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Introduction to the computer

« The computer is one of the most important tools
of our time. It gives you the ability to store,
retrieve and analyse a very large amount of
information. Computers are high speed and
accurate.

« The computer is now available in most parts of the
world, and is used by people in numerous
contexts. Among other places, it is used in schools,
universities, factories, institutional settings and in
the home.



The mouse

Left
Scroll button
wheel

You can use the mouse to work
with the objects you see on the
screen. You can launch programs.
You can also move, copy and
delete files by pointing and clicking
with the mouse.

The mouse has a left button and
a right button. In the middle of
the mouse is a scroll wheel.

You can change the mouse
settings. For example, you can
adjust the double-click speed and
change the appearance of the
mouse pointer.



Right mouse button

* Right-click = Clicking the right mouse
button.
When you right-click, a context menu
displays, giving you different options to
choose from.

* The context menu displays different
content depending on what you click on
with the right mouse button.



Left mouse button

« Single-click using the left mouse button
to choose or select.

« Double-click (two quick clicks) using the left
mouse button to open a file, folder or program.

- Dragging and dropping using the left mouse
button:
Select a file shown on the screen. Hold down the
left mouse button while dragging the file to the
new location, and then release the mouse button.
This way you can copy or move your files (and
folders) from one place to another in the computer
without having to cut and paste.



Keyboard
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The keyboard is one of the main ways to enter information into the
computer. You can enter letters, symbols and numbers.
You can also use the keyboard to control your computer. A few

simple keyboard commands allow you to work better and more
quickly with your computer.



Keyboard groups

Keys for letters and numbers.

Control keys (Ctrl, Alt, Esc, Win). These keys are used singly
or in combination with other keys to perform certain actions.

The function keys (F1, F2, F3, F4, ... F12) are used to perform
defined functions. Function keys have different functions
depending on the program you are using. We will be
explaining how some of these are used in Windows XP.

The navigation keys (arrow keys, HOME, END, PAGE UP, PAGE
DOWN, DELETE, INSERT) are used to navigate within
documents or websites, and to edit text.

Numeric keypad. The numeric keypad lets you enter numbers
quickly, as the numbers are grouped together. Some laptops
do not have a numeric keypad.



Hold down the SHIFT key as you press a letter key to make it a
capital letter.

SHIFT SHIFT is also used to produce the upper characters shown on the
number keys, for example, ! " % * & /
CAPS LOCK Use CAPS LOCK when you want to type multiple capital letters in a
row. A keyboard LED lights up to indicate when this key is activated.
TAB

(two opposing arrows)

Moves the cursor forward. Can be adjusted using the screen’s ruler.

Space

Insert a space between the words.

Backspace
(thick left arrow)

Deletes the character to the left of the cursor.

Moves the cursor to the beginning of the next line.

ENTER If you press Enter while in a dialogue box, the highlighted button is
enabled.
ESC Cancels the current task.
Menu ke Pressing this usually brings up a menu. Performs the same
Y | commands as when you right-click
Windows Opens the Start menu.
HOME Moves the cursor to the beginning of the line.
END Moves the cursor to the end of the line.
DELETE Deletes the character to the right of the cursor.
INSERT Inserts new text over the previous text.
Page Up Moves the cursor one page up.
Page Down | Moves the cursor one page down.
Arrow keys | Move the cursor one step in the direction of the arrow.
Press the Num Lock key when you want to use the numeric keypad
Num Lock |to enter numbers. Most keyboards have an LED indicating when the

numeric keypad is enabled.




Shortcuts

ALT + TAB Switches between open windows
Alt + Shift Switches betweiﬁgtelaalllg%t)lages (the ones
CTRL + A Selects all

CTRL + C Copies

CTRL + X Cuts

CTRL +V Pastes

CTRL+ S Saves

CTRL + Z Undoes the last operation
CTRL+O Opens a file in the program that’s open




Function keys

F1 Help
F2 Rename
F3 Search
F5 Refresh
F11 Save
F12 Save as




Special key

* Print Screen

Captures an image of the entire screen ("screenshot").
Press (fn+Insert prt sc) first and then you can paste this
image (Ctrl + V) into Paint or another program.
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The Desktop

« When you start your computer, the Windows Desktop opens on your monitor. The
Desktop has icons and shortcuts. At the very bottom you will see the Taskbar. You
can launch a program directly from the Desktop or via the Start menu using the Start

button.

When using the computer for the first time, there is only one icon on the Desktop:
the Recycle Bin. We will explain h dd other i he D
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The icons on the Desktop

Right-click using the mouse in an empty area

on the Desktop to d

Viza
Sortera efter
Uppdatera

Klistra in
Klistra in genvig

Angra Byt namn Ctrl+Z

Grafikegenskaper...

