Solutions Guide

Use this file to check your work on the exercises in this course. Both images and descriptions are
provided.

Chapter 1: Getting Your First Look

Hands-On Exercises

HO 1.1 Log In to Windows
The Windows Desktop will appear. The appearance may vary slightly on different computers.
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HO 1.2 Use the Mouse

Results will vary according to Desktop properties. Learners use the mouse to select and deselect the
Recycle Bin as well as to move it to the right of the screen and then back to its original location. At the
end of the exercise, the Desktop is displayed.

HO 1.3 Lock the Computer
Learners use the lock command and then log back in using their username and password. At the end of

the exercise, the Desktop is displayed.
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HO 1.4 Display and Dismiss the Start Menu
Learners display and dismiss the Start menu using both the mouse and the keyboard. At the end of the
exercise, the Desktop is displayed. The screenshot below shows the appearance after step 3:
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HO 1.5 Launch a Program from the Start Menu

Learners launch the Calculator app from the Start menu. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 2:
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HO 1.6 Customize the Start Menu

Learners add an app to the Start menu and then move it so it’s the first app showing.
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HO 1.7 Customize the Start Menu

Learners add a folder to the Start menu and give it a custom name.
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HO 1.8 Delete a Folder
Learners remove an icon from a folder in the Start menu, which automatically deletes the folder.
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HO 1.9 Use Sleep Mode and Shut Down
Learners put the PC in sleep mode, return it to working mode, and then shut it down.

Skill Builder Exercises

SB 1.1 Organize the Start Menu
Learners add app icons to the Start menu and then organize the menu.
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Chapter 2: Starting and Controlling Apps

Hands-On Exercises

HO 2.1 Use Quick-Sizing Buttons

Learners open the File Explorer and use the quick-sizing buttons to maximize, restore down, and
minimize the app window. They then use the File Explorer app button to restore the program onto the
Desktop. At the end of the exercise, the Desktop is displayed. The screenshot below shows the

appearance after step 5:
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HO 2.2 Move, Resize, and Snap a Window

Learners move, resize, and snap the File Explorer app window before closing it. At the end of the

exercise, the Desktop is displayed.
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HO 2.3 Determine If You Have a Touchscreen
Learners check to see if their Windows computer has a touchscreen. At the end of the exercise, the

Desktop is displayed. The screenshot below shows the appearance after step 3:
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HO 2.4 Change Taskbar Settings
Learners open the taskbar and Start menu Properties dialog box to observe setting options and to make

changes to the taskbar settings. At the end of the exercise, the Desktop is displayed. The screenshot

below shows the appearance after step 3:
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HO 2.5 Pin and Unpin an App

Learners open Notepad, pin the app to the taskbar, and then unpin the app from the taskbar. At the

end of the exercise, the Desktop is displayed. The screenshot below shows the appearance after step 3:
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HO 2.6 Set Notifications

Learners turn notifications off and then back on before closing the Settings window. At the end of the

exercise, the Desktop is displayed. The screenshot below shows the appearance after step 4:

(¥ & Settings - o X
teayel= i) o .
@  Student Labyrinth System > Notifications
=2 Local Account
Notifications
vy (B v O, o @ ~
| B System 32 Do not disturb
cal a'l Notifi ns will be sent directly to notificatior nter off @
©  Bluetooth & devices
@ Network & internet (@  Turn on do not disturb automatically v
/' Personalization )
B oo 19 set priority notifications 5
& Accounts
@ Foaus 5
5: de badges
® Time & language ki :
9 Gaming
Notifications from apps and other senders
K Accessibiiity Sort by:  Most recent
J Privacy & security
AutoPlay 5
@ Windows Update (] Banners, Sounds on @D
[ﬁ Suggested on e 5
Adobe Creative Cloud
> Rttty on @D >
" am — - sy 633 AM
& BR  Q Search [ - C B E & ~ Qo 4/12/2023
Boost Your Skills with Computer Basics and Windows 11 Page 7 of 44




Solutions Guide

HO 2.7 Open Multiple Programs
% Untitled - Paint =g X

File  View R &

o ox[E e =0

Clipboard Image Tools Brushes  Shapes Size Colors

1152 x 648px

tn1,Col Windows (CRLF)

e # oo O CBEES ~ABes SHNe |
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HO 2.9 Flip Between Active Programs
Appearance may vary depending on which program the student flips to last.
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HO 2.10 Use Task View

Learners use the Task View button to switch between running apps. At the end of the exercise, the
students close all three open apps, and the Desktop is displayed. The screenshot below shows the
appearance after step 3:
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Learners resize and move the Calculator on the Desktop. At the end of the exercise, Calculator is closed,
and the Desktop is displayed. The screenshot below shows the appearance after step 3:
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Learners pin/unpin apps to the Start menu and launch apps. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 6:
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SB 2.3 Multitask
Learners multitask by using the control features discussed in this chapter. At the end of the exercise, the
Desktop is displayed. The screenshot below shows the appearance after step 8:
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Chapter 3: Creating an Online Account

Hands-On Exercises

HO 3.1 Create a Microsoft Account
Learners create a Microsoft account that will be used throughout this book. At the end of the exercise,
the Microsoft account screen is displayed.
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HO 3.2 Connect Accounts
Learners connect their newly created Microsoft accounts to their Windows 11 logins. Learners then

Register your Surface, Xbox, or related accessory to see its warranty status and create service orders. ‘ n

close the Accounts window. At the end of the exercise, the Desktop is displayed.
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HO 3.3 Log In to OneDrive
Learners use Microsoft Edge to log in to OneDrive. At the end of the exercise, the Desktop is displayed.
The screenshot below shows the appearance after step 8:
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HO 3.4 Start the Word Online App

Learners go to OneDrive online and start the Word online app. They then close Microsoft Edge, which
also closes Word. At the end of the exercise, the Desktop is displayed. The screenshot below shows the
appearance after step 6:
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Chapter 4: Working with Apps

Hands-On Exercises

HO 4.1 Compare Drop-Down Menus
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HO 4.3 Save a New Document
Learners save their Paint picture to their hard drive, to their USB flash drive, and to OneDrive. At the end
of the exercise, the Desktop is displayed.

