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Using a PC Windows 11
Operating Systems

Hi! I'm Belle!

Celine

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

We'll follow along with Celine who wants to learn more about how to use her
computer.
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Learn about operating systems

Find and navigate the desktop

Find and organize files and folders
Manage the windows of an application

Save and close files

4
4
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Delete files

In this course Celine will learn about operating systems, how to find and navigate the
computer’s desktop, how to find and organize files and folders, how to manage the
windows of the applications she wants to use, and how to save, close and delete files

on the computer.
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What a computer is and how o use &
mousc and keyboard.
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Please note: If you want to learn more about how to use a computer, keyboard and
mouse, the PLA DigitalLearn course “Getting Started on a Computer” may help. See
the Additional Resources for a link to the course.
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In this lesson, Celine will learn about her computer’s operating system, Windows 11.
Let’s take a look.

Celine

When Celine 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.
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Operating System

Software that handles the
functions of the computer to
make sure everything is
working together

Celine

The operating system is the software that handles the functions of the computer to
make sure everything is working together.

Celine

Just like your brain works to manage your body to make sure you are breathing and
your heart is pumping, the operating system manages the functions of the computer
to make sure everything is working together.
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Celine

Celine logs in and we see the Windows 11 desktop. If you're using a computer with a
different operating system or another version of Windows, the login process and
desktop might look different.

Now Celine is ready to learn more about the Windows desktop and other programs.
In the next lesson, Celine will learn about the different sections of her computer’s
desktop.
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Working from the Desktop

Celine
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In today’s example, Celine is learning how to open applications in the Windows 11
operating system. In this lesson, Celine will learn about the different parts of the
computer’s desktop, including the taskbar, Start menu, and more.

When the computer is turned on, Celine sees what is called the desktop in the
monitor. If you're using a Windows computer that has a different version of the
operating system running, the desktop may look different.
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The Windows 11 desktop is just like the top of Celine’s desk at home or at work, where
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.
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Just as Celine has folders and tools on her physical desk, she also has those tools and
folders on the computer, which she can access through the desktop.
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The taskbar is located at the bottom of the screen. It is the section of the desktop
that provides access to programs, settings, notifications, and control functions. Let’s
explore some of the things you can do with the taskbar.

It can show you shortcut icons for commonly used applications much like the icons on
the desktop. Applications are tools that allow you to do things like write letters and
search the internet. Celine will learn how to add and remove applications from the
desktop and taskbar later in the lesson.
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To open an application, Celine can click on these icons, also known as shortcuts, right
from the taskbar. In today’s example Celine sees an icon for Microsoft Word which will
allow her to open a document,

and the Edge browser which allows her to search the web.
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The taskbar also shows an icon for any task or program that is currently open.
You can use these buttons on the taskbar to switch between the different windows
you have open.

Information like the date, time, and volume control are also found on the right edge
of the taskbar.
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If you can’t find what you are looking for on your computer, like a specific file, specific
computer setting, or an application, you can use the search box located in the
taskbar. The search box will also search for things on the web. The search box is
located at the center of the taskbar.
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Celine created a to do list in Word, but she can’t remember where she saved it. She

decides to search for the document. When she clicks in the search box, a menu pops
up. She types “to do list” into the search box.
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A results list appears. The first result is the document she’s looking for, so she clicks
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to open the document.
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Back on the desktop, we can see that the taskbar also includes the Windows icon.

While the taskbar has the most commonly used applications on it, it may not have all
of applications available on the computer.
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If Celine clicks on the Windows icon, it will launch the start menu, which will allow her
to see all of the computer’s applications. Would you help Celine and click on the
Windows icon to open the Start menu?
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Q. Serch for appi, settings, and decuments

Q. Saarch for apps, sttings, and documents

Celine can do more than just access applications from the Start menu. Let’s look
more closely at the other menu items that Celine will want to know about: “Power”,
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“Account”, “Settings”,
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QU Sewrch for apps. settings, and documents

Q. Sasrch for agp, sttings, and documents
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When Celine clicks on the power button it opens a menu where she can choose to
restart, shut down, put the computer to sleep, or lock her account.
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Q. Sewrch for g, settings, and documents
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Lock: Requires a username
and password to access the
computer.