Grafikalternativ

Nytt

Skdrmupplasning

Gadgetar

| Anpassa

« View: Here you can
among other things.

« Sort by: It is possibl

3
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isplay this context menu.

Stora ikoner
@ Medelstora ikoner

Sma ikoner

COrdna ikoner automatiskt

v Justera ikoner mot rutndt

v | Visa skrivbordsikoner
v Visa skrivbordsgadgetar

resize the desktop icons,

e to sort the icons by size,

name, item type, or date modified.



Creating a new file or new folder on
the Desktop h

Right-click with the
Visa k

mouse in an empty
area of the Desktop.

Sortera efter 3 SElect "NeW".

4 N

Uppdatera

Klistra in Select tl'-|e

Klistra in genvidg type of file

Angra Byt namn Ctrl+Z you wa nt to
Create.

Grafikegenskaper...

Grafikalternativ

/_J

e . Mapp
!J Skdarmuppldsning E Genvig
[ Gadgetar Kontakt
n,r‘l Anpassa @] Microsoft Word-dokument

& @ Microsoft PowerPoint-presentation
‘ [BE]  Microsoft Publisher-dokument

. || Teddokument
E]  Microsoft Excel-kalkylblad

|4 Komprimerad mapp
B Portfalj




Make settings adjustments to your
Desktop

Right-click with the mouse in an empty area on the Desktop. Select
"Personalize":

ﬂ « Use this feature to add

_ background images or to select
the background colour, among
other things. Make a selection in
the dropdown list under
"Background" to choose whether
to display an image, a slideshow
or a single colour. You can also
choose different themes or
another font for your desktop.
You can also change what will
appear in the Start menu.

Sortera efter
Uppdatera

Klistra in
Klistra in genvig
Angra Byt namn Ctrl+Z

B  Grafikegenskaper...
B Grafikalternativ

Nytt

= Skirmupplésning
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Screen saver

« Right-click with the mouse in an
empty area on the Desktop.
Select "Personalize":

« In the window that opens, click
"Screen Saver".

« In the new window that opens,
set which type of screen saver
you wish to use.

* You can also set how long the
computer must be idle before the
screen saver starts.

Skarmslackare

» Utseende och

Kentrollpanclen stertsida

Andra hur datorn ser ut och later

Andra ikoner p skrivbordet Klicka pé ctt tema for att andra skrivbordsbakgrund, fensterférg, [ud ech skarmslackare pd en géng.

eeeeeeeee

Select the
type of screen
saver here

Skdrmslackare

(Ingen) vJ Installningar... Exempel

1 55| _minuter [] Atervind till inloggningsskarmen

Energisparfunktioner

Spara energi eller maximera prestanda genom att ju
ljusstyrka och andra energiinstillningar.

Andra installningar for energisparfunktioner

This is where you
set the waiting time
for the screen saver

[ ok ][ awnt |




Visa

Sortera efter

Uppdatera

Klistra in
Klistra in gg
Angra Byt

B3 Grafikegen

B Grafikaltern a

Nytt

B Skirmupplé

@ Gadgetar
il Anpassa

Aﬁ)peara nce
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Click in the drop-down list
below and select different
themes or other fonts for

your desktop.

you can select colours for

"~ the windows and choose

from different themes.

You can also configure
the size of the icons that
display on the Desktop



Settings

'K3.)= & + Kontrolpanelen » Utseende och anpassning » Anpassning ontrolipanel

Kontrollpanelen startsida

Andra hur datorn ser ut och later

=
findra ikoner pa skrivbordet Kicka pa et terma for att andra sk  fensterfarg, jud o<h < ps en ging.
Andra muspekare ‘ Minateman 0} .
Andra bilden f5r
anvandarkon

@Qv\u » Kontrollpanelen » Utseende och anpassning » Bildském - [4 ][ 50
Kontrollpanelen startida

I I . t
Gor det enklare att l4sa det som visas pa skarmen e I k O e r
) Kalibrera arg @U B8 « Utseende och anpassning b Bildskarm b Skarmupplasning v [ 49 | s6¢ i Kontrotipanete 2

]

l Andra bildskarmsinstaliningar

\ Anslut till en projektor Andra bildskdrmens utseende

Justera ClearType-text ,
Hitta

| identifiera

Stall in anpassad textstorlek
Seaven L)

Bildskarm

Aktivitetsfalt =
Start-menyn
Hjslpmedels Bildsksmm: [1. Skarm p3 barber dator ~ |

1366 x 768

~ = colour quality and

(ellertryck pi A -tangenten och tryck pa P)

= . resolution of the
screen.




Taskbar

 The taskbar is a bar at the bottom of the screen. The Start button is
located at the far left-hand corner of the taskbar. The taskbar can be

used to launch programs, switch between programs and see which
programs are running.