HO 4.4 Change Mouse Pointers in Paint
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HO 4.5 Use Scroll Bars

Learners resize the Paint window to see scroll bars and then use the scroll box, scroll button, and scroll
bar to scroll vertically and horizontally before closing Paint. At the end of the exercise, the Desktop is
displayed.

HO 4.6 Type in the Word Online App
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HO 4.7 Select Text
There is no screenshot for this exercise.

HO 4.8 Format Text
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HO 4.9 Print a Word Document
There is no screenshot for this exercise.

HO 4.10 Save a PDF File in Word
There is no screenshot for this exercise.
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HO 4.11 Use Cut and Paste

Learners use Cut and Paste within the existing Word document using the command buttons on the
Home tab. They then close Microsoft Edge, thereby also closing Word. At the end of the exercise, the
Desktop is displayed. The screenshot below shows the appearance after step 3:
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Learners create a copy of Letter from Sylvia and address it to a specific person. They then save it as a
PDF, view the PDF, and then close the download bar, the Word dialog box, and Microsoft Edge. At the
end of the exercise, the Desktop is displayed. The screenshot below shows the appearance after step 8:
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Chapter 5: Using Email

Hands-On Exercises

HO 5.1 Log In to Outlook
At the end of the exercise, the Desktop is displayed. The screenshot below shows the appearance after

step 5:
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HO 5.2 Read an Email

Learners open and read the email message from the Outlook Team. At the end of the exercise, the

Desktop is displayed. The screenshot below shows the appearance after step 2:
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HO 5.3 Send an Email Message
Learners send an email message and then close Outlook. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 8:
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HO 5.4 Send an Email with an Attachment

Learners send a file they have previously created as an attachment. At the end of the exercise, OneDrive

is displayed. The screenshot below shows the appearance after the first part of step 9:

O | @ My files- OneDrive

B2 import favorites @ OneDrive

[
x
o
3
EH
<
2
=
2
b

&
|
«

Toggle left  New

pane mail v
o
>3 New
o
v Favorites
v &3 Inbox
L] P> Sent ltems
A 7 Drafts
P Add favorite
Folders
a B
&3 Inbox
4
3 Junk Email
7 Drafts

X | @R Mail - Student Labyrinth - Outlo. X | =4+

Delete

C % https://outlook live.com/mail/0/

£ Search
Ex @J
Rules  Markall as
read
Respond Move
2) Focused Other = Filter

Laura Smith; Doug Campbell
Thank you Sun 3/19
Thank you for your message. Due to hi...

Older

Sarah holten
Fw: Problem with Free Bo...  1/1/2023
Act now to get new NAME BRAND com.

Microsoft account team
Microsoft account security ... 11/27/2022
Microsoft account Thanks for verifying ...

o Meet Now

[

®

You're going places. Take Outlook with you for free.

Scan the QR code with your phone camera to download Outlook mobile

S (=)
% = @ ¢

F] Other,
e @ & & ¢

£7 Microsoft 36¢

Put your be
foot forwar(
with files at
N your fingert

4%

HO 5.5 Reply to an Email
Learners reply to an email sent to them by a friend or family member. At the end of the exercise, the

Desktop is displayed.

HO 5.6 Create an Email Folder
Learners use Outlook to insert and name two new folders before deleting one of them. At the end of the

exercise, the Desktop is displayed. The screenshot below shows the appearance after step 6:

O | @ Myfiles - OneDrive
B3 Import favorites @ OneDrive
| Home  View  Help
s = O
Toggleleft  New
pane mail v
9
L= New
=
v Favorites
v & Inbox
| P> Sent ltems
a 7 Drafts
5 Add favorite
Folders
a B
£ Inbox
*
@ Junk Email
7 Drafts

X

Delete

(@] % https://outlook live.com/mail/0/

Mail - Student Labyrinth - Outlo. X
!

el

B2 9

Rules  Markallas
read

Focused  Other = Filter
Laura Smith; Doug Campbell

Thank you Sun 3/19
Thank you for your message. Due to hi...

Older

Sarah holten
Fw: Problem with Free Bo...  1/1/2023
Act now to get new NAME BRAND com.

Microsoft account team
Microsoft account security ... 11/27/2022
Microsoft account Thanks for verifying ...

n  Meet Now

,
D
(=

[ (]

®

You're going places. Take Outlook with you for free.

