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 preface

Todayos S 0 c i liytsydden growth lard pdevetlopment of the
information technology (IT) resulting with its great dependency on the
knowledge and competence of individuals from the IT area. Although this
dependency is growing day by day, theman right to education and
information is not extended to the IT area. Problems that are affecting
society as a whole are emerging, creating gaps and distancing people from
the main reason and motivation for advancenienbm opportunity . Being

a computer illiterate person today means beirngeson who is unable to
participate in modern society, and a person without opportunity; and despite
the acknowledged necessity and benefits of inclusive computer literacy from
institutions like the European Commission, UNESCO, OECD, there are still
groupsof people having difficulties accessing basic computer education viz.
persons with disabilities, persons with learning difficulties, migrant workers,
unemployed persons, persons that live in remote (rural) areas where IT
education is not accessible.

Thee notes, combined with other materials published on ITdesk.info,
represent our effort and contribution to promotion of the human right to
education and information considering IT area. We hope that this education
will help you master basic computer skéled with that hope we wish you to
learn as much as you can thus becoming an active member of modern IT

society.

Sincerely yours,

ITdesk.info team

I'Tdesk.info

@ @@@ ITdesk.info is licensed underGreative Commons AttributierNo Derivative
s NOncommerciaWorks 3.0 Croatia License
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The first steps

9 Turning thecomputeron:
o0 connect all the componerttsen plugin the power cord ito the wall socket

0 press the key to turn on the computer
o loginusingyour username and passwafdt is password protected

9 Turning off thecomputer

0 press 15 Start ’ then |9| Turn OFF Camputer , opt|ons

A Stand by Turn off computer

A Turn Off
Restart (the keyResetonthecomputercase has the same | &t ¢

>\

Cancel

function T turns thecomputeroff and then oragain

f Inthe event that an application does not respon I uEan.

to a CommandopentheTask Manager File Options View ‘Windows ShutDown  Help
licstions | processes | Performance | Netwarkin sers
(pressthekeysCtrl + Alt + Delete Povtctions | prcasce | Prtornerce | etuorng [ s |
i Task. Status
Sl mu Itaneousb/ ‘iwmlped\]a - Mogzilla Firefox Running
ﬂTerraTec Remote Control Editor Running
§ Picture Package Running
“TmMz_ECDL..pdf - Adobe Readsr Running
i—,QkoriEtenje rafunala i upravljanje datotekam... Running
‘s unititled - Pairt Runining
@porta\ design Running
(= report Running
o endinganonr espondi ng (n
application on theApplicationstab
choosehenonrespondingapplication
and then preﬁnd TaSﬁ [ EndTask J[ Switch Ta H Mew Task..,
Processes: 60 CPU Usage: 5% Commit Charge: 907M [ 3940M

1 To opentheHelp function click with theleft mouse button othe Startmenuand therchooseHelp. The
following windowwill open

@ Help and Support Center
avaries €2) ristary | [[q) Sumpert o] Qptions

Ask for assistance

B
B

TCK e q In the blank
field next to the wordiSearc
&) enterthename ofthetool or

SIS NORRROWE S termyou need helwith and
presstheleft mouse button on
the arrowfinexd or press
AENten
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WINDOWS XP operating system

userscanadjust theoutiook of the desktofn many ways

TheDesktop
1 is always in the background, thaffice desk"
1
9 it contains
0 the Start button
0 icons
0 thetaskbar
Start
1

User

Internet

/ Mozilla Firefox
E-mail
Mozila Thunderbird

@ Internet Explorer
C

E FileZilla

= e
E’jﬂ Media Player Classic
@ Motepad

E Configure Picasa Photo

Wiewer

E WordPad
| =
w Calelator

All Programs D

i start

_..-} My Documents

Eb My Recent Documents »
__"D My Pictures

j My Music

3! My Computer

‘-g My Network Places

9 Control Panel

@ Set Program Access and
Defaulks

";ﬁ Printers and Faxes

9) Help and Support
p Search

=] Run...