« The taskbar is usually found at the bottom of the screen, but it can
also be dragged to the left, to the right, or to the top part of the
screen by dragging it with the mouse.

« (Right-click on the taskbar to make sure it is not locked — if it is
locked you will not be able to move it.)

Open files and

= programs

The Start button

74 Start rfrg e ” HiaveliGroupiise B |



Right-click on the taskbar.
Select Properties.

A dialogue box displays:

o Egenskaper for Aktivitetsfaltet och Start-menyn

| Aktivitetsfaltet éustart—rnenw._ Verktyosfalt

Aktivitetsfaltets utseende

[C] Dol Aktivitetsfsltet automatiskt _
~| Anvaind smé ikoner ]

aktivitetsfaltets placering
pd bildskarmen: |NEderkant e | .

Knappar i
Akﬁsﬁ:eisﬁltet: |Grup|:|era alltid, dilj etiketter "l ——————— ]

Meddelandefalt

Ange vilka ikoner och meddelanden som ska visas i

meddelandefaltet, Anpai'

Farhandsgranska skrivbordet med Aero Peek

Visa skrivbordet tillfalligt ndr du flyttar muspekaren till knappen Visa
skrivbordet i slutet av aktivitetsfaltet.

ke fiir att forhandsgranska skrivbordet

Hur kan jag anpassa Aktivitetsfaltet?

ok || avbryt |
e

Lock the taskbar: When it is
locked, the taskbar cannot be
moved to a different location.

Auto-hide the taskbar: If this
sitting is activated, the taskbar is
only displayed when you hover
the mouse pointer near it. When
you move the mouse pointer
away, the taskbar disappears.

Keep the taskbar on top of
other windows: This way the
taskbar will always display on the
screen.

Group similar taskbar
buttons: In this case all open
Explorer pages, for example, will
appear together on the taskbar.



Start button

ol Egenskaper for Aktivitetsfaltet och Start-menyn @

| Aktivitetsfaltet | Start-menyn | verktygsfalt |

Klicka pd Anpassa om du vill anpassa utseende och | ANpassa...

egenskaper hos l&nkar, ikoner och menyer pd
Start-menyn.

Btgérd fér strombrytare: lSiﬁng av v‘

Sekretess

[#] Spara information om nyligen anvanda program.

Informationen visas p& Start-menyn.

[¥] Spara information om nyligen anvanda filer,
Informationen visas pd Start-menyn och i Aktivitetsfaltet.

Hur kan jag &ndra hur Start-menyn ser ut?

ok || mbryt || verkstal

The Start button is located on the
left side of the taskbar. When you
click it, a special menu for the
operating system and various
programs opens.

It is possible to adjust the Start
menu properties by right-clicking
the Start button. Select Properties
from the context menu that
displays. Then select the Start
menu tab



The contents of the Start menu

Clicking the Start button displays the most important menu in the
Windows operating system, called the Start menu.

.--.
- All programs — ‘

4 Microsoft Ward 2010

Displays a list of shortcuts to Teknik
. =, Microsoft PowerPoint 2010
every program installed on : poRmmet
. Adobe Photoshop CC 2018
your computer. Bider

@ Adobe Creative Cloud

:'r Komma igang

. Recently used [ J— ?” .
Displays the most recently cndardoregmn
used programs. You can SV E—— PR
configure the number of B -coberotosnop c s

programs you want to display
using the Start menu settings.

Alla program




Recent Documents:

The most recently opened documents are displayed when you click
recent programs

Senast anvinda

] Uppdatering IT-blocken

sz_l Kalkylatorn

) [ W s wors 200 || e
2 ] Lunnevad
IP_§‘| Microsoft PowerPoint 2010 4 ] Hesso. cv 2018
] Omar Hesso CV
. Adobe Photoshop CC 2018 >
#] omar cv

) cv-mall-kronologisk
@j Instruktion datorerl

@ Adobe Creative Cloud

—

‘_-I[ Kemma igang 4 ] reglerna Motala

@_} Marrkaping reglar
!. Anslut till en projektor

k(') Anslutning till fjarrskrivbord

Fastisar

% Skarmklippverktyget

- Adobe Photoshop CC 2019 r

P Alla program

| Sok bland program och filer pe | | Stang av -i 3 |

ScEmw




Search

E | m |+ The search function is located
5., [— = in the Start menu. It can help
Tekni us find a file on the computer,
e.g. a text file, image file or
audio file, etc. You type:

IE' Microsoft PowerPoint 2010
Dokument

- Adobe Photoshop CC 2018
Bilder

L@ Adobe Creative Cloud

Musik

.jr Komma igang ¢ Name Or part Of the file name-

Dator

Anslut till en projektor
Kontrollpanelen

.AnslutningtiIIfjﬁrrskrithrd Enk b <kri ° Sentence Or phrase found in
nheter och skrivare the file.