Scan the QR code with your phone camera to download Outlook mobile

w = @ @

) Otherf:

e @ B & Q
]

OneNote feed

B* Microsoft 364

Put your be:
foot forward
with files at
your fingert|

5‘\
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HO 5.7 Move Emails

Learners move emails to the Important Email folder using both the Move To method and the drag-and-
drop method. At the end of the exercise, learners close Outlook, and the Desktop is displayed. The
screenshot below shows the appearance after step 7:

O | @ Myfiles - OneDrive X @R Mail- Student Labyrinth - Outlo: X | = =

APgERO2WoS5CThobYXgS1g1ZAQAYQMKOWD22SYWISNQKdyeg.. & B A g = @ 3'

&« C 3 https://outlook live.com/mail/0/AQM

ADAWATMWMAItNTYTNQAtOTZjMSOWMAItMDAKACA,

B2 import favorites @ OneDrive B

iz e s it # 9

| Home View Help

g = & W B 9

Toggle left  New Empty Rules  Markall as
pane mail v folder read
& New Delete Respond WMove Tgs Undo
oA '
2 B () Important Email > = Filter ' ‘
1 Messages to keep A
< N @ Laura Smith; Doug Campbell ~ Adobe
@ Junk Email Fw: Problem with Free Bo...  1/1/2023
@ ) Thank you for your message. Due to hi... Land
” Drafts 1 drean
2 mm Microsoft account team
| £ Sentltems BY Microsoft account security ... 11/27/2022
=
. Microsoft account Security info was ad... (= = T
6 1] Deleted Items
=
[ Research
(] ®
j Archive N
) .
- You're going places. Take Outlook with you for free.
J Notes

Scan the QR code with your phone camera to download Outlook mobile

) Conversation History

£ Important Email

HO 5.8 Remove a Spam Message
Learners remove a spam email using the Report Junk command. They then close Outlook. At the end of
the exercise, the Desktop is displayed. The screenshot below shows the appearance after step 5:

0 | @ Myfies - OneDrive X @R Mail - Student Labyrinth - Outo: X | 4 -
¢« C & hitps://outlook live.com/mail/0/jurkemail » B AW = @ ¢
B2 import favorites @ OneDrive B o
i1 Outlook £ Search o MeetNow © @1 & & 1
| Home  View  Help
g — O W B2 &
Toggle left  New Empty Rules  Mark all as
pane mail folder read
& New Delete Respond Move Bgs Undo
oA '
2 - (@ Junk Email < = Filter 2% Microsoft
£ Messages to keep
< x Keep your
v /N items in Junk Email will be deleted after 10 days
£3 Junk Email
@ = Older
Z7 Drafts A
Sarah holten
[ B> Sentltems Re: First Homework Assignm... ~ 1/1/2023
Act now to get new NAME BRAND com =) ®
[ T Deleted Items
=
[ Research
a ®
I Archive
) ) s
- You're going places. Take Outlook with you for free. i B
7 Notes -
Scan the QR code with your phone camera to download Outlook mobile =
P Conversation History
—_—
71 Important Email m
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Learners save images to their USB drives that were sent to them as links. At the end of the exercise, the

Desktop is displayed.

Learners create a free Gmail email account. At the end of the exercise, they close Microsoft Edge, and
the Desktop is displayed. The screenshot below shows the appearance after step 7:

[ | ™ Inbox (3) - 1abs99399 x [+ - a X
o
<€ C tps://mail.google.com/mail/u e 1= i3 L)
B3 Import favorites @ OneDrive R Outlook witch11_comp1-a-k. Other favorites
= M Gmail Q  Ssearch mai = ® @ e
- c
/ Compose = B
B Inbox 3 e We protect your privacy ki Ol
Ads in Gmail are never based on the content of yo
Y Starred
@
@® Snoozed
AS— & Primary ©  Promotions 2, Social .
A N AU, -
D Drafts Google Help strengthen the security of your Google Account - Add ways for u you labs9 I.com Jan20
v More
The Google Account . [Reminder] You have Web & App Activity turned on - He ) s reminder that y Jan7
+
Labels + Google News Welcome Student, get the latest from Google News - Receive helpful tutorials, tips, and feature updat: Jan6
me, Greg 3 Crushed Bobble-Head - Due to high demand
used [
The appearance may vary depending on how quickly Gmail is updating at the time.
[ | M inbox (3)- 12bs99399@gmaitcor X | 4 - o X
o 3
¢« C tps://mail. google.com/mail/u 8 | %= 6 3 (b)
B3 Import favorites @ OneDrive @R Outlook witch11_comp1-a-k... Other favorites
= M Gmail Q  Search mai ET3 ® @ e
- c
/ Compose = 1]
o Inbox 3 e We protect your privacy i Dismi
Ads in Gmail are never based on the content of your emails.
Y Starred
@
@® Snoozed
A— o Primary ©  Promotions 2, Social .
Y -
D Drafts Google Help strengthen the security of your Google Account - Add ways for us to make sure it's you labs99 mail.com Use Jan20
v More
The Google Account . [Reminder] You have Web & App Activity turned on - Hello Student, To protect your priva reminder that you t Jan?
+
Labels + Google News Welcome Student, get the latest from Google News - Receive helpful tutorials, tips, and featt t Jané
me, Greg 3 Crushed Bobble-Head - Due to high demand On Sun, Oct 9, 2022, 10:22 AM Student Labyrinth <labs99399@gmail.coms wrote
y
used [F P
Enable desktop notifications for Gmai.
>
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SB 5.4 Delete and Archive Emails in Gmail
Learners use Gmail to delete and archive messages. At the end of the exercise, the Desktop is displayed.