“ Logoff [@ | Turn o computer

to beginworking on the computeclick with theleft mouse button othe Start buttonA menu with
submenusill open

‘13
"

in the left columrof the Start menu you can find

0 shortcuts to installechternet browsergpfograns that search
the Internet aneénableviewing of web pages)examplesf these
shatcutson the picturareMozilla Firefox andinternet Explorer
software for sending and receiving electronic maiin@il), an example
of this kind of softwar@n the picturés Mozilla Thunderbird

0 shortcuts to the mofitequentlyused applicationgexampleson
the pictureare FileZilla, Media Player Classic, Notepad, etc.

o0 All Programsi themenu that lists alhstalled programs
enabling you tounthedesired software

in the right columrof the Start menwou can find

o My Documentd thedefaultfolder for useffiles
0 My Recent Documenfsthelist of recently used files
0 My Picturesi thedefaultfolder for userpictures
o My Computeri browss the Emmmmmm 0 aad
computerfor folders and 2 _
] Q ) T Dsemen [ poders | [~ (G ok yme
flles fddress | o My Computer V‘Gu
System Tasks
o (I Rt
o Printers and Faxésenables £ e
viewing of installedprinters Other laces
N iy Matwork Places
and faxes @ My Documents
.. . [ Shared Documents = "3 Local Disk (C:) & a storage (D:)
o ControlPaneli this panel B convlpane
prOVIdesa” OpthﬂS for. — Devices with Removable Storage
managing the computer ek L-% 95 e () WH
CD Drive (F1)
[
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(display, sound, add or remove prograit.)

Help and Support

Searchi searcles thecomputer fora file or folder

Runi runs applications by enterinthe name oftheapplication(.exe)
Log off i logs offtheuser,butdoes not shut down the computer
Turn Off Computeri options:shutdown or restarthecomputer

O O O O O

Icons

9 images that represent applications, program shortcuts, folders, or files

1 predefiredMicrosoft Widowsiconsare My Computer, My Documents and tRecycle Bin

1 most frequenicons: folders, applicatiafor text edithng (OpenOffice.orgriter, Microsoft Word)

®» ¥

ter My Documents Recycle Bin

Working with icons
9 Selecting icons: position the mouse pointer (cursor, arrow) over the desired icon, press and release the left
mouse button; the icomill become coloredneaning that it is selected
1 Moving icons(thedraganddrop method):
1. press and hold down the left mouse button on the desired icon
2. drag the icon to the desired position
3. release the left mouse button
1 Openinganicon:
0 doubleclick on the icorwith the left mouse buttqror
0 select the icon and preg&nter

Shortcutgo programs or files

i This is an icon foafile in the PDF formatnamedsyllabus

9 doubleclick ontheshortcutwith the left mouse buttoim order to opem file or starta program

1 shortcut icons havan arrowwithin thewhite squaren the lower left corner

9 its size isl kb; you can delete short@mvithout consequensédo the program or document thae

shortcutpointsto

9 creaing ashortcut
1. press andhold downthe rightmousebutton on thécon oftheapplication, folderor file
2. dragtheicon to the desktop using theouseand release the right mouse button
3. choosethe optionCreate Shortcut Here

@ (D& (E)| 1Tdesk.info is licensed underGreative Commons Attributien
a8 NoncommerciaNo Derivative Works 3.0 Croatia License

3/21



http://creativecommons.org/licenses/by-nc-nd/3.0/hr/
http://creativecommons.org/licenses/by-nc-nd/3.0/hr/
http://creativecommons.org/licenses/by-nc-nd/3.0/hr/

ITdesk.infoi project of computer-education with open access

Taskbar:

+4 start REBVaE ) wikipedija - Mazila Fir. .. K ratunalai... i untitled - Paint & report '(_,-;l R, D44

9 itislocated on the bottom of the desktop

9 shows running programs, open folders and files;

1 can be moved, hidden

1 hasanarea calledQuick launchto place shortcuts ofavourite applications
Windows

9 foldersand filesopen within a windowsome programs open in full screen (games for example)
T windowelemens.

