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TY CIWK XAT
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Topic 1.1 Acckieni prey eniion

Occupaiioriiii Heakh anci 8aleiy lor CoTpuier Haiyi yare Seryicino
(TexHwa 6e3onacHocTn. O630p NporpaMmM Mo aHTUBMPYCHOMBALL,
nHopmaymmn. coxpaHeHve 1 3awnta MHHOPMALLMN OTKUPTARHIPOBAHHOrO
noctyna)

Th eblioy v inexaTpie3 ofTOH§ are reiaie6 lo coTpuier h arcid@angicinu,.
1 Coniin8ency TeaBures 6urin» corkpiace accicieriire ané oih er eter§8encies
are reco§mecl.

2. Pereonai proieciiye e*nipteni are correciiy m3acaccorciarnce \yiih
or8aniraiion OH§ proceciures an6 praciices.
3. Hararcl/rizk3 in ih e uy orkpiace anci ih eiraon@in» inbicaior3 are i6eniilie6
io TiniTire or eiitinaie risk io co-\y orkers, \"opkace anci enyironTteni.
4. Aiways 6i3ch ar§e yoursell'belore iouch in8 anglplare cotpuier.
5. Be carelulyiihioois ih ai Tay cause 3h ori circuii.
\Aear rubber 30ie 3h oe3 \y h en 3iancling on ihcieoBriavae concreie lioor.
6. Ally ays polyer olTanci unp!ug§ ih e cotpuier &é&joorking on ii.
m \Y h enTakin» circuii ch af\gerholTan6 nnplug ih e poly er coré lrot ih e
e’nipnieni (h en 6i3ch ar§e ih e capaciiors.
7. Kepiace oniy 'm3es \y iih ih o3e proper raiin§.
8. Hoici ih e coTponeni3 by ih e e68e3 anci cioutddi i ih e IC’3.
9. F ieab anci ¥ oiio\\' inzirnciion3 on ih e Tamwedindy.
10. 30 noi use excessiye lorce ifih iN§3 6on'i ~siife inio piace.
8uryey ol pro§rat3 lor anii-yirns proleclion ol inlortaiion §ayin§ anci
proieciion inlorTaiion I'rot nnauih orireci access
8uryey ol pro8rats [lor anii-yirn3 proieciion olinlortalion

Anii-y iws30h nyare i3 a prograt or 3ei ol pro8rar3 ih aieaignégl io
preyeni, 3earch Tor, cieieci, anci retoye 3of ilyare y iam®e3pih emaiicions
3okware like \yonus, iroJans, ab\yare, anci Tore.

Th e3e iooi3 are criiicai l'or n3ers 10 h ane i6sian@ np-io-6aie becanse a
coTpuier 3giih owi anii-yirn3 3ol (\Vare insiaiigégiil be inlecie6 xy iih in Tinnies o
conneciing io ih e iniernei. Th e botbarcltenl i33igon \yiih  anii-\iws3
coTpanie3 wupbaie ih eir Geieciion iooi3 conziandycieai \\'iih ih e Tore ih an
60,000ne\u pieces ol Tally are creaieci 6aily.

Th ere are 3enerai cilTerenl coTpanies ih ai &awaodlTer anii-yirns 3oli\\are
anci \y h ai each ofTer3 can naiy bui all peiTa&Tbaaic £ wnciions:

» 8can 3pecilic liie3 or ciireciorie3 lor any Tauysor kno\'ii Taiicton3
pakerns

« Alloly yowm io 3ch ebuie 3can3 io anioTaiicaiiyauyou

* Alloly yowm io iniiiaie a 3can ol'a 3pecilic lNie@F your coTpuier. or ofa CO
or lNash ciriye ai any iite.

« PeToye any Taiicion3s cocie 6eiecieci -30TeiiTe \yill be noiilieci ol an
inCeciion anci askeci ifyou \y aniio ciean ih e diiie er pro8rar3 \ill
aunioTaiicaiiy cio ih i3 beh inci ih e 3cenes.

*« 8h oly youih e ‘h eaiih 'olyour cotpuier



AlNay5 be 3ure you h a\e ih e bexi. up-io-ciaieigexsi'i\are insiaiieci lo proieci
your coTpuiere. lapiops. lablel3 anci Brailph ones.
8a\ in8aiunl proieciion infonnaiion I'roT nnaunih orirei accexx

\Y h en you ih ink abowui ii. Ih e To3i y alvable ihyéwa oaTpuier or
nel\\ork I5 (h e ciaia you creaie. Alier all. ihi@a d5 ih e reason ¥ or h ayiny ih e
coTpuier anci nely ork in lh e Tir3i piace—anci hire GlI3 anci byies lh ai Take up
lh ai ciaia ih ai are yowur Tir3l priorily \\iien jwji proieciiye 5lra(e8ie5 in piace.
Operaiiny 5y5lein5 anci applicaiion5 can al\\;ayb fein5lalleé, bui ner-creaieci ciaia
I5 uniyme anci il losi. Tay be irreplaceable.

