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Textbook Purpose 
This text was created to provide students enrolled in Technical Education Programs or professionals in 

business and industry with contextual learning opportunities to develop the necessary computer skills to 

function in the 21st-century workforce in a non-IT technical field.  

Topics and skills provided in this text include using and changing the Windows desktop; downloading 

software from the internet; the file hierarchy and saving files; using the basic functions of word 

processing, spreadsheet and presentation software to create and format documents; the use of email 

clients to send messages; how to attach documents and organize tasks; connecting to and using the 

internet; searching the web effectively; working with sounds and picture files, and understanding 

privacy issues and how to prevent identity theft when using computers and the internet. In addition, 

content regarding Microsoft Office, including Word and Excel will be covered in great depth.  

All images and content unless referenced are ǘŀƪŜƴ ŦǊƻƳ ǘƘŜ ŀǳǘƘƻǊΩǎ ŜȄǇŜǊǘƛǎŜ ŀƴŘ ǇŜǊǎƻƴŀƭ ŎƻƳǇǳǘŜǊ 

and may be shared freely as appropriate. 
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Chapter 1: How does a computer work? 
Computers are amazing devices that have transformed our world. However, before we can begin using 

one, we first must have a basic understanding of how a computer works. Chapter1 focuses on the 

hardware and design of a computer first to provide the user with an adequate foundation to begin to 

master all of the capabilities of a computer. 

What is a computer? 

A computer is an electronic device that can manipulate, process, and execute information or data. You 

can use a computer to type and share documents, send an email, play video games, and browse the Web. 

You can also use it to edit or create spreadsheets, presentations, and even videos, and create other 

computer programs. 

Hardware and software 

There are two main components of a computer: hardware & software 

¶ Computer Hardware is all of the physical parts of your computer like the keyboard and mouse.  

It also includes all the computer's internal parts,  

¶ Computer Software is the code/instructions that are programmed to be executed by the 

computer. The software directs the hardware what, when, and how to do something. Examples 

of software include web browsers, games, and word processors. Below, you can see an image of 

Microsoft PowerPoint, which is used to create presentations. 

 

What are the different types of computers? 

There are billions of computers in our society today. Computers can come in all shapes and sizes, and 

they perform a variety of functions to allow our society to function. You use computers to purchase 

goods, perform a math calculation for a test, or watch tv. It would be hard for you to complete a day 

without directly or indirectly using a computer.   



Computer Fundamentals for Technical Students  
By: Nick Heisserer 
 
 

16 | P a g e 
Updated 4/2/2020 
Creative Commons CC-BY Attribution 4.0 International https://creativecommons.org/licenses/by/4.0/ 
 

Desktop Computers 

Desktop computers are usually large and 

designed to be typically made up of a few different parts including the computer case, monitor, 

keyboard, and mouse. Typically, Desktops are the most powerful computers. 

Laptop Computers 

The second type of computer that is the most popular type of 

traditional computer at present is a laptop computer. Laptops are battery-powered computers that are 

portable than desktops, allowing you to use them almost anywhere. Most laptops have all of the 

components of a computer connected so you can easily move your computer. Laptops are usually less 

powerful than desktops. 

This Photo by Unknown Author is licensed under CC BY-NC 

This Photo by Unknown Author is 

licensed under CC BY-SA 

http://pngimg.com/download/17489
https://creativecommons.org/licenses/by-nc/3.0/
https://en.wikipedia.org/wiki/PowerBook
https://creativecommons.org/licenses/by-sa/3.0/
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Tablet Computers 
Tablet computers are a relatively new form factor of computers. Tablets are handheld computers that 

are meant for more mobility than laptops. They use touch screen navigation instead of a keyboard or 

mouse. The iPad is an example of a tablet computer. 

Servers: 

Servers are used to provide information to other computers 

or devices on a local area network (LAN). Servers usually have large hard drives for storage and are very 

powerful computers. Servers are not usually meant for consumers and are stored in racks by IT 

professionals to help with cooling. Servers can often run hundreds of computers at once. 