Rt Standardprogram

Adobe Photoshop CC 2019

%
% Skdrmklippverktyget Hjilp och support
»

Alla program

—




Once you press OK, the keyboard appears on the screen. You can change

the keyboard by changing the language on the taskbar. You can write directly on
the screen by using the mouse to click the keys of the onscreen keyboard.

Microsoft Word |Z||E”Z|

iv &n Fréga Far higlp | =2
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Log off, Shut down

If the computer has more than one user, you can log off one user
and log on another without having to shut down the computer.

H I|_a| Kalkylatorn

- :

Fastisar

% Skarmklippverktyget e e Véxla anvandare
Logga ut

Starta om

Strémsparlage

Viloldge
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A few options display when you click the Shut
down button:

Yaxla anvdndare
Logga ut

Lis
Starta om

» 5 Stromsparldge
— |mmm VI|D|EQE EEE——

|
FIE/ "

« Shut down: The computer is shut down in a safe manner.

« Restart: The computer shuts down and restarts immediately. This is
appropriate to use after installing a program.

« Sleep: Use this when you will not be using the computer for a short
period of time. The computer will enter standby mode. When you want
to start working on the computer again, simply press the power button
on the computer.



The Recycle Bin

« The Recycle Bin is the one folder that will always be on your desktop. This
is where Windows stores deleted files temporarily until the user decides to
permanently delete them.

« Itis possible to restore files from the Recycle Bin that have been deleted
by mistake: Open the Recycle Bin (by double-clicking it on your desktop).
When you open the Recycle Bin, you will see all the deleted files.

« You can permanently delete the files in the Recycle Bin by emptying it to
free up more space on your hard drive. Empty the Recycle Bin permanently
by right-clicking it and selecting the command Empty Recycle Bin.

%

M|
lz_.. Oppna
Utforska

Tiim papperskorgen

& Skapagenvag
U;g Enenskaper
|
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« Once you open the Recycle Bin, you can choose which file you
want to restore or delete permanently by right-clicking it and
choosing from the following options:

ppppppp
Tidigare platser
TTTTT

\\\\\\

IRestore: Restore files you deleted by mistake, and restore them to their original
ocations.

Cut: Cut the file from the Recycle Bin and paste it anywhere.

Delete: Delete the file permanently from the Recycle Bin. After that it will not
be possible to recover the file.

Properties: Explore the file's properties, such as size and location (before the
file was put in the Recycle Bin).



Windows

When you open the program, file or folder, the contents display in a box referred to as a window.
All windows have the following elements:

Name field: The upper blue bar shows the window’s hame in the left-hand corner.

At the far right of the bar are three buttons:

Minimize: The window disappears from the Desktop and only appears as a button on the taskbar.
Maximize: The window fills the entire screen. Restore: Resize the window by dragging the window border
in or out.

Close: The window disappears from both the Desktop and taskbar.

Menu bar: Contains items that you can click on and then perform operations with in a program.
Workspace: The white area of the window where content displays.

Toolbar: Tools that help us work with the content of the open window.

Information bar: A bar in the lower part of the window with information about the open window.

= Mina dokument |Z| |E| EE |
Arkiv

Redigera Visa Fawvoriter Yerkbyg

> o lj? /',_7 sk {7 Mappar = [(F > ) | [EE-

M cdress |@ Mina dokument - | 5 Eill

— i & — — — . @ &
_J =7 % J =] =] =] =] | |
linkaping bib Mim rasik Mina bilder =) 13 =15 cm 13 = 1S cm SZFOFFS0.mdi aquarelas_d... sArabiska béacker Arabiska bicker
urklippk tre. .. urklippt ... i Motala, doc i Link&ping. doc
=) =] o o o o =11
@ =1 i) &) = - |
attachments... EBibliokeksbro... bockar?77777... bukbussenz.... Dakor7 7. jpg dator knubbtestz. doc knubbtestS.doc knubbtestba. .. Mykbagfidje
handledning. .. Deltagarfark., ..
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Computer

& Musik
% Hemgrupp
1% Dator
&, osDist
o Flyitha _
@i Natverk _
.&; 5CGSSOIVPM Arbetsgrupp: LIO Minne: 800 GB
I | Processor: Intel(R) Core(TM) i5-52.
BRc Djoclam@w]E]
Fast Standardprogram
‘% skarmklippverktyget Hjalp och support

. Adobe Photoshop CC 2019

| »  Alla program

| Sok blond program och filer

Shows the content of your hard

~ drive and CD-ROM drive, diskette
— and network devices.

To open Computer, click the Start
button. This opens the Start menu.
Then click Computer.

The hard drive is generally divided
into two drives: (C:) and (D:).

The CD/DVD drive is designated by
the letter (E:).

Removable drives connected via
USB. This shows a USB memory
drive (F:).