Use “Lock” to keep your files and applications safe while you are away. To access your
files, you must log into the computer with your username and password.

Sleep: Power saving mode
for when you're not using
the computer.

Use “Sleep” when you're going to be away from your PC for just a little while. It
reduces the amount of power your computer uses but wakes up quickly so you can
start working again right away. If you do not use your computer for a while, it may
automatically set itself to sleep.
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Q. Serch for appi, settings, and decuments
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Eacel

Shutdown: Closes all files
and applications and turns
the computer off.

“Shutdown” closes all open files, applications, and processes running on the system
and then turns the computer off.

O, Sesrch for apps, settings, and documents

Punned
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Restart: Closes all files and
applications, turns the
computer off, and then
turns it back on.
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“Restart” closes all the open files, applications and processes running on the system,
turns the computer off, and then turns the computer back on.
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QU Sewrch for apps. settings, and documents

O Search for apps, settings, and documents

the Account menu appears. In this menu, Celine can sign out of her account by
clicking the three dots,
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QU Sewrch for apps. settings, and documents

Q. Sasrch for agp, sttings, and documents
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She can also change settings that are unique to her account on the computer by
clicking “Manage My Account”.
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Q. Sesrch for apps, settings,
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a menu displays that allows her to change her preferences, customize the desktop,
manage devices connected to the computer, and more.
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Q. Serch for appi, settings, and decuments

On the All Apps menu she can see a list of all the applications available on the
computer in alphabetical order.

Celine uses the Weather app often. There are a few ways she can make the Weather
app easier to find. To add the Weather app to the taskbar and Start menu,
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Q. Sewrch for apps, settings, and documents
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Celine scrolls down to find the Weather app and then uses her mouse to right click on
the Weather app.

O Sesrch for apps, settings, and documents
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A menu appears. Celine clicks “More”,
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Q. Sewrch for g, settings, and documents
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Q. Saarch for apps, sttings, and documents

which saves the Weather app icon to the taskbar. The Weather app is now in the
taskbar!

Even though Celine has added the Weather app to the taskbar, she can still find it in
the All Apps alphabetical list, too!
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Q. Serch for appi, settings, and decuments
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Celine can also add the Weather app to the Pinned section of the Start menu. To do
this, she would right-click on the Weather app from the All Apps menu, then click on
“Pin to Start”.

QU Sesrch for apps, settings, and decuments
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To see the Weather app in the Start Menu, Celine clicks “Back”.
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Q Sewch for app. settings, and documents

Q. Sasrch for agp, sttings, and documents

Celine decides to remove the Weather app from the Start menu. To do this, she right
clicks on the Weather app icon,
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QU Sewrch for apps. settings, and documents

clicks “Unpin from Start”

Q. Sasrch for agp, sttings, and documents

and the Weather App no longer displays on the Start menu.
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QU Sewrch for apps. settings, and documents

Q. Sasrch for agp, sttings, and documents

To close the menu Celine clicks on the Windows icon.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




< ATaT =
connected AP!‘S'“’J!S';PE"NW
LEARNING

Different ways to open an
application:

Double click on the Desktop
icon

Z Single click on the Taskbar

icon

Select from the Start menu

Celine

E Search and select from the Search box

Celine is happy to learn that there is more than one way to open an application on the
computer. She can double click on the Desktop icon, click on the Taskbar icon, select
it from the Start Menu, and search for it using the Search box.

In the next lesson, Celine will learn how to find files and folders on the computer.
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Files and Folders

Celine

In today’s example, Celine is using applications within a Windows 11 computer to learn
how to manage files and folders.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T .y
connected PublicLibrary

LEARNING

A “file” is a package of information. “Applications” are software or tools that allow you
to do things on the computer with the file. Some applications allow you to work on
text documents, and others allow you to do things like edit pictures, watch videos,
listen to music or access the internet.
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There are several ways you can open a file. Celine can open files from the desktop,
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from other shortcuts on the computer,
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or from the Start Menu.