Other types of computers 
Many of today's electronics are computers, though we don't always think of them that way. Here are a few 

common examples. 

Smartphones: Many cell phones can do a lot of things computers can do, including browsing the 

Internet and playing games. 

Wearables: Wearable technology is a general term for a group of devicesτincluding fitness 

trackers and smartwatchesτthat are designed to be worn throughout the day.  

Game consoles: A game console is a specialized type of computer that is used for playing video 

games on your TV. 

TVs: Many TVs now include applicationsτor appsτthat let you access various types of online content. 

For example, you can stream video from the Internet directly onto your TV. 

This Photo by Unknown Author is 

licensed under  

https://en.wikipedia.org/wiki/Web_hosting_service
https://creativecommons.org/licenses/by-sa/3.0/
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Components of a Computer:  
The next few pages describe all of the components that make up a computer. While computers do come 

in various sizes and shapes, they all share common attributes to function. 

Computer Case:  

The computer case is the metal and plastic box that contains the 

main components of the computer, including the motherboard, central processing unit (CPU), and 

power supply. The front of the case usually has an On/Off button and one or more optical drives.  

Computer cases come in different shapes and sizes. A desktop case lies flat on a desk, and the monitor 

usually sits on top of it. A tower case is tall and sits next to the monitor or on the floor. All-in-

one computers come with the internal components built into the monitor, which eliminates the need 

for a separate case. 

This Photo by Unknown Author is 

licensed under CC BY-SA 

http://en.wikipedia.org/wiki/File:Antec_900.jpg
https://creativecommons.org/licenses/by-sa/3.0/
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Computer Monitor  

The monitor works with a video card, located 

inside the computer case, to display images and text on the screen. Most monitors have control 

buttons that allow you to change your monitor's display settings, and some monitors also have built-in 

speakers. 

Keyboard & Mouse 

The keyboard is one of the main ways to 

communicate with a computer. There are many different types of keyboards, but most allow you to 

accomplish the same basic tasks. The mouse is another important tool for communicating with 

This Photo by Unknown Author is licensed under CC BY-SA-NC 

This Photo by Unknown Author is licensed under CC BY-

SA 

http://technofaq.org/posts/2013/07/liquid-crystal-displays-a-brief-study/
https://creativecommons.org/licenses/by-nc-sa/3.0/
http://www.technewsradio.com/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
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computers. A computer mouse functions as a pointing device on the screen allowing the user to select 

and manipulate objects. 

Motherboard: 

If a computer were a human being, the motherboard 

would be the spinal cord. The motherboard is a thin circuit board that connects all of the elements of a 

computer together. Examples of items connected to the motherboard include the CPU, memory, 

connectors for the hard drive and optical drives, expansion cards to control the video and audio, and 

connections to your computer's ports (such as USB ports). The motherboard connects directly or 

indirectly to every part of the computer. 

This Photo by Unknown Author is licensed under CC BY-

SA 

https://en.wikipedia.org/wiki/PlayStation_technical_specifications
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
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CPU/Processor 

Continuing the human being analogy, if a computer were a 

person, the central processing unit (CPU), also called a processor, would be the brain. The CPU is located 

inside the computer case and is situated on the. The job of a CPU is to carry out commands. Whenever 

you press a key, click the mouse, or start an application, you're sending instructions to the CPU. 

The CPU is usually a two-inch ceramic square with a silicon chip located inside. The chip is usually about 

the size of a thumbnail. The CPU fits into the motherboard's CPU socket, which is covered by the heat 

sink, an object that absorbs heat from the CPU and usually a fan. A CPU can be cooled passively through 

just the heat sink, through a fan, or liquid-cooled. 

A processor's speed is measured in megahertz (MHz), or millions of instructions per second; and 

gigahertz (GHz), or billions of instructions per second. A faster processor can execute instructions more 

quickly. However, the actual speed of the computer depends on the speed of many different 

componentsτnot just the processor. 