Open drive properties

'@Q-\a » Dator » OSDisk(C) »

Ordna ~  Delamed = Nymapp

Namn

¢ Favoriter
@ Creative Cloud Files Anvandare
1% Hamtade filer Intel
B Skivbord PerfLogs
| Tidigare platser Program
Program (46)
4 Bibliotek Windows
=] Bilder % madiaB0.al
[ Dokument
B Filmer
o Musik
& Hemgrupp
% Dator
&, 0SDisk (C)

wm Fiytthar disk (D)

€ Natverk

7 objekt

&

~ [ 4] 5o

Senast sndrad Typ Storlek

Filmapp
Filmapp
Filmapp
Filmapp

Filmapp

Filmapp

Programtilagg 88418

== ==
-&@v\;“ » Dator » v|&,|| Sa ,O'
Ordna = Egenskaper Systemegenskaper Avinstallera eller &ndra tt program Anslut ndtverksenhet  » | @l
T Favoriter 4 Harddiskar (1)
@ Creative Cloud Files QSDisk £C:x
& Hamtade filer £ Egenskaper fér OSDisk (C)) ===
B Skrivbord <
Tid Jat 4 Enbeter mied Sakerhet I Tidigare versioner I Kvot |
& Tidigare platser Amant | Veldyg | Maskinvam | Delning |
Flyttba '
. Bibliotek &/ [050iek]
& Bilder
¢ Dokument Typ: Lokal disk
B Filmer Fisysem:  NTFS
@' Musik
. Anvarnt utrymme: 65 509 384 192 byte 61.0GB
B Lsdigt utrymme: 62 000 539 D40 byte 57.7GB
) Hemgrupp
Kapacitet: 127 509 983 232 byte 118GB
&, osDisk (C)
e Flyttbar disk (D:)
N Enbet C Diskrensning
€l Natverk
[ Komprimera enheten for att spara diskutrymme
OSDisk (C:) Anvant utrymme: W88 | 51 s ot innehal i fler pa den hir enheten indexeras utdver status: Av
Lokal disk Ledigt utrymme: 57,7 filegenskapema
T o

Open a drive by double-
clicking on the drive icon
in the computer
window.

View the properties of
the drive by right-
clicking the drive and
selecting Properties.

This will display a box
with information about
free space, used space
and drive capacity.



Document

E= B
Q\J | » Bibliotek » Dokument » ol
Ordna = Dela med = Ny mapp ~ 0l @
¢ Favoriter Bibliotek: Dokument

@) Creative Cloud Files
& Hamtade filer

B Skrivbord

| Tidigare platser

= Bibliotek
(=l Bilder
=) Dokument

B Filmer

-,' Musik
@ Hemgrupp
1% Dator

&, 0sDisk (C)

wm Flyttbar disk (D:)

'?ﬂ Matverk

= 34 objekt

Inkluderar: 2 platser
Namn

. Adobe

Adobe

Ane

MILSA
(=] Demokrati
] Den nya klassdebatten omar hesso ekl5a
®] Faktura
Faktura
(] Hedersrelaterade véld
Hej
(] Hesso. ov 2018
@ Hesso. cv 2018
] Instruktion datorer
] Instruktion datorerl
@ Instruktion datorerl

(&l Klasskillander paverkar ungdomar Omar ...

] Linksping reglar

Senast andrad

Typ

Filmapp
Filmapp
Filmapp

Filmapp

Adob

Microsoft

Ordna efter:  Mapp ™

Storlek

1145kB
19 kB
15 kB
180 kB
24 kB
87 kB
96 kB

368 kB

Documents is a personal folder where you can save
documents, image files, audio files and other files. If
the computer is used by more than one person, a
folder named My Documents is created for each user.

Documents can be found in the Start menu

34



File and folder management

File and folder management is important.

» Open a file (three different ways):

Double-click OR
Select the file and press the Enter key OR
Right-click and select Open.

* Rename:
Right-click the file you want to rename. Select :
IIi{ename. Enter the new name. Press the Enter Oppna med,
ey.
Scker efter hat ..,
 Delete: u

Right-click the file and select Delete. Confirm
that you wish to delete it. The file is then moved
to the Recycle Bin.

Skicka tl

» Copy:
Right-click on the file. Choose Copy. You can
Baste a copy of the file into a different location

y right-clicking an empty area and selecting Skapa genvég
Paste. The original file remains where it was. i
 Cut: Bt namr
Right-click on the file. Select Cut. You can paste
it Into a different location by right-clicking an Foenskapet

empty area and selecting Paste. When Kou
choose Cut and Paste, you are moving t
original file to the new location.

