Exercise # 1
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1. Open the program application name (Example: Wordpad or Word). A blank screen will appear. Type your first and last name and then press the Enter key twice. Now write a sentence or two about what you hope to learn in this course.

(Remember: You can open the program by clicking on the START button). 

2. Save your document on drive A: and name it expectations.

(Remember: If you want to Save a file on your usb flash drive, you must select the appropriate drive letter, e.g. drive F:).

3. Close the file expectations.

Remember: To quickly launch a program you can use your mouse to click once on the appropriate program application icon on the taskbar located at the bottom of the desktop. 

In this exercise you will practice:





Opening a program		Entering text		Saving a file		Closing a file			





Practice Using the Mouse





You can practice manipulating the mouse by playing Solitaire on the computer. Games are turned off by default. To turn them on:


Click the Start button, click Control Panel, click Programs, and then under Programs and Features, click Turn Windows features on or off.


Select the Games check box, and then click OK.
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