This Photo by Unknown Author is 

licensed under CC BY-NC-ND 

https://it.donga.com/148/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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RAM (Random Access Memory) 

RAM is your system's short-term memory. Whenever your computer 

performs calculations, it temporarily stores the data in the RAM. The system retrieves the information 

to be sent to the processor or other components when needed. Ram only provides temporary storage- 

when the computer is off, all of the information stored in Ram is erased. RAM is measured in megabytes 

(MB) or gigabytes (GB). The higher the RAM, the more applications and programs that can be run and 

executed at the same time. One of the fastest ways to speed up a sluggish system is to add more RAM. 

Hard Drive 

 

This Photo by Unknown Author is 

licensed under CC BY-SA 

This Photo by Unknown Author is licensed under CC BY-NC 

http://commons.wikimedia.org/wiki/file:ram_sdram_256mb_133mhz_sil3246.jpg
https://creativecommons.org/licenses/by-sa/3.0/
http://www.allwhitebackground.com/hard-disk.html
https://creativecommons.org/licenses/by-nc/3.0/
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¢ƘŜ IŀǊŘ 5ǊƛǾŜ ƛǎ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ƭƻƴƎ ǘŜǊƳ Ƴemory. The data is also persistent, which means that the 

information is stored on the drive even when there is no power to the drive. The hard drive is where 

your software, documents, and other files are stored. The faster the hard drive, the faster your 

computer can start up and load programs. 

Power Supply 

The power supply unit in a computer converts the power from 

the wall outlet (AC) to the type of power needed by the computer (DC). It sends power through cables to 

the motherboard and other components and also ensures that the power is regular and reliable. 

Expansion Cards (Video card, Sound card, Network Card, etc. 

Some computers can be expanded or upgraded. Desktop 

computers often have expansion slots on the motherboard that allow various types of expansion cards 

This Photo by Unknown Author is licensed 

under CC BY-SA 

This Photo by Unknown Author is licensed under 

CC BY-SA 

https://electronics.stackexchange.com/questions/271087/connect-low-rpm-motor-to-computer-psu
https://creativecommons.org/licenses/by-sa/3.0/
https://commons.wikimedia.org/wiki/File:ATI_Radeon_HD_4770_Graphics_Card-oblique_view.jpg
https://creativecommons.org/licenses/by-sa/3.0/


Computer Fundamentals for Technical Students  
By: Nick Heisserer 
 
 

24 | P a g e 
Updated 4/2/2020 
Creative Commons CC-BY Attribution 4.0 International https://creativecommons.org/licenses/by/4.0/ 
 

to be added for a fast connection to the CPU. These expansion cards are called PCI (peripheral 

component interconnect) cards. Adding cards could increase the quality or performance of the software 

used on a computer. Video editors, for example, install a powerful graphics card to aid them in their 

editing work.  

What is an Operating System? 
An operating system is a computer program that runs on a computer. It manages all the hardware of the 

computer and the applications which run on a computer. An operating system makes sure all the 

hardware and software are working together in harmony. Every computer has some sort of operating 

system. Listed below in table 1.1 are examples of Operating Systems per type of computer. 

Type of Computer Examples of Operating Systems 

Desktop & Laptop Windows 
macOS 
Linux (many distributions) 

Mobile iOS 
Android 

Wearable WatchOS (Apple) 
WearOS (Android) 

TV Xbox 
Android TV 
tvOS 
Roku 

TABLE 1.1 OPERATING SYSTEM EXAMPLES BY COMPUTER 

Unless you are building your own computer, an operating system is installed on the computer you 

purchase. All consumer operating systems use a graphical user interface or GUI. A GUI lets you use your 

mouse to select icons, buttons, and menus. Everything is displayed on the screen using a combination of 

graphics and text. Each operating system's GUI has a different look and feel, so if you switch to a 

different operating system it may seem unfamiliar at first.  For the purposes of this course, we will study 

the Windows Operating System (Windows 10). Obviously, there are many vibrant and fully-functional 

operating systems available to users in a variety of form factors. While all operating systems perform 

similar functions, how they perform those functions can very slightly. This text will focus on Windows 10 

as it is the preferred operating system in the professional and business world. 