L e—




File Properties

 Right-click the file and

| 'wl:_EE_n?T'lfl:ca?erfﬁrDen nya klassdebatten omarh%soeﬂﬁa ==/ Select Propertiesl ThIS
mant | Sakerhet | Information | Tidigare versioner | ) dl S pl ays 3 bOX W| th the

@ Den nya klassdebatten omar hesso ek 15a . . .
j v most important information

Opprias med: (]| Microsoft Word [ Ande. | abOUt the file: file Na me,
Plats: C:\Users\Teknik\Documents S|Ze, W h en |t Was C reated ,
Storlek: 18.9kB (19 387 byte)

Storlek pa disk: 20,0 kB (20 420 byte) When it Was |ast mOdified,
Skapad: den 30 maj 2018, 17:19:20 and When it Was |ast used.

Andrad: den 30 maj 2018, 18:31:37

vind don 0mai 2018, 18317 « Write protection:

wh  Elsaviow Elo (e If you select Write
Protect, it is not possible
to modify the file.

« Hidden:
If you select Hidden, the
user can no longer see the
file.

OK || Avbyt




Create a new folder or a new file in
a specific window.

« Open the window where
you want to create a
new file or folder. Right-
click on an empty area in
the window and then
select New from the
context menu and select

a Folder or file type

e e from the next context

[E]  Microsoft PowerPeint-presentation

L‘.’;h] Microsoft Publisher-dokument menu .

| Teddokument

B pessatcon o « Give the new folder a

& portor name. The name may
not contain special
characters such as | ? /

A * > Press the Enter

#| Genvig




Save and save as

« The first time you save a file, use Save As from the File menu. Then
choose a file name and where you want to save the file.

« In the future, use Save in the File menu to save your document in the
same location and under the same name as before. An alternative is to
click on the Diskette icon on the menu bar.

« If you want to change the name of the file or save it to a different location,
use Save As from the File menu. You can select a new file name or a new
location using that function.
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Choosing Save As from the File menu opens a dialogue box. Give
the file a name. Specify where you want to save the file. Click Save.

Enter a name of
your choice for
the file

@ Spara som
@ = <] » Biblictek » Dokument » - | +y || sakiDokument o
Crdna = My mapp B @'
3) Creative Cloud Fi # THN T :
= r:aa ive .cuu I Bibliotek: Dok ch h Ordna efter. Mapp =
5. Hamtade filer Inkluderar, 2 platser 0ose wnere you £ - pp
B Skrivbord want to save the
= Tidigare platser e file here d Typ -
13 Adobe 2018-10-16 0325 Filmapp 3
4| - Bibliotek Adobe 2018-10-16 09:23 Filmapp
| Bilder Ane 2018-10-16 17:58 Filmapp
> [=5] D.ukument MILSA 2018-10-16 11:22 Filmapp This is where you select
. E i 1] Den nya klassdebatten omar hesso ekl5a  2018-05-30 18:31 Microsoft W the file type
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Filformat: | Word-aokomemt s
Forfattare: Asgari Ayda Taggar Lagg till en tagg
[ Spara miniatyr FinaIIy, click
"Save"
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@ Spara som
Location where ———— Dator » Flyttbar disk (D) « [ 9 ][ ok i Fiyttbar disk (C o
you save the file J' P

My mapp SEE, 9

= =
-£| Dokument - MNamn Senast dndrad Typ

E Filmer

e ] Uppdatering IT-blocken 2018-02-2115:16 Microsoft Word-d...
@' Musi

n& Hemgrupp

1M Dator
&, 0SDisk (C3)
e Flyttbar disk (D:)

- i (10 3

€l Natverk

Filnamn; Uppdatering IT-blocken e

Fiformat: | Word-dokument v]

Word-dekument
Makroaktiverat Word-dokument
Word 97-2003-dokument
Word-mall

Makroaktiverad Word-mall
Word 97-2003-mall

Forfattare:

File formats that
Paint can access

+ Dalj mappar
XP5-dokurnent
Enkel webbsidefil
Webbsida
Webbzida, filtrerad
RTF-format
Oformaterad text

Word XML-dokument
Word 2003 ¥ML-dokument
OpenDocument-text
Works 6 - 3-dokument

* You can choose a file format using the Save As command. Certain programs have several
options for the file format, such as the Paint program (see image).

« A file name is made up of two parts, e.g. File 1.jpg
The first part, "File 1", is the name we have chosen for the image.
The second part, "jpg", is the file format we chose from among the options available in the
image processing program we are working in.

« A given file can only be opened by programs that the file format is compatible with. For
example, audio files can be opened with Windows Media Player, RealPlayer or some other
type of program for audio files. But it is not possible to open a text file with Media Player.



Control Panel

« The Control Panel window has icons that you can use
to configure personal settings. For example, you can
add and remove both hardware and software, install
printers and change the appearance of folders and
windows.