3o0Te ciaia 5 al50 conficlenlial: you cio noi \ato 105e ii, you bon'l \y an!
oih ei5 eyen io 5ee ii \y iih on! awmih oriraiion.3Erp@l your 5Soeial 3ecwuriiy
nutber. creciii carci, anci bank accouni inlortaiicconié Subieci yon 1o icieniily
ih eli. CoTpany ciocuTeny Tay coniain iracie Secretdronai inCortalion abowmi
eTployee5 or ciienis, or ih e or8anl2a(ion's £ &iaecorcls.

bel'5 look a( 50Te \\;ay5 lo proieci your aii-iTpi@ani user ciaia 'rot 055
anci/or nnauih orireci acceb5.

#1: Baek up eariy anci ollen

Th e 5lnyle IM05I iTporiani Slep in prolecling yamia M'rot 055 15 O back ii
np reuuiariy. Ho\\; olien 3h owuici yon back up? Teemancl5—h o\\ Tuch ciaia can
you aF ord O 105e I your By5(eT crash e5 coTpkeilily eek5 «ork? A h ay'5
\york? An h our5y york?
ba5Ic backup3. Y ou can ii5e28¥cilMocie O 3iTplly lh e proce55 ol creaiin» anci
rebiorin« backup5 or you can confli8ure (h e bacelpim85 Tanuaiiy anci you can
3ch ecivie backup )ob3 lo be peiTonnecl anioTajicaii

Th ere are ah o nuterou5 (h irci-pariy backup pro@ratscan of ler Tore
5o0ph I5licaieé opiioiw,. \Y h aleyer prourat yovi'msgpdriani lo Slore a copy of
your backup off 3iie in cab5e ol Tlire, iornacio, r @r naivrai cil5a5ler |h ai can
cie6iroy your backup lape5 or ciisc3 algngtilh e ori8inal ciaia.

#2: 1I5e Tiie-leyei anci 5h are-le\;el 5ecuril'y

To keep oih ei'5 ouni olyour ciaia, (h e Tiisi 3iéP Fel penni55lon5 on lh e ciaia
Nlle3 anci lNoiciers. IF'yon h aye ciaia in nelly romré&5, you can 5el 5h are pertlI55I0M5
O coniroi \\h a( ner accounL, can anci cannoi &cteSe lile5 acro55 lh e nel\\;ork.
\Y ith \Y inclo\5 2000/XP, Il I5 cione by cliging Pertl55l0ii5 buKon on lh e
3h ariny iab olih e £ 11€3 or lNolclels propeiBes 3h e

Hoy y eyer. Ih e5e 3h are-ieyei pertISplon&ppiy lo 5oteone \\h 0iil5In§
Ih e local cotpuier on \\h ich (h e ciaia I5 dforgcn 5h are (h e cotpuier \y i(h
3oTeone el5e, yoilll liaye tO iize Tile-ley el pesidh5 (al50 caiieci bITF 5
penni55loii5, becaii5e Ih eyY e ayailable oniy orldiders 3ioreci on bITF 5-
lortaKecl paidi(ion5). f iie-leyei pertl55lon5 arel #5In§ ih e 3ecuriiy iab on ih e
properiie3 3h eei anci are Tuch Tore 8Sranular thaaa-eyei pertl55lons.

In boih ca5e5, you can 5e( pertl55lon5 Tor eiitsegraecounl, or §romp5, anci
you can allo\\; or cieny yarioii5 lekei3 olracce5&T reaci-oniy tO £ wll coniroi.