Title bar

Menu bar

Toolbar

Statusbar

Side bafi horizontalandvertical

Buttons: minimize, maximize (restore) and close

ogarwNE

Call for cooperation.odt - OpenOffice.org Writer

Edt ¥iew Inssrt Format Table Tools Window Help

Bl (2 RER Y B-¢ -0 - @E-vACEBETQA O,
(@ [moma | [catbr v|[n ~| B/ 7|U |EEIE EE Ti-eEeE A-W- Q, m
T L 10

Open Society For Idea Exchange |l Otvoreno Drustvo za Razmjenu Ideja

. www.|Tdesk.info e-mail: info@ITdesk.info
- 5 About ITdesk.info - project of computer e-education with open access

Open Saciety for Idea Exchange is a non-profit organization from Croatia (South-East Europe)
established in 2005 to promote human rights, especially human right to free access to information
and human right to education.

Our organization has (about a year and half ago} launched ITdesk.info - project of computer e-
education with open access via the Internet and the project is implemented at
http://www.itdesk.info website in Croatian and English language. Basic computer skills can be
mastered with the help of this site i.e. acquire knowledge of basic computer literacy through:

« notes that give overview of basic tools in Office programs,

« handbook with detailed instructions (translated but not proof-read nor published),
« video presentations for learning,

« sample exams, and video presentations that show how to solve some computer

. avamde
L >

ik EHeC TR S-@-« - R-B-%- o & B
4 1417 MPO English (LK) INSRT | 5TD OBRM @—— & @ |[141%

T

OHE
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1 Moving awindow:
o press and hold dowthe left mouse button on theindows title barmoveit in adesired direction
releaséhe mouse buttorfthedrag and drop method)

1 Resizingawindow:
o Positionthemouse pointer over the edge of the window, press andimeleft mouse buttonghange
thewindowsize as yoypleasereleaséhe mouse button

0 buttons in the uppetight corner of the window:
H Minimize: minimizesthewindow placing it on theaskbar

E Maximize resizeghewindowto cover theentire desktop
Restorerestoreshewindowto the size it was before maximizing it

Close closes dowrthe program or folder

1 Working with multiple windows
0 youcan have more than oméndow open, bubnly one active
o theactive windowhas a highlighted title bar whichgseyedout when inactive

T mri— o (C1X

0 you can activatawindow by pressing on it with the left moubeatton
0 whenon the taskbar, you can activatbe window by pressingheleft mouse button oits slot

Data organization on the computer

Data storage devices

Hard Dik

Floppy Disk

CD, bVD

USB Stick

onlinedata storage device

=A =4 =4 -4 4

5/21
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Working with data storagdevices withinNindows XP
1 Start > My Computer the window displayinglata storage devices

™ ouy Comvpune ': E m
Me I VYewu Foortes Toth b &
O Bk ,Q J Sew # ok s i (ﬁ:l Fokdwr S

g My Comprter - ;] -
ey - Thes Vared an Thes Comnged or

o Desbecg -

) My Dooumends ] . |
Pared locaerts g Dooueenty
L | Comgatom ' ) ol

L AL AL
A Loce Ded
» A gorage £

) MU 0N

ew (7))

* S

.3 oo s Porel Hard Dok Dwtves

* o Tared Cooments

* L eleareygs Dadumenty - ) - s

A L Ve’ Dooumenty :fi.d‘-) :"‘-’ c
e bk el

" JET

P R v— Devicrs wil h Bomrsre shde o age

£ Saips v
* S0 e H < Mooy (A o AOS 20

o3 134 . J

IR N LR
‘_‘_J,;Nn‘ iy DOV
* LD ool advrond sty ardd Yoty &

) Seareryg
) FOorvet | el INS
d Dartet | el Y

) 1Y 2ommoe OV 1Y

9 Each device has appropriatdcon, title and letter withirthebracketqA, B, C, D, E...)
A - Floppy disk
C 1 usuallya system diskthediskthe operating system is install@ah
D, E- usually assigned to CD, DVD, DVBOM or CDRW
o there carbemore tharone disk drive in the computer aadedisk drivecan be dividedinto several
partitions
o if there ismore than one disk drive in the compuytarmore than one partition ahe hard disk
drive, theletters usually assignedre
A - Floppy disk
C - usually system disk the diskthe operating system is installesh
D i usuallytheletter for another partition ahehard disk drive
E, F usuallyassigned to CD, DVD, DVEROM or CDRW