« There are several ways to open the Control Panel:

« The Control Panel can be accessed directly from the
Start menu.
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The Control Panel can be used to do plenty of things, but we
will restrict ourselves to the most important features here.



1. Language option and the way dates and
numbers display on the computer

. Open the Control Panel.

. Select Regional and

= [E= Eol =)
Language Options by P —— e e I S
Idolt‘l b I e-C ICkI n%t u SI n g th e :::‘::j::ﬁ::”“ rl\ Etjmﬂt?dii: i?um Andra tidszon | Lagg till klockor for olika tidszoner
ef mouse bu On . Natverk och Intemet - :
. . * Kiocka.sprdk och ationcl
. A dialogue box displays o

where you can choose
how numbers, currency
and dates should be
displayed.

I v|| Klicka fdr att Idgga till anteckningar
warinal |

al

. To add or remove a
language, click the
Keyboards and g iy
Languages tab. Bt




¥ Nationella installningar och sprakinstallningar

. Format | Plats J Tangentbord och sprak !Administlativa instéllningari

Tangentbord och andra inmatningssprak

Klicka pa Byt tangentbord om du vill éndra tangentbord eller
inmatningssprak.

Byt tangentbord...

Visningssprak

text och, da det stids, fartal- och hang

Installera eller avinstallera sprak som kan anvéndas | Windows far att visa

Valj ett visningssprak
svenska

Hur kan jag installera vtterligare sprak?

0K || Avbt

Select the option Install
files for right-to-left
languages if you want to
access this feature. (If your
version of Windows does not
support these languages, this
will not be possible.)

Click the Change
keyboards... button (see
picture) to bring up the next
dialogue box.

Select the option Install
files for East Asian
languages if you want
access to these languages.



Click Add... to add a new

language or Remove in order to

delete a language that has

already been installed on the

computer.

For example, select Arabic

(see picture).
Then click OK to save the
changes.

Also press OK in the first
dialogue box to select the
language.

. Texttjanster och inmatningssprak

Almart | Spraifaltet | Avancerade installningar |

Standardinmatringssprak

inmatningsfak.

Valj det inmatningssprak som du vill anvanda som standard for alla

ISvenska (Sverige) - Svensk

Installerade tianster

Valj de tjanster som du vill anvanda for vare inmatningssprak som visas i
listan. Anvand knappama Lagg till och Ta bort om du vill andra listan.
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-~
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m— ok ||

Avbryt Versta

- Laggtill inmatningssprak

V&l vilka sprék du vill Idgga il genom att markera
motsvarande kryssrutor nedan.

'
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[+ Amhariska (Etiopien)

[+ Arabiska (Algeriet)

[+ Arabiska (Bahrain)

[#- Arabiska {Egypten)

[+ Arabiska (Férenade Arabemiraten)
[+ Arabiska (Irak)

[+ Arabiska {Jemen)

[+ Arabiska {Jordanien)

[+ Arabiska (Kuwait)

| |visa fler...
[+ Annat

Zil] [
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2. Date and Time

You can use the Control Panel to choose a format for the time and date and
to select the time zone. These are often already configured correctly when
the computer is set up. But if you need to fix the date or time, it is possible
to do so here.

Open the Control Panel and double-click Date .

and Time. i 3
e — .
Lingtdstum: [cna MMM o

A dialogue box displays where you can set . i

the date and time and make corrections if
they were set incorrectly before. e e

Kort tid: 10:04




3. Add or Remove Programs

—
Laga till eller ka bort program

When you click Programs, a list of all the programs installed on your computer

will display. You can select the program from the list and remove it.

=% (ER =)
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HAdobe Acrobat Reader DC - Svenska Adobe Systems Incorporated 2018-10-08 2
@Adohe Connect Adobe Systems Inc, 2018-08-31 1
) Adobe Creative Cloud Adobe Systems Incorporated 2018-10-16 8
@ Adobe Photoshop CC 2018 Adobe Systems Incorporated 2018-05-17 b |
If you d O not have I Adobe Photoshop CC 2019 Adobe Systems Incorporated 2018-10-16 4
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["71 Microsoft Visual C++ 2005 Redistributable (x54) Microsoft Corporation 2018-04-25
I 2 iﬂMicrosaf‘t Visual C++ 2008 Redistributable - %64 9.03...  Microsoft Corporation 2018-04-25 =
. € m | b

ssarimal
——1 [Installerade program  Sammanlagd sterl... 5,13 GB
}; & 35 program ar installerade




4. User accounts
Sg*:hat

Another important se
can be made in the

=<l

Control Panel is the ability to () = weworener

~ | #4 ||| |56 i Kontralipaneten Pl
add a new user account or i
to modify an existing CIE) = + Korwoloncen » Ammikantonochbompor » <V | ot Kantlpancien 2l
user. L B I SO
s [ Pt
By providing Separate user . ':‘;;;*““ tﬂ :fi?ﬁfﬁifﬁ;f;’ifﬁm‘am_.m\_.id.mlcggmngtmcmmetjansta
accounts, every el
user can work with their own e e
files and with their own
password. This feature
is needed when there is more
than one user using
the same computer. |

NB! To set this up you need to
have the right to manage the
computer

(administrator rights).