Double click
the file icon

Any time you open a file, it will open inside a related software application. In today’s
example, Celine is going to open a budget file in Microsoft Excel, since that was the
application that was used to create it.

Would you help Celine open the School Party Budget file by double clicking on the
icon?
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Good job! The School Party Budget file has opened.
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A folder provides a method for storing and organizing files, just like the folders you'd
find on a physical desk.

When Celine double-clicks a folder, it will open the folder and show her the files inside.
Would you give it a try? Double-click on the folder to open it.
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Nice work! Double-clicking the folder on the desktop will open a window that shows
the files inside that folder, just as opening a paper folder allows you to sort through
the documents in that folder.

Search Celine’s
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Celine wants to open the End of Year Party document, so she double clicks the file
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Celine now wants to open another file that is on her desktop. Will you help Celine
open the file called “School Party budget” by double-clicking on it?
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Celine

In this lesson, Celine learned how to find and open files and folders on her computer.

In the next lesson, Celine will learn how to use an application window including how to
make a window bigger and smaller, how to move a window, how to scroll, and more.
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Working with Windows

Celine

In the previous lesson, Celine learned how to find and open files on her computer. In
this lesson, Celine will learn how to use an application window including how to make
a window larger or smaller, move a window, and more.
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Dar Parents,

11 boen another exciting schosol year. Before summer begins, we would like 1o celebeate all that
our chikdren hve accomplished this school year. | have vohmieered to help Ms. Jobinson plan
this year's celchration

The party will be beld Thursday, June 10° froen 9-11 am in Ms.
provided thanks to the generous 5 of the.

Jobsmon's classtoom, Saacks and
beveruges will be Parent Teacher Assaciation. We

bops 1 see you there.

In today’s example, Celine is using Microsoft Word and Excel on the Windows 11
operating system. Every time you open and use applications, files and folders, they
are viewed inside a window. The window is your working area.
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165 boen another exciting school year. Bofore summer bogins, we would like 1o celebrate all that
o children have acsormplishes this sehool year, | have voluntesred 1 help Ms, Johnson plan
this year's ce

The party will be beld Thursdsy. Junc 10% froe 9-11 am i Ms. Jolsnson's classroon, Sascks and
beverages will be provided thanks to the generous support of the Parent Teacher Association. We
b o soc you there.

Thanks,

[ ot Pecnons O P ity G 090 T UM B -+ um
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Sometimes, the window may be too big or too small. Celine can change the size of the
window by using her mouse or touchpad to place the cursor on the edge of the
window.

When she does this, her cursor will change into a double-headed arrow.
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s boen amother exeiting sehool year, Before sumenee begins, we would like 16 celebrate all that
oar chikdren have acconsplished this school year. | bave voluntecred o help Ms. Jobmsar plan
this year's celobration

mmymuurmMy Ture mnum n am n M. Johason'scasroom, Snacks nd
will be provided thanks o the af the Parent Teacher Association. We
huyrlumywlhcw

Thanks,
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She can then click and hold the left mouse button to “grab” the edges of the window.
Celine drags her mouse to the left to change the size of the window. She releases the
mouse button when the window is the desired size.
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Dear Parcats,

s been another exciting school year, Before sumemer begins, we would like 10 celebrate all that

o chibdren have sccomplished this school year. | have voluntcceed o belp Ms. Jobmsons plan

this year's celebration

mwwuumm;u Jurs 10 from 9- 11 am in Ms. Johason's classroom, Srscks and
will be provided thanks ko the gencrous support of the Pareat Teacher Association, We.

hwﬂu st you these.