Microsoft Windows 
The most common operating system is Microsoft Windows. While there have been many different 

versions of Windows, the current version is Windows 10.. Windows comes pre-loaded on most new PCs, 

which helps to make it the most popular operating system in the world. We will be studying Windows 10 

in the next chapter. Lƴ ƎŜƴŜǊŀƭΣ Ƴƻǎǘ t/Ωǎ ōǳƛƭǘ ǎƛƴŎŜ нлмм ŀǊŜ ŎŀǇŀōƭŜ ƻŦ ǊǳƴƴƛƴƎ ²ƛƴŘƻǿǎ мл ƛƴ ǾŀǊȅƛƴƎ 

performance capacities.  
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Summary: 
As this section describes Computers are a complex combination of hardware and software working 

together to help the user complete his or her tasks. So many functions of the 21st-century world rely 

upon these computers working together to make our lives easier and more productive. Understanding 

the components of a computer will help you better understand how to most effective in repairing, 

maintaining, and using all the computers you interact with daily. 

Checking for understanding 
1. Students create cue cards of the following: CPU, Motherboard, RAM, Storage, Display, 

Keyboard, Mouse, and Power Supply. They are provided the following scenarios and asked to 

recreate it with their cue cards on a large board. 

a. {ǘǳŘŜƴǘ ǇǊŜǎǎŜǎ ǘƘŜ ƭŜǘǘŜǊ άYέ ƻƴ ǘƘŜ ƪŜȅōƻŀǊŘ 

b. A student wants to play a song on the computer 

2. Students will use electronic store ads and cut-out the computers in the ads and organize them 

by type by poster board. 

3. Students will compile a list of the number of computers they currently own and classify them by 

type and operating system. 
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Chapter 2: Getting Started with Microsoft Windows 
Now that you understand the foundations of computer operations, it is time to begin exploring the user 

interface and navigation features of Microsoft Windows. Make sure you have connected all the 

necessary components (keyboard, monitor, mouse, power supply) to your computer case, and press the 

power button   on your computer and/or monitor to get started. Windows will boot up into the lock 

screen. 

Logging in 

The lock screen displays the current date, time, and usually and image background. You will learn how to 

change this later. The lock screen is displayed when the computer first boots or starts up and if you 

leave your computer unattended for a while. Windows 10 can also be set up to allow multiple users to 

have their own profile and files on the PC and utilize the lock screen to switch to their account. 

To begin the login process, press the Spacebar on the keyboard to continue the login process. If the 

computer requires a username and/or password, you will be prompted to enter it here. You will learn 

how to create a password for your account later in Chapter 6 Windows Security. Depending on your 

computer hardware, windows may permit login passwords based upon a username and password, 

personal identification numbers (PIN) biometrics like your facial features or fingerprint, or some other 

password identification (such as a personal password) When you have completed entering your 

password, please click on the right arrow to complete the login into Windows. 

This Photo by Unknown Author is licensed under CC BY-SA 

http://superuser.com/questions/976194/change-other-user-from-windows-10-login
https://creativecommons.org/licenses/by-sa/3.0/
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Windows Desktop 

The Windows 10 desktop is the first workspace 

available to you after logging in to your computer. When logging in to a computer for the first time, you 

may see files (information that applications on your computer use to allow you to complete computing 

tasks), shortcuts, (icons that will send you to the actual file or application) folders, a place to consolidate 

files or the recycle bin (a folder that contains items you wish to delete). Some users prefer to keep their 

desktop uncluttered with none or only a few files that they are currently working on to appear, and 

others place many files in an unorganized fashion on their desktops. You will develop your own 

organizational systems as you become more comfortable with windows. There is also a keyboard 

shortcut to allow you to access the Desktop at any time when the computer is powered on. To perform 

this keyboard shortcut, simply press the Windows Key  ŀƴŘ ǘƘŜ ƭŜǘǘŜǊ ά5έ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ ŀǘ the 

same time. At the bottom left of the computer, the display is the Windows Start Menu, and the bottom 

of the computer display is the taskbar which will be discussed next. 