The screenshot below shows the appearance after step 4:

o |. My files - OneDrive x| Q. gmail - Search X | M Inbox (2) - 1abs99399@gmail.cor X | 4

L ) % hitps//mail.google.com/mail/u, i ® A v = @

B2 Import favorites @ OneDrive

M Gmail Q  search mail = ®

IIl

, S a- [¢] H 1-30f3 C

& Inbox 2 Wejprotace your privacy Learnmore  Dismiss
Ads in Gmail are never based on the content of
Y Starred
@
@® Snoozed
: i - .
o\ st & Primary ©  Promotions &, Social :
0 Drafts Google Help strengthen the security of your Google Account - Add ways for us to make sure it's you labs99399@gmail.com Users w.. Jan 20
v More
Google News Welcome Student, get the latest from Google News - Receive helpful tutorials, tips, and feature updates. Jan6
+
Labels + me, Greg 3 Crushed Bobble-Head - Due to high demand On Sun, Oct 9, 2022, 10:22 AM Student Labyrinth <labs99399@gmail.com> wrote: -... 10/9/22
Terms - Privacy - Program Policies Last account activity: O minutes ago
0GB of 15GB u: Open in 1other location - Details

SB 5.5 Forward an Email
Learners forward an email to a new recipient. At the end of the exercise, the Desktop is displayed. The
screenshot below shows the appearance after step 5:

[ | @ Myfiles- OneDrive X | @R Mail- Student Labyrinth - Outio: X | 4 R
« C )  https;//outlook live.com/mail/0/inbox/id/AQQKADAWATMWMAIENTY1NQAtOTZIMSOWMAIMDAKABAAF e54%2FVWGTKO19:2F2n gHIU2g%3D%3D o B AWB = @ @

B2 Import favorites @ OneDrive ) Other

it i s i i » ul

| & Home View Hep

Sarah holten

= 8 ¥ WE S gk & 0 R 20O Re: Fw: Thank you

@ Re v
Toggle left  New L ROROM. . etete Archive Reply ~ Sweep Move Rules  Read/ Categorize Flag/ Pin/ Snooze Act now to get new NAME BRAND...,
pane mail v & Block - all v to~ Unread - Unflag v Unpin
&3 New Delete Respond Move Tags Undo
2 Favorites ) Focused Other = Filter Thank you [ 5% Q.
v & Inbox 2 ®) Sarah holten; Laura Smith; Doug... 7
— > Fw: Thank you 7:09 AM e Laura Smith <laura smith+canned response@lablearning.net> € €~
u Act now to get new NAME BRAND com... To: You Sun 3/19/2023 1026 AM
ﬂ 7 Drafts a Older Thank you for your message.
Add favorite Sarah holten Due to high demand, we do not have any more free bobble-head dolls to give away.
(> @ Fw: Problem with Free Bo...  1/1/2023 The promotion will be held next year at the same time, so please keep following our
Eoklirs Act now to get new NAME BRAND com. website.
L D Thanks again for contacting us!
2 Inbox 2 mw  Microsoft account team 9 g-us!
BE Microsoft account security ... 11/27/2022
28
P2 1 Microsoft account Thanks for verifying ..
2 dunkemst e Student Labyrinth 5 T O
7’ Drafts 4 To: sholten@lablearmning.net Fri 4/14/2023 7:09 AM

. Itis great to see a company take responsibility for a mistake. | hope they can find me a
P> Sent ltems bobble-head doll.

W Deleted Items

From: Laura Smith <laura.smith d ing.net>
@ Upgrade to Microsoft 365 Sent: Sunday, March 19, 2023 10:28 AM
with premium Outlook To: om .com>

features Subiacs: 0o Thook
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Chapter 6: Finding Files

Hands-On Exercises

HO 6.1 View Drives on Your Computer

E This PC X +
N Sort v 8= View v e
&« > v N W > ThisPC v C Search This PC
) Home  Devices and drives
== 0OS (C) USB DISK (E:)
O = - = s
@l Desktop » 1.54 TB free of 1.80 TB 55.0 GB free of 57.6 GB
' Downloads »
= Documents @&
P Pictures *
ﬁ Music »
u Videos »
January Edits - USe thisone  #
PowerPoint Proofing
fal™ &, )

HO 6.2 View Your USB Flash Drive

Learners plug their USB drives into their computer, open and close a file, and then safely unplug the
flash drive. At the end of the exercise, the File Explorer is displayed. The screenshot below shows the
appearance after step 4:

§ USBDISK (D) X +
& New - ™, Sort o View 4 Fject
€« » v A @ » ThisPC > USBDISK (D) v O | Search USB DISK (D:
& videos e
Chapter 6
Chapter 8 image1 image2 image3 My Signature
Chapter 10

replacement shots

@ Creative Cloud Files
~ M This PC
=05 (C)

> @ USB DISK (D)

LICD DICY (T
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HO 6.3 Navigate Using the Address Bar
Learners use the address bar to navigate within their personal folders. At the end of the exercise, the
Desktop is displayed.

HO 6.4 Use the Back and Forward Buttons
Learners use the Back and Forward buttons in a folder window to navigate folders. At the end of the
exercise, the Desktop is displayed.

HO 6.5 Sort Folders
Learners sort the folders on the local disk (C: drive). At the end of the exercise, the Desktop is displayed.

The screenshot below shows the appearance after step 6. The appearance may vary slightly.

= 05 (C) X +
® New ~ N Sort v = View ~ wee
€ > v N Gm > ThisPC > 0S(C) > v G Search 0S5 (C)
P pictures @ (0 Name Date modified Type Size
3 Music B Windows 4/14/2023 6:30 AM File folder
ﬁ Videos » Program Files (x86) 3/26/2023 2:08 PM File folder
Chapter 6 Program Files e folder
Chapter 8 Users 10/12/2022 8:33 AM File folder
Chapter 10 dell 10/12/2022 6:48 AM File folder
replacement shots Perflogs 5/6/2022 10:24 PM File folder
> @ Creative Cloud Files
v This PC
> Sm0S(C)
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HO 6.6 Navigate Using the Folders Pane
Learners use the Folders pane to navigate among folders. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 3. The appearance may vary slightly.