Thanks,
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At the top of the window, Celine sees the title bar.
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Dear Pasats,

s boen amother exeiting sehool year, Before sumenee begins, we would like 16 celebrate all that
our childrer have aceomplished this school year. | bave voluntcered to belp Ms. Jobmsor plan
this year's celobration

The party will be held Thursday, June 10% fromm 9-11 am in Ms. Johason's elassroorm. Spscks and
beverages will be provided thanks o the gencrous support of the Parent Teacher Associstion, We
hope o see you there:

Thanks,
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The right corner of the title bar includes buttons that help manage the window.
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Click the
square

Dear Pasents,

1 boen amother exciting school yvear. Before summer begins, we would like to celebrate all that
wur children have aecomplished this sehosl yer. | have velunteered lo help Ms. Jobnson plan
this year's celebration.

The puarty will be held Thursday, June 167 from 911 am in Ms. Johnson's classrooen. Snacks and
bevernges will be provided thanks o the generous support of the Parent Teacher Association. We
hope o s you i

Thanks,

T Praddciors: £ T8 Accessioiey: Good 10,90
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Clicking the maximize button, that looks like a square, will expand the window to fill

the desktop.

Will you help Celine and click the maximize button?
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Disar Parents,

1's been another exciting school year. Before summer beging, we would like to celebrate all that
our children have accomplished this schaol year. | have vohsmtoerod to help Ms. Jolinson plan
this yoar's celebration.

The party will be held Thunday, hunc 10° from 911 am in M. Johnson's classroom, Snacks and
beverages will be provided thanks to the generous suppoct of the Parent Teacher Asociaton. We
hope o see yau there.

Thanks,

ot v (0 erwocton: on T Ay Good 0 g0

M Qs

Good job! The window now fills the desktop.

To make it smaller again, Celine will click the restore button. The restore button looks
like a double rectangle. When Celine maximized this window, the restore button
replaced the maximize button.
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s boen another exciting sehool year, Before summer begins, we would like 10 celebrate all that
our chikdren have accomplished thix school year. | have volunteered to belp Ms. Johnsan plan
this year's tian

The party will be held Thursday, June 1% from 9-11 m in Ms. Johason's elassroom. Srscks and
Beverages will be provided thariks to the gencrous support af the Parent Teachet Association, We
hope s you there.

Thanks,

[0 o Pabcross on T8 Accmatbiay Good 16 06
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Celine can scroll inside the window to display more of the file contents by using the
scroll bar. To do this Celine moves the cursor to the scroll bar, left clicks the mouse
and holds the button which “grabs” the scroll bar.
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' b amothee exiting sohool year, Biefore summet begins, we would like o celebrate all that
inhed this school

our children have ace L year. | have volunteered 1 belp Ms. Johnson plan
thix year's celebration.

The party will be hebd Thursday, Juse 107 from 9-11 am in Ms. Johason's classroom. Snacks and
beverages will be provided thanks to the generous support of the Pasent Teacher Association. We
hope b0 4ee you

Thanks,
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She then drags the mouse down to scroll down in the document.
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Dear Parents,

IW's been amother exciting school year. Before summer beging, we would like 10 celobrate all that
ot children have accomplished this school year. | have volusteered to belp Ms. Jobnson plan.
elebration.

ihis year's c

The party will be held Thursday, Juse 10 from 9-11 am in Ms. Johnson's ¢lassroom. Snacks and
Beverages will be provided thanks o the generous support af the Parent Teacher Assaciation. W
hope e see you thers.

Thanks,

.
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When Celine needs to see other files or folders on the desktop, she can use the
minimize button to move this window out of the way. The button looks like a dash
and will collapse the window into the taskbar at the bottom of the screen.
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The file is minimized and appears on the taskbar as an icon. Celine can get back to it
at any time by clicking on this icon.
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Dear Pasents,

s been amother cxeiting school vear, Before summer begins, we would like o celebrate all that
wur children have secomplished this schoal year. | have volunteered 1o belp M. Johnsan plan
this year's celeheation.

Thie party will be held Thursduy, June 109 from 9- 11 am in Ms, Johnson’s classroom. Snacks and
beverges will be provided thanks to the penerous support of the Parcnt Teacher Associatian. We
hope to see you theee.