5. Printers and Faxes

Printers can be opened from the Start menu. It is also
possible to

add a new local printer using the installation CD

accompanying the printer.

To print a document, select Print

in the File menu. In Printers in the Control Panel, you
can

monitor your print jobs, cancel printing or

control a print job.



Setting up printers

= B |

@uvh!ﬁ v Kontrollpanelen » Maskinvara och ljud » - | &,| | Sok [ Kontrollpanelen

Kontrollpanelen startsid
D . / Enheter och skr

o
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=

du inte har en USB-skrivare, (I Windows installeras

= Lagg till en ndtverksskrivare, tradlos skrivare eller Bluetooth-skrivare
Kontrollera att datorn dr ansluten till ndtverket eller att Bluetooth-skrivaren eller den tradlésa

skrivaren r paslagen.

Masta




When printing from a program, use Print from the File menu.

If you request a printout by clicking the printer icon on the toolbar, it will
not be possible to control the print job. Instead, the printer will print the
entire document using the default printer.
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Print o

Start Infoga Sidlayout Referenser Utskick Granska Visa

I spara -
If you print using the File menu, you @ s g S
can select the printer you want to oo

send the print job to (if there is Scivae -
more than one printer connected to s i o

Skriv; -
the com putel‘). Dt - Print odd pages,
: et even pages, or all
Shm Skriv ut alla sidor pages

Sk ik ok e
Spara och 1 Skriv ut hela dokumentet

You can choose which pages you .
want to print. b [ eaie senei -

:] Alternati

d Ermat J J Sorterat .
HE=NE . o o o

Avsluta 12311323 123

You can also print odd or even ] sdende renerin -
pages using the next option in the Pl >
left-hand corner. o s -
Select the number of copies and et
whether to collate.




Open in Windows

Every program contains the File menu command Open When you click
Open, a dialogue box displays. In this dialogue box you can browse to the
location of the saved file. Double-click the file to open it.

Browse from here }

- to the saved file ]
[w] Oppna
@'\:jv ¢ Dokument » - | +3 | | Sak [ Dokument ol
Ordna =~ 0 @
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Exploring in Windows

Egenskaper

=
i

-

Windows Explorer consists of two parts, a
left pane and a right pane.

Windows Explorer displays the contents of
your computer in the form of a tree view.
The objects with a plus sign in front of
them contain subfolders. Click the plus
sign next to a folder to display the
subfolder contents.

Oppna Utforskaren
éf P M=

Open Windows Explorer by
right-clicking the Start button
and selecting

Open Windows Explorer.

[/ Bilder

4 f| Dokument

4

Once the subfolders are visible in the tree-

view, the plus sign will have changed to a
minus sign. When you click on a folder in
the left pane, the folder contents will
display in the pane on the right.

To hide the subfolders, click the minus
sign next to the folder.

rl
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Adobe
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Open the folder with Contents of
the arrow icon the opened
folder




It is possible to perform all the operations discussed
above in the right pane. You can also delete, rename,
cut and paste, etc. from the toolbar (see picture).

You can also control how the content is displayed
(Thumbnails, Abstract, Icons, List, Detailed List).
You can also search for a particular file.

1 Skrivbord (
i Send to Delete Select a display mode }
Arkiv  Redigera Wisa  Faworiter{ ‘erkbwg ) Hija

@Eahﬁt - ] 5 - k| [ Mappar & (¥ X 2) gae

™-----=" =nd Settingsighaalw! Skrivbord Miniatyrer
Sammanfattning

Tkoner
Lista
® [etaljerad liska

IR LR T




Exploring in Windows

dakor
kursz, doc

Windows Explorer consists of two parts; a
left pane and a right pane.

Windows Explorer displays the contents of

Oppna
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Open Windows Explorer by
right-clicking the Start button
and selecting Windows
~ Explorer.
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your computer in the form of a tree view.
The objects with a plus sign in front of
them contain subfolders. Click the plus
sign next to a folder to display the
subfolder contents.
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Once the subfolders are visible in the tree
view, the plus sign will have changed to a
minus sign. When you click on a folder in
the left pane, the folder contents will
display in the pane on the right.

To hide the subfolders, click the minus
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It is possible to perform all the operations discussed
above in the right pane. You can also delete, rename,
cut and paste, etc. from the toolbar (see picture).

You can also control how the content is displayed
(Thumbnails, Abstract, Icons, List, Detailed List).
You can also search for a particular file.
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