This Photo by Unknown Author is licensed under CC BY-SA-NC 

http://wccftech.com/new-feature-in-windows-10-10159/
https://creativecommons.org/licenses/by-nc-sa/3.0/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
http://www.wikibit.it/t/cosa-significa-tasto-win-3479/
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Windows Start Menu 

Please move your mouse cursor over to the bottom 

left of the computer display and click on the Start button . After clicking on the start button, the start 

menu will display. The start menu consists of a list of shortcuts to applications that allow the user to run 

applications on the computer. When the start menu launches, your user account name and optional 

picture appear at the top. The menu shows a list of often-used programs and other controls on the left, 

and variously-sized shaded rectangles called tiles on the right. Each tile represents an app, short for an 

application program. Some titles show updated content using a feature called a live tile the updates the 

application with relevant information to share with the user. You may categorize these shortcuts by 

dragging them into different areas and changing the file folder names to suit your preferences. Apps 

may also be resized if you right-click on the shortcut and ǎŜƭŜŎǘ άǊŜǎƛȊŜέΦ ¸ƻǳ Ƴŀȅ ŀƭǎƻ άǇƛƴέ ŀǇǇƭƛŎŀǘƛƻƴǎ 

you use often to start menu shortcuts area on the right by dragging and dropping them to the start 

menu shortcuts menu. or by right-ŎƭƛŎƪƛƴƎΣ ǎŜƭŜŎǘƛƴƎ άƳƻǊŜέ ŀƴŘ ǘƘŜƴ άǇƛƴ ǘƻ ǘŀǎƪōŀǊ 

¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ά!ƭƭ !ǇǇǎέ ǘƻ ŘƛǎǇƭŀȅ ŀƴŘ ǎŎǊƻƭƭ ǘƘǊƻǳƎƘ ŀƭƭ ŀǇǇƭƛŎŀǘƛƻƴǎ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǳǎƛƴƎ ǘƘŜ 

slider. Take some time to navigate and explore the start menu. You will find folders and subfolders and 

applications on this menu along with helpful shortcuts to several applications and navigation menus on 

your computer to increase your productivity. 

¸ƻǳ Ƴŀȅ ŀƭǎƻ άǇƛƴέ ŀǇǇƭƛŎŀǘƛƻƴǎ ƛƴ ǘƘŜ ǎǘŀǊǘ ƳŜƴǳ ǘƻ ǘƘŜ ǘŀǎƪōŀǊΣ ǘƘŜ ōŀǊ ƻƴ ǘƘŜ ƭƻǿŜǊ ǇŀǊǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

To do so, right-click on the start ƳŜƴǳ ƛŎƻƴΣ ǎŜƭŜŎǘ άƳƻǊŜέ ŀƴŘ άǇƛƴ ǘƻ ǘŀǎƪōŀǊέ ¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǿƛƭƭ ƴƻǿ 

be always displayed on the Windows Taskbar. 

Windows Taskbar (Tutorialspoint.com, n.d.) 
The Windows 10 taskbar sits at the bottom of the screen giving the user access to the Start Menu, as 

well as the icons of frequently used applications. On the right side, the Taskbar features the Notification 

Area which informs the user of different things like the state of the Internet connection or the charge of 

the laptop battery. 

This Photo by Unknown Author is licensed under CC BY-SA 

https://en.wikipedia.org/wiki/Start_menu
https://creativecommons.org/licenses/by-sa/3.0/
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Notification Area 
The Notification Area is located on the right side of the Taskbar. It displays different types of 

notifications that are pertinent and useful to the user, like the Internet connection status or the volume 

level. 