4 Downloads *
= Documents »
PN Pictures

& Music »

i3 videos »
PowerPoint Proofing »

Chapter 2

Chapter 5

N Sort v

Saved Pictures X b
@ New ~
“— > v DN > Pictures > Saved Pictures
) Home
@l Desktop »

O View ~

O Search Saved Pictures

This folder is empty

HO 6.7 Open Multiple Tabs in File Explorer
Learners open multiple tabs in File Explorer.

HO 6.8 Find a File with Windows Search
Learners use Search to locate all text files on This PC. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 4. The appearance may vary slightly.

- txt - Search Results in This PC X Y Home

AN | » Search Results in This PC >

PN Pictures @
3 Music »
i3 videos *

PowerPoint Proofing »

Chapter 2

Chapter 5

Chapter 6

> @ Creative Cloud Files

v @ This PC

v = 0S(C)

X o+

N Sort v

o=y
8= View ~

No Additional Skill Builder for Ch 3
Date modified: 3/17/2023 11:24 PM

history
Date modified: 11/6/2022 11:22 AM

Windows Book - Edits - 5 thru 10
Date modified: 11/6/2022 11:05 AM

| zone codes

Date modified: 11/30/2021 7:47 AM

&L Search options ~

v X

E)\Aditional Skill Bu...

E\AX88179_178A ...

E\

E\

= [m] X

Close search

o X
Size: 162 bytes

Size: 2.55 KB

Size: 64 bytes
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Learners explore their USB flash drives. At the end of the exercise, the Desktop is displayed. The
screenshot below shows the appearance after step 7. The appearance may vary slightly.

§ USBDISK (D) X £} Home X +
® New ~ N Sort v == View O Eject see
R i ) P i X
&« v B > ThisPC > USB DISK (D:) M USBDK (D) Froperties
General Tools Hardware Sharing Customize
R
v M This PC Take Home =
v =050 {2 Download file
N Type: USB Drive
dell edit - 004 :
File system:  FAT
PerfLogs - .
(4] edit - 005 [ used space: 40,370,176 bytes  38.5 MB
> Program Files - 3
g [&] My Signature Free space: 1,960,083,456 bytes  1.82 GB
> Program Files (x86) Capacity: 2,000,453,632 bytes  1.86 GB
> Users
> Windows
> | USBDISK (D) iRt Details
> = USB DISK (E)
> il USB DISK (D)
== USB DISK (E:)
> @ Network 0K Cancel Apply

Search USB DISK

Learners find files by looking for content within the file itself. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 5. The appearance may vary slightly.

- internet - Search Results in Th X Y Home

¢ v /N | ) » Search Results in This PC »
v This PC m:
v Em0S5(C) -
> dell m}
PerfLogs @
> Program Files R
> Program Files (x86) mé
> Users m:
> Windows -
> |l USBDISK (D) @
> == USB DISK (E:) b= -

X +

N Sort v

o= 1)
g= View ~

WTCB11-CO10-LN
Date modified: 2/5/2023 2:13 PM

WTCB11-C009-LN
Date modified: 2/5/2023 2:06 PM

WTCB11-C008-LN

Date modified: 2/5/2023 2:04 PM
WTCB11-C003-LN

Date modified: 2/5/2023 1:22 PM
Lecture Notes template 2023
Date modified: 2/4/2023 4:08 PM
WTCB2-C03-LN

Date modified: 1/30/2023 1:55 PM

ANTCDRD CNO 1N

&\ Search options ~

v

Close search L

X

E:\Lecture Notes ...

E:\Lecture Notes ...

E\Lecture Notes ...

E:\Lecture Notes ...

E)\Lecture Notes ...

E:\Lecture Notes ...

i nterneﬂ

Size: 34.8 KB
Authors: Owner

Size: 32.6 KB
Authors: Owner

Size: 32.9 KB
Authors: Owner
Size: 343 KB
Authors: Owner
Size: 343 KB
Authors: Owner
Size: 348 KB
Authors:
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Chapter 7: Storing Files

Hands-On Exercises

HO 7.1 Create a New Folder on the Desktop
The appearance may vary slightly.

LO-Co

~

643 AM
1/3/2023 L]

24
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HO 7.2 Create Folders on Your Flash Drive
The appearance may vary slightly.

M USBDISK (D)

® New ~

& 2 v N | USBDIKD) Q Search USB DISK (D)

7 Windows Book - Edits - 5 thru 10
T Chapter 2
T Chapter 4

T Chapter 5 image4 USB Documents

> @ Creative Cloud Files
v I This PC
> = 0S(C)
> | USBDISK (D)
> wm USB DISK (E)
> W USBDISK (D)
> = USBDISK (€)

> 9 Network

6 items.

€ Moo mODoCB3 Amo® Mg |

HO 7.3 Organize Folders Using Cut, Copy, and Paste
The appearance may vary slightly.

 USBDISK (D)

@ New -

& 5 v A @ ThisPC > USBDISK (D)

P8 Pictures
© Music

& videos

7 Chapter 6
T Chapter 8
T Chapter 10

71 replacement shots

> @ Creative Cloud Files
v I This PC

> = 0S(C)

> M USBDISK ()

> wm USBDISK (E)

> USBDISK (D)
Sitems

e B Q seran AL wpODZ-CH ~QGeab J2Me
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HO 7.4 Copy and Move Files Using Drag and Drop
The appearance may vary slightly.