Thanks,
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It is not uncommon to have many windows open at the same time. People find it easy
to switch between tasks or work between multiple files.
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Celine double-clicks on a file on her desktop to open it.
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With more than one window open, moving them around or resizing them may be
helpful. Celine can pick up a window by moving the cursor to the title bar,
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In Windows 11, the Task View is another way to manage having more than one window
open.
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Clicking the Task View button in the taskbar displays all the windows that are
currently open. From the Task View, Celine can close or select an application.

Click anywhere
outside the
windows to

close task view

~eue e

To exit this view, just click outside the windows
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In this lesson, Celine learned how to open and view applications using windows. In the
next lesson, she’ll learn how to save and close files she creates within an application.
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Saving and Closing Files

Celine

In the previous lesson, Celine learned how to find and open files on her computer.
While you are working on a file, or before you close it, you will want to save your work.

In today’s lesson, Celine will learn how to Close a file and Save her work using
Microsoft Excel within the Windows 11 operating system.
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Celine has finished working in this Excel document and wants to save her work. Celine
saved this file before and would like to keep the same name and location of the file.
So, she clicks the Save option which is in the Toolbar.
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Your version of Microsoft products like Excel may save your file automatically, every
few seconds, as you work. The tool bar will show you the saved status of the
document.
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In this example, “Autosave” is turned off. To turn on Autosave, click the button next to
Autosave to turn it on. The icon will turn from gray to green.
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If this is the first time you are saving the file, click File
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and select Save.

B o Py Byt Soed e
©® Save As

gy s Olen
0 mew

B Open

Personal

@ OreOrive - Perscnal

Share options.
|62 share
@ CopyLink

Other locations.

[E misee
D Addapiace

[ wowse

&3 Qs [ B - B - A rum Jumg

A “Save As” window will open. This allows you to select where the saved file will be
located on your computer, and to enter a name for the file.

Celine is going to save the file to the desktop.
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You can also use the navigation pane on the left to choose a different location for
your file. Be sure to choose a location you can remember easily such as on the
desktop orin a clearly labeled folder.
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Celine enters a file name here, then clicks the Save button,
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If Celine wants to save the file to a different location on her computer, she can click
on “File”,
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then “Save As”.
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This allows Celine to select where the saved file will be located on the computer.
Celine wants to save the file to USB drive, also known as a flash drive, so she clicks on
“This PC”.
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The “Save As” folder opens. Because Celine wants to save the file to her USB drive, she
clicks on the USB icon on the left hand menu.

Tt Adaa vee Marager: Specily the manager
Sulject - Specily e wabject Company. Specity The company na

4

Celine does not want to change the file name so she clicks “Save’
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and the file is now saved to the USB.

If you use a public computer, there may be restrictions on where you can save files.
Using a USB or flash drive is a common way to save your files when using a public
computer.

Welcome!

Getting Started with a Computer
Activity 4: Ports

This course is provided by

) PublicLibrary

g/ ASSOCIATION

To learn more about how to connect a USB drive or flash drive to your computer
using a port, watch PLA DigitalLearn’s course “Getting Started on a Computer: Lesson
4” for help. See the Additional Resources for a link to the course.
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 DigitalLearn Course
ntro to Email 1 and Intro to Email 2
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Get started with email. Leam more than the basics of
navigating your email account

@ 15 mins @ 28 mins
This module was made possible by ATST This moduie was made possibie by ATST

If you do not have a USB or flash drive, you can also email the file on the computer to
yourself. To learn more about how to create an email account, log in, and send an
email, watch PLA DigitalLearn’s course “Intro to Email” for help. To learn how to attach
a document to your email, see “Intro to Email 2: Working with Attachments.” See the

Additional Resources for a link to the course.
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Now that Celine has saved the budget spreadsheet, she wants to close the file. To do
this, she needs to click the X in the title bar. Excel will not ask Celine to save the file
again, because no changes have been made to the file since Celine last saved it.

Would you help out Celine, and click the X to close the file?

Celine

Good job! In this lesson, Celine learned how to close a file and save her work. In the
next lesson, Celine will learn how to delete files in Windows 11.
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Deleting Files

In the last lesson, Celine learned how to save her work and close a file.