The default display of the notification area is to list only a few icons. By clicking the upward arrow on its 

left-side the display will expand to see all other icons. Picture of Windows Notification Area

 

This Photo by Unknown Author is licensed under CC BY-SA 

This Photo by Unknown Author is licensed under CC BY-SA 

https://superuser.com/questions/1150520/make-windows-10-taskbar-like-windows-7
https://creativecommons.org/licenses/by-sa/3.0/
http://superuser.com/questions/1080540/old-pop-up-notifications-in-windows-10
https://creativecommons.org/licenses/by-sa/3.0/
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Windows 10 Task View 

Windows 10 Task View allows you to quickly move within your open windows and applications and 

multiple desktops.  Users often use Task view to create efficient workspaces to perform groups of tasks. 

You can access Task View the ñTask Viewò button from the Taskbar. You can also access it by 

pressing and holding the Windows key, and then press Tab to achieve the same result. 

  

This Photo by Unknown Author is licensed under CC BY-SA 

https://en.wikipedia.org/wiki/Task_View
https://creativecommons.org/licenses/by-sa/3.0/
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Checking for understanding 
1. Demonstrate Pinning five (5) applications from the start menu to the start menu shortcuts area 

and taskbar. Then unpin the same applications. 

2. Demonstrate resizing applications on the Windows Start shortcuts menu and moving them 

around the ǎƘƻǊǘŎǳǘΩǎ menu. 

3. Demonstrate moving shortcuts on the Windows Taskbar. 

4. Demonstrate the Windows 10 Task View- create multiple desktops and place applications on 

that desktop. 

5. Demonstrate adjusting the volume control in the Windows notification area. 

6. Demonstrate accessing notifications in the Windows notification area. 

  



Computer Fundamentals for Technical Students  
By: Nick Heisserer 
 
 

32 | P a g e 
Updated 4/2/2020 
Creative Commons CC-BY Attribution 4.0 International https://creativecommons.org/licenses/by/4.0/ 
 

Chapter 3: File Management 
Windows File Explorer 

File Explorer is an application built into Windows 10 to help the user find, browse, and select 

folders and files. The main way to access the File Explorer is by clicking the folder icon in the Taskbar. 

After clicking the icon, the File Explorer window will open. 

 

The initial File Explorer window is comprised of the File Explorer Ribbon, the Navigation Pane, Frequent 

Folders, and Recent Files. 

Ribbon 

In Windows 10, the File Explorer features a new ribbon toolbar, like the one featured in the recent 

versions of Microsoft Office. This ribbon contains buttons and commands for the most common tasks. 

 

Home Tab of Windows 10 Ribbon 

The 

Ribbon features four tabs, each with different commands. Among the tasks, you can perform from the 

Home tab is (Tutorialspoint.com, n.d.) ī 

This Photo by Unknown Author is licensed under CC BY-SA 

https://en.wikipedia.org/wiki/File_Explorer
https://creativecommons.org/licenses/by-sa/3.0/
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¶ Copying and pasting files and folders from one place to another. 

¶ Moving files and folders to another location. 

¶ Copying files and folders to another location. 

¶ Deleting a file or folder permanently or sending it to the Recycle Bin. 

¶ Renaming a file or folder. 

¶ Creating a new folder or other new items. 

¶ Verifying or modifying the Properties of a document or folder. 

¶ Opening a file or folder. 

¶ Different options to select one or various files and folders. 

 

Share Tab of the Windows 10 Ribbon 

 

The Share ribbon gives you different options to share your files and folders. For example: 

(Tutorialspoint.com, n.d.) 

¶ E-mailing or messaging a file. 

¶ /ƻƳǇǊŜǎǎƛƴƎ όά½ƛǇέύ ŀ ŦƻƭŘŜǊ ǘƻ ǘŀƪŜ ƭŜǎǎ ǎǇŀŎŜΦ 

¶ Printing or faxing documents. 

¶ Sharing with other users or networks.  
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View Tab of the Windows 10 Ribbon 

 

The View ribbon allows you to change the way Windows displays your files and folders. Some of the 

changes you can make here are (Tutorialspoint.com, n.d.) ī 

¶ Adding additional panes to show a preview or details of your files. 