N sort ~

€ > v N Tio ThisPC > USBDISK(D) > USBDocuments v C Search USB Documents

R Pictures » O Name Date modified Type Size

© Music » 8] My signature 10/12/2022 147 PM PNG File

& videos

T Chapter 6
T Chapter 8
T Chapter 10

71 replacement shots

> @ Creative Cloud Files
v Il This PC

> = 0s(C)

> M USBDISK (D)

> = USB DISK (E)

> i USBDISK (D)
1item

e B Qs Py - N ~GReD 050l

HO 7.5 Select and Move Multiple Items
The appearance may vary slightly.

N sort ~

A T > ThisPC > USBDISK (D) > USB Documents Search USB Documents

P8 Pictures
© Music

& videos

3 Chapter 6
T Chapter 8
T Chapter 10

71 replacement shots

> @ Creative Cloud Files
v I This PC

> = 0S(C)

> M USBDISK (D)

> wm USBDISK (E)

> USBDISK(D)
3items

s LI AZwpDzCB "G eab JBMe
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HO 7.6 Delete and Restore Folders or Files
The appearance may vary slightly.

Show desktop

¢ # oo EOZCB Aoom BN

HO 7.7 Create a OneDrive Folder
Learners create a folder in OneDrive. At the end of the exercise, the Desktop is displayed. The
screenshot below shows the appearance after step 5:

3 @ Uploaded Files - OneDrive x [+
<« O 2]  https://onedrive live.com/?id=59F 761FIBEOSED61%21139&cid=59F 761FIBEOIEDG 1

B import favorites @ OneDrive

i i _

Student Labyrinth T Upload v @& Share 4 Download [® Create album from folder </> Embed

| 1 My files
(D) There were recent changes that might impact how much storage you have available. Learn more

& Recent

@ Photos

&3 shared My files > Uploaded Files

& Recycle bin

[ Namet v Modified v File size - Sharing
Pictures Less than a minute age 305K8 Private

HO 7.8 Move Between Folders
Learners move around between folders on OneDrive. At the end of the exercise, the Desktop is
displayed.
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HO 7.9 Upload to OneDrive
The appearance may vary slightly.

M @ Uploaded Files - OneDrive x |+
& - O (3 https://onedrive live.com/?id=59F761FIREOIEDE1%21139&cid=59F761FIBEO9EDET B A 5

B3 Import favorites @ OneDrive

it s e —

Student Labyrinth T Upload v @& Share | Download [ Create album from folder </> Embed
| 3 My files
() There were recent changes that might impact how much storage you have available. Learn more

@ Recent

@ Photos

O 3 "

S Shared My files > Uploaded Files

@ Recycle bin

(] Name T ~ Modified v File size ~ Sharing

Pictures Less than a minute ago Private
imagel.png Less than a minute ago 301 k8 Private
My Signature.png Less than a minute agc 400KB Private

HO 7.10 Download from OneDrive

Learners download the Letter from Sylvia from OneDrive to their computers and then close OneDrive. At
the end of the exercise, the Desktop is displayed. The screenshot below shows the appearance after
step 6. The appearance may vary slightly.

B @& Myfiles- OneDrive x |+
& G 1 hitps://onedrive live.com/?id=rooté&cid=59F 76 1FIBE09EDGT B A % s
B3 Import favorites @ OneDrive
OneDrive = = < >3
Student Labyrinth 1 © New N sont O View t
3 My files .
T & > Downloads v O | search Downlosds »
© Recent
> Downloads Today
@ Photos £ Home
2 Shared
+
@ Recydle bin Bl Desktop
U Dowiioads 2 Letter from Sylvia
& Documents *
PR Pictures >
O Music
& videos »
Chapter 6
Get more storage for all your files
e Chapter 8
Leamn more about storage plans. Chapter 10
& Buy storage replacement shots
Storage 1item
: | Research Notes.txt 1472023 14 bytes Private
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{im] @ Letters - OneDrive

< C B

-

/onedrive live.com/?id=59F761FOREOSE

X

https:/ 621119&¢cid=59F761FSBEO9EDG1

P Search everything

OneDrive

Student Labyrinth T Upload v @ Share  Download [ Create album from folder </> Embed

3 My files

O Recent .

E My files > Letters

@ Photos

&8 Shared 5 Namet v Modified v File size v Sharing

Recycle bin @ Letter From Sylvia.docx 11/6/2022 103 K8 Private
@  Office Manager Letter.docx Less than a minute 3ago 113KB Private

Learners open a Word document from OneDrive and view and edit it in the Word online app. At the end
of the exercise, the Desktop is displayed. The screenshot below shows the appearance after step 2:

0 | & Myfiles- OneDrive X | @l Office Manager Letterdoox-M: X | == - o X
C onedrive live.com/editaspx?resid AFOBEO9EDG1 1 35&ithint = M-WE ! 5 ¢ @ & L)
€2 import favarites @ OneDrive
£ Search (Alt + Q)
File Home  Insert  Layout References Help O Comments 7 Editing v  [JERUTT
Calibai (8o . n Find 0 »@' 2
— aldl s 1 AaBbCC AaBbCe AaBbCc webce - AQB... . 20 ¥ £ /7
aste U Normat No Spaang K Y g2 Dictate  EGitor  Designer
S romarpunter | D 1 4 ® X o e e St e =
Ohprowd ~ Styles. = Edng Vosce Edace Designer s
Dear Office Manager,
Thank you for your interest in having an aquarium placed in your main lobby. | have enclosed a
price list for the aquariums | have available. All prices include initial setup of the aquarium, the
first group of goldfish, and appropriate aquatic plants.
Unless you have qualified staff to maintain the In d our monthly
service. Our service is guaranteed.
1 will arrange an appointment next week to review the details.
Thank you,
Sylvia Tiger-Shark
Owner
Living Office
o 3 wor ich {L Ed estions: Showing B page View I8 WebView — 1 T n
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Learners create a basic file on their Desktop and upload it to OneDrive. At the end of the exercise, the