Files and folders

i data on theomputeris placedwithin files
o afile: a setof digital data representirgpecific content (text, image, video, program)
A defined bya name andinextension
A theextension indicates file format (files containingmages -. jpg, text documerst- .doc
or .odt sound-. mp3)
o files are placed in folders
A afolder (directory): a containdiles or other folders are placed You cancreatefiles
and folders withira folder in order tdette organiz data

@ (D& (E)| 1Tdesk.info is licensed underGreative Commons Attributien
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A afolder can contain subfolders which can have their subsfoldes and they can also
contain subfolders .i.abranching map
A path- the path to alesired folder or file

if you chooseheFolderstool in the folder window

0 you get the

Windows Flo Edt Vew Favorkes Tods Hep
Explorer view O - T O sewch ([ roes | ([T KR rolder S
o thehierarchical o | § My Computer gl v B
Fokders x [ "“ Lompniter
structureof @ veston A e
foldersappears Z “l:iw':‘ ."""*- _‘r«n ’)' eloarwn's Documents
. » B 25 regoy () L
On the |Eft Slde & S Local D (C0)
/J’ User's Doouments
% O CortralPanel Hard Disk Drives
& e hared Doouments
® D e-lewneg's Documents ot o ot
& (2 User's Doouments _{’) Local Dn (C2) ._-\.{‘} eeage (D)
# S My Natweork Places
& Recyde Bn
W 0D 25,11, Rdedkardo Devices with Removable Storage
= ) 124 P
D 16 dwekd | izal H 3.5 Fiepoy (A) (~o i v 05 2080 (E:)
L™ 74 NS y
L) Seshtop
n L) eod advenced syllsbs and tests P )
L) elearrirg CO Orive (F:)
) bt | mad NG >

) Internet i mad HRY
o 1T pomont ENG | 1RV
) 1Tdes rfo predentace
) KONTENER V7vhamn .

Working with files and folders withWindows Explorer

)l
)l

displaysthehierarchy of folders
Start > All rograms > Accessories > Windows Explorar presgheright mouse buttooverthe Start
buttonand on the quick menthooseExplore
working within the left pane of the window
o displays entire folder structigenablingeasier navigation
o + folders can be further branched
o i folders are branched out
0 pressthe left mouse button onfalder andin the right pane of the windofelder its contentwill
be displayed
working within the right pane of the window
o folderswill open if youdoubleclick on them
o whenDetailedview is selectedseverainformationalcolumrs will be shown:
A Namei lists files and folders by name
Sizei showsthe size of files and foldemn the disk
Typei shows filetype (text file, spreadsheet, picture, video etc.)
Date Modifiedi shows thedate when the file was last modified
Statusbari located on the bottom of the windoprovidesinformation about thdile or
folder

> > > > >
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Creating folders and subfolders

1 Windows Explorerwithin the left pane of the window selgbefolder you want to create a subfolder
and
o onthemenu bar seledctile, thenNew> Folder> enter a name pressEnter, or
0 presstheright mouse button within the right pane of the windeWew > Folder> enter a name
> pressEnter