¶ Changing the layout of the files and folders from icons to list, and others. 

¶ Sorting and arranging the contents of your folder. 

¶ Hiding selected folders or files. 

File Tab of the Windows 10 Ribbon 

 

The File tab opens a menu with different options like  

¶ Opening a new File Explorer window. 

¶ Open command prompt (DOS)  advanced users. 

¶ Providing more options to change or configure file explorer.  

¶ Frequent places that will link users to specific file folders that are often used. 
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Organizing Files & Folders 

 

A common method to organize your files is to place them in folders, which can contain files and other 

folders. Folders can be stored on multiple locations on your PC. The specific location or address allows 

your computer to keep track of where each file is located. You may also create a Windows File Explorer 

window for each folder you are working in. Files and Folders may be moved between folders by clicking 

on the file/folder and dragging the file/folder to the new location. 

Cut/Copy/Paste 

One of the most common operations for users is cut, copy, or pasting 

files & folders. Pasting a file inserts the new file into the new location. Selecting ñCutò to a file will 

remove it from its current location and paste the file to its new location. The ñCopyò command creates a 

replica of an original file and pastes the file in the selected location. To copy a file, select the file you 

want to copy and click Copy under the Home tab. In addition, you can copy or move a file without 

leaving your current location. Under the Home tab within the Organize group, click óCopy toô or óMove 

toô button, and choose the location if itôs listed, or click the Choose Location button and select the 

location. 

  

This Photo by Unknown Author is licensed under CC BY-SA 

https://superuser.com/questions/1303554/how-to-get-windows-10-to-correctly-detect-the-maximum-resolution
https://creativecommons.org/licenses/by-sa/3.0/
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Checking for understanding 
1. Demonstrate the creation of a new folder. Place a folder in that folder. Create another folder in 

that folder. Rename the Original Folder. 

2. Perform the following: cǊŜŀǘŜ ŀ ŦƻƭŘŜǊ ƛƴ ȅƻǳǊ ά5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊΦ 5ǊŀƎ ǘƘŜ ƴŜǿ ŦƻƭŘŜǊ ƛƴǘƻ ǘƘŜ 

ά5ƻǿƴƭƻŀŘǎ CƻƭŘŜǊέ 

3. /ǳǘ ŀ ƴŜǿƭȅ ŎǊŜŀǘŜŘ ŦƻƭŘŜǊ ƛƴ ǘƘŜ ά5ƻǿƴƭƻŀŘǎ ŦƻƭŘŜǊέ ŀƴŘ ǇŀǎǘŜ ƛǘ ƛƴǘƻ ǘƘŜ άtƛŎǘǳǊŜǎέ ŦƻƭŘŜǊΦ 
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Chapter 4: Managing Windows Applications 
Using Applications 

Applications are tools built by software developers to use the computing power of the computer to aid 

the user to accomplish tasks. Millions of distinct applications run on Windows every day. Windows 10 

comes with a default set of apps, such as Mail, Photos, and WordPad, all developed by Microsoft. 

Millions of other applications are available to run on your computer by installing them via physical 

media like CDs/DVDs, downloading from the internet, or Microsoft store, or creating your own. 

Windows 10 permits applications to have a variety of permissions to run on the computer, so each 

application varies in its complexity, visual appearance, navigation, and control of the computer. It is 

important to understand and know what type of application you are installing on your computer as 

some applications (known as viruses) install software that is harmful to the computer or the user. More 

will be discussed in Chapter 6; Security. To improve security, Microsoft has created the Windows Store, 

which allows the user to view and download applications that have been reviewed and deemed safe for 

the end-user.  

This Photo by Unknown Author is licensed under CC BY-SA 

https://superuser.com/questions/1117912/how-to-remove-or-customize-the-all-apps-in-start-menu-on-windows-10-after-t/1117929
https://creativecommons.org/licenses/by-sa/3.0/











































































































































































































































































































































































