Desktop is displayed. The screenshot below shows the appearance after step 9:

) @ Myfiles - OneDrive

B2 Import favorites @ OneDrive

Student Labyrinth
| 3 My files

O Recent

@ Photos

& Shared

@ Recycle bin

Get more storage for all your files
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Storage
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x |+
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OneDrive L Search everything
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Download file.doox
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imagel.png
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Chapter 8: Using the Internet

Hands-On Exercises

HO 8.1 Navigate to a Web Page
The appearance may vary on different computers.

O © Newtab x |+
> C Q_ Search or enter web addres

For quick access, place your favorites here on the favorites bar. Manage favorites now

% T ®

Q
+
333 Bellingham . # Sunrise 8:02 AM Signin
o
Quick links v
= MyFeed Gaming Sports Play TopStories  Watch  Llocal  Coronavius  Money ¥4 Personalize | | Content visible v 88| = =
»
TOP STORIES > TRAFFIC CAMERAS
) s
USS. House Republicans 1-5 / lowa St
face stalemate as Kevin... ! Today - 7:10 AM &
Reuters - 2 aga
'Y
EXPLAINER: What to
expect on Day 2 of Hous. Q A
Democrat Leaders Fight Over, Who Has to i e
. Speaker standoff
Care for Migrants highlights deep GOP...
INBC News - 14h ago o
Hardlinas lin lardan [ et
m The Bellingham Herald - 20h ago BELLINGHAM
Over $1.4 million embezzled &) = i
from Hardware Sales in —4‘ 37 F » BADJ >
Bellingham
Jan. 3—A Bellingham woman arrested for SAM. OAM T0AM TIAM | 12PN
allegedly embezzling $1.4 million from ® ®
e e ko PR Hardware Sales over five years remains in... ; ¢ @
Woman arrested for alleged Virginia Lt. Gov. Sears torches i ®
hitps://www msn.com/en-us/iraffic?cp=48.76091766357422%2C-122.45442962646484&= 13&poiid=5614 guiity-based & Feedback
HO 8.2 Use Tabbed Browsing
Learners open two web pages in Microsoft Edge. At the end of the exercise, the Desktop is displayed.
The screenshot below shows the appearance after step 6. The appearance may vary slightly.
O | & Google News X | £ CNN-Breaking News, LatestNe X | + - o X
< O ) httpsy//news.google.com/home?hi=er * ¢ @ & v

B2 Import favorites @ OneDrive G Outiook Wwicb11_comp1-a-K...

Google News Q
Home For you Following us. World Local
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Top stories >

[N

Reuters

5 hours ago E3

I Voice of America

12 hours ago €3

¥¥ Financial Times
Joe Biden's long Good Friday

2 hours ago - Opinion

e Waskington Post

Biden in Belfast to mark Good
Friday accord, kick off Ireland
trip

6 hours ago

&= LiveNOW from FOX

Business

Biden lands in Northern Ireland to 'keep the peace’

Biden Heads to Ireland to Support, Celebrate Peace Deal

£ Other favorites

Technology ~ Entertainment  Sports  Science  Health
Beliinghy @
¢ 34°F
More on weather.com
Local news > 7]

e Seattle Tanes

Laid-back Bellingham gets tough
ondrugs? It's a sign for the rest of
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1hour ago
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Whatcom County, City of
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10 minutes ago

The BeLuscaay B

Here's why your trip to Artist Point
will take a little longer

& Full Coverage

®
.
A
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HO 8.3 Print a Web Page
Learners go through the steps to print a web page but then cancel the printing. At the end of the
exercise, the Desktop is displayed.

HO 8.4 Create a Favorite
Students create a favorite in Microsoft Edge. At the end of the exercise, the Desktop is displayed.

o G Google x [+ = [n) X
< C 1 https//www.google.com A x = @ & L)
B2) Import favorites @ OneDrive ] Other favorites
G Google |\

About  Store Gmail  IMagey sz

Google

T
®

Google Search Im Feeling Lucky

Advertising  Business  How Search works N Carbon neutral since 2007 Privacy  Terms  Settings

HO 8.5 Enable the Favorites Bar
Learners turn on the Favorites Bar and add favorites to the Favorites Bar folder. At the end of the
exercise, the Desktop is displayed. The screenshot below shows the appearance after step 9:

[ @& Google News x B = a X
€ G O hupssnewsgooglecomhomerhien-Ustigh-USticeid-=USer BAG e @ D)
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Google News Q - ® @ HH e
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Your briefin N Bt
9 <« @ 3aF
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T St Timmes

Laid-back Bellingham gets tough
on drugs? It's a sign for the rest of
WA

B8 Voice of America 1hour ago

Reuters
Biden lands in Northern Ireland to 'keep the peace’

5 hours ago &3

Biden Heads to Ireland to Support, Celebrate Peace Deal

12 hours ago &3 3 790 KGMI | News Talk Radio
Whatcom County, City of
Bellingham launching Racial Equity
Commission | 790 KGMI

10 minutes ago

F¥ Financial Times

e Waskingten Yot

Joe Biden's long Good Friday

Biden in Belfast to mark Good 2 nhours ago - Opinion

Friday accord, kick off Ireland

trip ToE BN L)

IE Full Coverage Here's why your trip to Artist Point
will take a little longer

6 hours ago

@‘a@ E. m

2 hours ago

i LiveNOW from FOX
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HO 8.6 Create a Folder to Sort Favorites
Learners create a folder to sort their news links into. At the end of the exercise, the Desktop is displayed.
The screenshot below shows the appearance after step 7. The appearance may vary slightly.