Displaying thename, size and lodat of afolder and subfolder

91 the view can be changed by choosing the Y6elv; theoptions are
0 Thumbnails

Tiles(on the image below

Icons

List

o}
o}
o}
0 Details

& report |;| ‘E‘ g|

File Edit View Favorites Tools Help

(€] © l_ﬁ? ;\’ Search || Folders | [13F]~ K68 Fodsr Syre

Address | (£ C\Documents and Settings\User\Desktopreport i | 5w

 —" S—— ] =
File and Folder Tasks ¥ - S

bl

Hll

Other Places

Details material tables, pdf logo.jpg Courseware Evaluation

Grid_Core ¥S5.0.xls
o i ]

Developing_Caursew, .. finance.accdb Open Source.kxk

report
File Falder

Date Modified: 10. oZujak 2010,
19:05

" “l i

91 each file has itewn properties

0 presstheright mouse button on the file and on the quick ment Eosore

selectthe Propertiesoption by - -

o it displaysthelocation, sizecreation datedate modified, author 55 e otise

7-2p »
etc. Sharing and Secusiy. ..
8 Powsesr TS0 *

i SestFTR

g winip

i Grastryn Foldier Somichronization
= Frenfsg

B4 5can selected files with Anbivie

Send To 1

Cut
Copry

Creste Shortouk
[
Foename

Propertiss
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Files and folders can be hidden
1 pressthe right mouse button on tifiee and choos®ropertieson the tallGeneraimark the checkbox next
to Hidden presghe Apply buttonand therOK
1 thedialog box Confirm Attribute Changeappears with the followingptions
0 Apply changes to this folder only
0 Apply changes to this folder, subfolders and files

Confirm Attribute Changes

You have chosen to make the following attribute changes:

Type Fie Foldes

Locaton: C\Documents and Settings\Uszer\Desidop hide

Sae 250 KB (256127 bytes) D0 you wank to apply this change to this Folder only, or do you wankt to
Size ondak. 260 KB (266260 bytes) 2ppty & to o subfolders and Fles as wel?

Cortans 6 Fies, 0 Foldess O Agply changes to this Folder only

() Agply changes to this folder, subfciders and fles
Created 20 velsta 2010, 04805

Ambuter (5] Readorly

[¥] Hadden

Lo J[ coxe |

C o) o ) i)

I Hidden filesand folders can be made visible
0 on theTools menuchooseolder Optionson the tabview selectShow hidden files and folders
press thé\pply buttonand therOK

To showthefile extension

1 files have extensions that define the file tgmeldetermine thapplicationthatwill openthefile. The
extensionis placed aftethename, separated Ippint

1 todisplaythefile
extensionon the
Toolsmenu
choosd~older
Options openthe

D T s e [T ) rew s

LD CD00uments ard SetnQs f e De s oy epon

tabView and Fot v re—
FOu e g S By o U

unmark the (Feveniiam ] [“hesiiasm )

checkbox next to

fiHide extensions Sévsd tathpe

] Duplay sephe fokder veew i £ sghoser’s Fokiers et ~
[T Dephay e comtarts of aysem hoksen
7 Diglay #e M g in e 33000 b
] Deplay 0 04 gt n e e b
[ Do ot cache Bunbnak
) Mk s and fokdees
£ Do mck show hadkdon Mt and fokdens

for known file
types. Confirm
the change by

(30 Show huttton Siet and fokdent

pressing thé\pply 1 mowoed g e e st

button and then S Moagrgpimtibpm oot il

OK | Pastons Ontaits |
o ) cees )
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To changefile status

9 files can be op®ed, modified and deleted if their properties allow

9 changehefile status taead only selectthe tabGeneral presgheleft mouse button over the box next to
theRead Onlyattribute, onfirm thechange by pressirthe Apply buttonand therOK

1 when you want to change tfile statusback presgheleft mouse button over the same box #melbox
becomes mpty again confirmthe change by pressing tApply buttonand therOK

Most often used files

OpenOfficeorg suite Extersion
textdocument: Writer .odt
create and view presentatiommpress .odp
work with spreadsheet€alc .ods
Extension
Microsoit Office 2003version 2010version

text documentWord .doc .docx
create and view presentatioowerPoint .ppt .pptx
work with spreadsheetExcel Xls XlIsx

