you are done with your file and have saved it, you will then want to close it.

Click the X in the title bar to close the file.
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w Uertexyz

© 2008 vertexdd LLC

Starting Balance 1,500 Total
Total Income 0 o o 0 0 0 0 5 -

Total Expenses

NET {Income - Experrnes) 0 o

Projected End Balance 1,500 15000

Monthly

JAN FEB ! Want to save your changes to dudget.shx'? DCT  NOV DEC Total Average
|

1t B INCOME Seve Dog't Save Cancel

3 Wages & Tigs

4 Interest Income
§ Divdends

&GPt Racetees

} Pefanss/ heimbur semerts
I Trarsfer From Saviegs

' Other

20 Other

Total NCOME

Note that if you have made changes to your document since the last time you
saved, a window will open asking you if you want to save changes.

Click the “Save” button to save and close this file.
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If you are completely done with a file and won’t need it again, you can delete it.

To delete a file, click and hold down the left mouse button to select the file and
drag it to the recycle bin.

Personal
Budget 2012 Recycle Bin

Recycle Bin

When the recycle bin has files in it, the icon changes.

Like the recycle and trash bins in your home, things stay in the recycling bin until
you empty the trash and take it out.
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You can still get a file that you placed in the recycle bin out as long as you
haven’t “emptied” it.

When you click on the recycle bin icon, a window showing the contents of the
recycling bin will open.

Click and hold down the left mouse button to select the file and drag it to the
desktop.
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& Empty Recycle Bin
Open CCleaner...

Run CCleaner

- Create shortcut
Document Rename

Properties

)

When you are sure you are done with everything in the recycle bin, you can
empty it and the files in there will be gone permanently.

In order to empty the recycle bin, right click on the icon for it and left click on
“Empty recycle bin”.
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