[ 3 c-SPAN.org | National Politics | - X | 4 = a X
& it A 0
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Step 2: Open PDFmagic.exe. Download Now
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Advertisement

WASHINGTON ’ ‘
——

AG Garland Announces Suspect Arrested in Leaked
Classified Documents Gase

HO 8.7 Remove a Favorite
Learners delete a favorite from the Favorites menu. At the end of the exercise, the Desktop is displayed.
The screenshot below shows the appearance after step 5. The appearance may vary slightly.
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« C 1Hps//WwW.C-5pan.org * = e - (b
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Learners create favorites for some popular news sites. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 5. The appearance may vary slightly.

& The New York Times - Breaking© X | 4 =l S
& O £ https//www.nytimes.com * = & &
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Ehe New Nork i
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€'s what you need t
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Wall Street Plummets Despite the Fed’s § “™**"*
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Set Off Automatic Trading Halt S&P 500 Dow
2,541.03 21,561.2

+ The Federal Reserve’s emergency move to

Learners organize their news favorites by dragging them into the News folder. At the end of the
exercise, the Desktop is displayed. The screenshot below shows the appearance after step 5. The
appearance may vary slightly.
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& Top stories Bellingham v
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Learners create a folder in the Favorites Bar folder. At the end of the exercise, the Desktop is displayed.

The screenshot below shows the appearance after step 5. The appearance may vary.
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iy B C-SPAN.org | National Poltics | History | Nonfiction Books

Bellingham A Humid

News from California, the nation and world - Los Angeles Times

& The New York Times - Breaking News, US News, World News and Videos

©) %

] Other favorites

] Project Research

£ News R JE

G

Important Pages

Google

OneDrive!

= MyFeed Following Sports TopStories Money Local Gaming

B Business insider
Ted Cruz said school shootings can be prevented if
they have armed guards, like in banks. That aged...

Hasz Q469 N -

Weather  News  Play

B CNN - Breaking News, Latest News and Videos

({} Personahze) Content visible

& Top stories

AP The A ted Pre g
Ukraine probes video purported to show
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Chapter 9: Researching on the Internet

Hands-On Exercises

HO 9.1 Search with Google

Learners perform a basic search using Google. At the end of the exercise, the Desktop is displayed. The

screenshot below shows the appearance after step 6. The appearance may vary slightly.

M & Home - Mt Baker Ski Area x |+
U & @ hty
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t ®
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SPRING OPERATION: SKI AREA
CLOSED MONDAY-THURSDAY
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HO 9.2 Do a Google Image Search

Learners use Google to find images of the Grand Canyon. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 6. The appearance may vary slightly.

[ | G orand canyon lightning - Googl: X | =+

www. - o
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Skill Builder Exercises

SB 9.1 Search for Copyright-Safe Images

[ | G tetons- Google Search x 4+
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SB 9.2 Save an Image
Learners download an image to their computers. At the end of the exercise, the Desktop is displayed.
The screenshot below shows the appearance after step 4. The appearance may vary slightly.
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SB 9.3 Clear Browsing Data
Learners clear their browsing data from Microsoft Edge. At the end of the exercise, the Desktop is
displayed.

SB 9.4 Search for News
Learners use Google to search for articles on global warming. At the end of the exercise, the Desktop is
displayed. The screenshot below shows the appearance after step 5. The appearance will vary.

[ G global warming - Google Search x| = = o X
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Chapter 10: Using Settings and Help

Hands-On Exercises

HO 10.1 Perform a Basic Search

Learners do a basic search using the Search box. At the end of the exercise, the Desktop is displayed.

The screenshot below shows the appearance after step 3. The appearance may vary slightly.
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HO 10.2 Use Windows to Search the Web

Learners use the Search box to find help on the web. At the end of the exercise, the Desktop is

displayed. The screenshot below shows the appearance after step 2. The appearance may vary slightly.
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HO 10.3 Search for Help

Learners use the Search box to get help for File Explorer. At the end of the exercise, the Desktop is

displayed. The screenshot below shows the appearance after step 3. The appearance may vary slightly.
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HO 10.4 Change the Time and Date in the Control Panel
Learners use a WebSim to check that the automatic date and time settings are turned on using a

category search and a word search in Settings.

HO 10.5 Change Power and Battery Options

Students use a WebSim to set the power and battery options of a typical laptop.

HO 10.6 Change the Power Plan

Students use a WebSim to change the power plan on a PC.

HO 10.7 Set Update Options

Students use a WebSim to set the options for Windows Update.

HO 10.8 Look at Apps

Learners review some apps in the Store. At the end of the exercise, the Desktop is displayed. The
screenshot below shows the appearance after step 3. The appearance may vary slightly.

- Microsoft Store

Microsoft 365

See details
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Top free apps
00y

iTunes

Music

W W 77T 19K
Library
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See all
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@ s
* & W & 77 34K

Free
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METEI IV

HO 10.9 Download the Netflix App

Students use a WebSim to download the free Netflix app.

Students use a WebSim to change the resolution of their PC screens.
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