More applications Common

extension

audio file .mp3

image jpg

videofile .mpeg

compressed file .Zip

executive file .exe

Renaming files and folders

1 presstheright mouse buttooverthefile, on the quick menu chooslee optionRenameenterthename
and pres&nter
1 becareful not to cangethe extensionor you might not be able to open the file

Selecting files and folders

1 selectingonefile: presstheleft mouse buttoion thefile

1 selecting a number slequentiafilesi presstheleft mouse buttomn thefirst file, press and holthe
Shift key and prestheleft mouse buttomn thelastfile, thenreleasdhe Shift key

9 selecting a number difes that are not sequentialpresstheleft mouse buttoverthefirst file, press and
hold Ctrl andthenpress the left mouse buttorner other files or folderyou want to selecthenrelease
the Ctrl key

1 selecing all files within a specific folder onthe Edit menuchoosehe optionSelect All(keyboard
shortcutCtrl + A)

@ (D& (E)| 1Tdesk.info is licensed underGreative Commons Attributien
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File count

1 tocount files withina folder: presstheright mouse button otihefolder > Propertiesandsee thdiles and
subfolderghefolder contains

9 count the same file type: View > Béls > Display Type> Checliles of the same typeyou can fincthe
numberin the status bar

Copying files and folders:

1. select the file or foldeyou want to copy

2. presstheright mouse button and on the quick menu chalbstol Copy =3 (Ctrl + C)
3. position the cursor to the plag®u wantto copythecontentto

4. presstheright mouse button and on the quick menu chdlos&ool Paste o (Ctrl +V)
Copying via dag and dropmethod:
1. select the file or foldeyou want to copy

2. overthe selected file or folder press and hold dotke left mouse button anthenpress and hold
down theCtrl key

3. Aidr a g @usd poieter o the plag®u wantto copy the contentto
4. releasgéhemouse button and theelease th€trl key

Moving files or folders:

1. select the file or foldeyou want tomove

2. presstheright mouse button and on tigaick menu choostnetool Cut & (Ctrl +X)
3. position the cursor to the plag®u want to movehe contentto

4. presstheright mouse button and on the quick menu chdlosool Paste be (Ctrl +V)

Moving via dag and drop methothe same as copying, bwithout the Ctrl key- just gply thedrag and tbp
method

Deleting files and folders

1 Windows Explorer >within the left part of the windowelecta folder containing files or folders you want
to delete> in the right windowselectthe file or folderandon theFile menu choos®elete

9 right-click onthe folder or file anan the menu sele&elete

1 press and holtheleft mouse buttomverthefile or folder you want to delete, drag the cursor to the
Recycle Binand release the mouse but{draganddrop)

ITdesk.info is licensed underGreative Commons Attributien
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Restoring files and folders
i deleted files and folders
are moved to the

Recycle Bin
1 options.
o0 Empty the
Recycle Bin
0 Resbre all
items

1 restoring a file press
the right mouse button
on it and on the menu
chooseRestore

Compressing files and folders
9 conpression reduces the space the data occopitse disk
0 right-click the file or folder and select the comm&®ehd to> Compressed (zipped) Folder
0 acompressed folder or file is created with the same nartteeasiginal andwith theletter Z on the

icon EEEE
O toadd files and folderasethedraganddrop method
0 programs for compressiare Win Zip, WinRar

Decompressing files and foldegextract)
1 in order tomodify compressed files and foldgrsu need to decompress them first

Ed5can selacted fles with Antiv
& WinZip

G i
Open With ¥ Extract files...
E9Pouertsd s T
Extrack bo “report)”
G Smanf TP Test archive
Zerd To ¥ Add to archive, .
Compress ard ernd, ..
ot Add to “repont, 72"
il Compress to “report. 727 and emal
Craste Shortout Add bo “report. zip”
Doedete Compress bo “report. zp” and emal
R
Propesties

o right-click overthe compressed folder or file > selactecompressing programspecify the
location youwant to save the foldén
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