In this lesson, Celine is going to learn how to delete a file she no longer wants to keep
within the Windows 11 operating system.
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9 Why Delete Files Permanently?

To make sure you do not run out of
storage space

Help your computer run faster and
more efficiently

Protect personal information

Help you find files more quickly by
eliminating clutter

There are several reasons why you might want to delete files permanently from your
computer.

One reason is to make sure you do not run out of storage space on your computer.
Even if the file is in the recycle bin, it still takes up storage space.

Deleting unneeded files can help your computer run faster and more efficiently.
Deleting files also can help you protect personal information. For instance, if you are
working on a file that includes private information and you do not want anyone else
to seeit, it is recommended that you delete the file when you are done, so that

someone else cannot access your personal information later.

And finally, it can help you find files more quickly by eliminating clutter.
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5 = Desktap > Celine's Documents Saarch Eeline’s Documents
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Celine has a documents folder open on the desktop. To delete files, Celine uses the
Recycle Bin, which is located on the desktop.

5 To Do it v of Year Pty

B Qe 2. fcAdeC - Tam oMy

To delete afile, Celine moves her cursor to the file she wants to delete, clicks and
holds down the left mouse button to select the file
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5 = Desktap > Celine's Documents Saarch Eeline’s Documents
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and drags it to the Recycle Bin on the desktop.

Search Coline’s Documants

T Son o View - T tmptyRecycie fin T Restore s nems e
Oate modfed Ty
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You can also delete a file by clicking once to select it
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then tapping the Delete key on your keyboard. The Delete key may be in a different
location depending on your keyboard.

Now the files are inside the Recycle Bin. The Recycle Bin is a temporary holding place
for the files that have been deleted.

Just like a recycle bin in your home, the contents stay in the bin until you take it out
and empty it.
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If you haven't emptied the recycle bin,
you can get a file back!

..... IO - voe e

If you move a file to the Recycle Bin and later realize that you want to keep the file,
you can still get the file back as long as you haven’t emptied the Recycle Bin.

To recover the file Celine double clicks on the Recycle Bin icon,

8 % Do List i o Yewr Pyry

i Qs L2.Cadc A vam ug

and a window opens that lists the files.

To keep afile after placing it in the recycle bin, left click on the file
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and hold the mouse button down while dragging the file to the desktop or other
location where you want to keep it.

G Lo2.CaAdC - am oMy

In this case Celine moved the file to the desktop.
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When you are certain that you are done with everything in the Recycle Bin, you can
empty it to permanently delete those files. One way to empty the Recycle Bin is to
move your cursor over to the Recycle Bin icon,

Search Racycle Bin

T gy Rocyce B =+
5 PintoSart
S /2 roperties

£ Show more options.

H aseo LD CaESEC ~Tam jimg

then right click on your mouse.

In the menu that appears, you would click on “Empty Recycle Bin.”
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Celine can also empty the Recycle Bin from the Recycle Bin folder. To do this, she
clicks on “Empty Recycle Bin”.

.
L

L C s Lo CaEdEC - Tue e
Celine is asked again to confirm that she wants to delete the file. She does want to
delete the files, so she clicks Yes.
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In this course, we've learned the basics of working with the Windows 11 operating
system. We've learned to open applications and files, work within Windows, and save

and delete files.

Why don’t you try exploring some of the features on your own!
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Practice

In this course, we've learned a lot about how to use a computer. In today’s lesson, we
are using a Microsoft Word and Excel on a Windows 11 operating system to practice
what we’ve learned.

Let’s see what you remember.
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If Celine wants to open an application on the desktop what
does she need to do? Click the correct answer.

Double-click the icon on the desktop

Single-click the icon on the desktop

Drag the icon into the trash

If Celine wants to open an application on the desktop, what does she need to do?
Click the correct answer.

If Celine wants to open an application on the desktop what
does she need to do? Click the correct answer.

&  Double-click the icon on the desktop

Single-click the icon on the desktop

Drag the icon into the trash

Click Next
to continue

That’s right! Celine needs to double-click the icon on the desktop to open the
application. Click next to continue.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

Celine wants to minimize the window. What icon would
she click to do that? Click on it now.

ol Year Party » Saved ¥

Create and Sare Reguest  Edaor

Dear Parents,

1ts boen another exciting schoal yeas. Before summer begins, we would like to celebrate all that
wur chikdren have accomplished this school year. | have volusteered to help Ms. Jobrson plan
this year's celebration.

The party will be hold Thursday, Junc 10 from 9-1 1 am in Ms. Johnson's classroom. Snacks and
beverages will be provided thanks 10 the genesous support of the Parent Teacher Association. We
hope to see you there.

Thanks,

Tt Presicions On T Accemdibty. Good 1o go.

Celine wants to minimize the window currently open on her screen. What icon would
she click to do that? Click on it now. If you need help, click on the Hint button.

Celine wants to minimize the window. What icon would
she click to do that? Click on it now.

o=
fings  Review \fow Help Acrohat
-
A P
Syles | Cdiing

That's right!

Dar Parents,

1 been another exciting schuol yesr. Befune summer beuing, we woubd like w oolcbrate all tat
aur chikdren bave aceomplished this schoal year. | v veltuteered to help Ms. Juhnson plan
this year's celebration

The party will be beld Thursday, June LO* from 9-11 am in Ms. Johason's classsoom. Snacks and
bevesaes will be provided thanks 1o the geneeous sugport of the Pasent Teacher Association. We
hops to see you there,

Thanks,
Click
Next to
continue

Teot Predictions On T Acosssibibty: Good 1 g0

That’s right! Click next to continue.
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Celine wants to close the window. What icon would
she click to do that? Click on it now.

) % ol Yea Party » Sved 2 Seanch
Lyjout  Refersnces  Malings Review View Help Acobat 1 Comments | [ Esng - (RS
— O m . —
= A P , & | &
Spfes | Efiing  Creste and SruneRequest
- - -

POF  Sgnetres

B sl & e acroban

Dhear Parents,

1¢s boen another cxciting schuol year. Before summer begins, we would like fo celebrate ll that
our childiren have sccomplished this school year. | have volunteered to help Ms. Johnson plan
this year's celebration.

The party will be held Thursday, Junc 10* from 9-11 am in Ms. Johnson's classroom. Saacks and
beverages will be provided tharks 1o the generous suppon of the Paret Teacher Association. We
hope to sce you there.

Thanks,

Tast Presictions On T Accesibibey Good 18 g0

Celine wants to close the window currently open on her screen. What icon would she
click to do that? Click on it now. If you need help click the hint button.

Celine wants to close the window. What icon would
she click to do that? Click on it now.

T Endol Yew Party + Saved ¥ £ search

Laout  Referemces  Malings  Review  View

[ear Parents,

1t's been another exciting school year. Before summer begins, we would like to celebrate all that
our chiliirem have sccomplished this school year. | have volumteered ko help Ms. Johmson phin
this year's celebration.

The party will be held Thursday, fune 10 from 9-11 am in Ms. Johnson's classroom. Seacks and
beverages will be prosiden thanks e the generous support of the Parct Teacher Association. We
hepe to see you there.

Thanks,
Click
Next to
continue

et Pretcrns On T Acceamitny Gosd 1 g2

That’s right! Click next to continue.
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Celine wants to save the document. What icon would

she click to do that? Click on it now.
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Celine wants to save the document she is working on. What would she click to save
the document? Click on it now. If you need help click the hint button.

Celine wants to save the document. What icon would

she click to do that? Click on it now.
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That’s right! Click next to continue.
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Celine accidentally deleted a file. Where can she

find and retrieve it? Click on it now.

i

e T

Celine accidentally deleted a file. Where can she find and retrieve it? Click on it now. If
you need help click the hint button.

Celine accidentally deleted a file. Where can she
find and retrieve it? Click on it now.

That's right!

Click
Next to
continue

That’s right! Click next to continue.
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In this course we learned how to use a computer that has a Windows 11 operating
system. Why don’t you try exploring some of these features on your own
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