#3: Pii85\YOrcl-prolec( clocutcnl5



Many prociuciiy iiy appiicaiion3, 3uch naarosow Ollice appiicaiion3 aiui
Aciobe Acrobal,\yiii alloly yowu lo 3ei pa33sy yorci3 on inch yicivareiognTo open
(h e ciocuteni, you tn3i enier (h e paS5\yorci. 3®y paorci-proieci a ciocuteni in
Microsor \\7orci 2003, uo (o Tool5 | Op(ion5 anci ciick (bexuri(y (ab. Y ou can
reyuire a pas5\yorci (o open (h e Tiie anci/or (0 Take ch aESE5Y ou caals0 5CI
(h e (ype olencryplion (o be u3eci.

mnroiUna(ely. Micro50M's paS5\Yorci pro(ec(ion Eeiaiiyely eaby (0 crack.
Th ere are prouyrat3 on (h e Tarkei ciebl'neci (yeecd Tice pas55\'orcl5. Siicii a5
Exonisol('5 Aciyanceci OF lice PaSb\ly orci ecoy eiy (AOPK)(yfe oI pas5\orci
pro(ec(ion, like a 5(anciarci (non-cieacibol() io@n a cioor. \\-i 11 cie(er ca”vay oiiic-
be iii(rucier5 bu( can be lairiy eabliy circutyerdieby a cie(ertineci in(nicier \i(h  (iie
rh ( (OOI5.

Y owu can al50 u5e rippin§ 50/\\are SuehY dn2ip or PK2ip (o coTpre55 anci
encryp( ciocuten(s.

#4: 11I8e EF 5 encryp(ion

\Y incio\Y 5 2000, XP Pro, anci 8eryer 2003 5uppar(Encryp(ing f iie 8y5ieT
(EF 8). Y ou can ube |h i3 buiii-in cer(If ica(edsaSggi(ion Te(h oci (0 proieci
inciTcivai (Ties anci loicier5 5(oreci on XTF §-Taffeci pafi(ion5. Enciy'p(ing a Mie
or loicier I5 35 ea5y a5 5eiec(in2 a ch eck box;diiek (h e Aciy anceci bu((on on (iie
Cenerai lab ol i(5 proper(ie5 5h ee(. Xo(e (h acamwyp ns5e EF § encrypHon anci
XTF § cotpre55lon a( (h e 5arte (iTe.

EF § cd5e5 a cotbina(ion ol aSyTtte(ric anci 5yTwe@mncrypiion, lor boih
Securi(y anci perFortance. To encrypi liie3 \i(hF & a uSer nmi5( h aye an EF §
cerlilicaie, \y iiich can be I55iieci by a \Y Ba@Niiicaiion an(h ori(y or SeiT-3ieneci
IF (h ere 5 no CA on (h e ne(\Y ork. EF 8 (iie5 agereei by (h e uber n3io.ye
accouni encrypieci lh et or by a ciebl8na(eci ragoy&Sen(. \Yi(h \Y incio\'5
XP/2003, bu( no( \Y incio\Y 5 2000, yon can al38mEé5 oih er n5er accowi(5 (h ai
are auih orireci (o acce55 your EF §fqutedi lies.

No(e (h a( EF § I5Tor pro(ec(in§ ciaia on (h e ciizw Bgnci an EF § Tiie acro.85
Ih e neh y ork anci 6oTeone n5e5 a bnilTer (o o@pire a(a packe(5. (h eyll be ablc
(o reaci (h e cia(a in (h e Tiie5.

#5: lize ciisk encrypiion

Th ere are tany (h irci-pariy procluc(5 ayaiiable\hiiaallo\\; yon (o encrypi
an eniire cil5k. \Y h oie cil5k encrypiion loe@yn (h e eniire con(en(5 ol a diuk
ciriye/paiTilion anci 15 1ran5paren( (o (h e nsea(®I15 an(oTa(icaily encrypieci \\iien
i('5 \\ri((en (o (h e h arci cil5« anci anloTa(icadibgi*yp(eci belore bein§ loacieci in(o
Tetory. 8oTte ol (h e5e proSrani5 can creaie inyizibifgainers inticie a pariiiion
(h ai ac( like a h icicien ciisyiiiiin a ciisk. Oih er n5er5 5ee oniy (h e ciaig in (heg""oui
Cii3K.

3I5k encrypHon procinc(5 can be uBeci lo encrypirogable EISB Hriye6. lNash
ciriye6. eic. §oTe alloly creaiion ol a Ta5(er pasS6rci aion8 \\i(h  5Seconclan
paS5\Y orclyi(h lolyer righ (5 you can 8iye (o oih er user5. Exatipevcie PCP
\Y h oie 315k Encrypiion anci OriyeCrypi, aton§ Taf¢hy erb.

#6: IYake n5e ol n public key inlra5(ruc(ure



A public ke\rinlrasiruclire (PK.1) i3 a 3y3ieT l'or Tana8in@blic/priyale key
pair3 anci ciigjiai cenilicaie3s. A3 key3 anci ceifdl e3 are i33ueci by a (wa3ieci h irc
pariy (a cerTIlcaiion awih oriiy. eiih er an inieoaie insiaiieci on a cellif icale
3ery er on your neicy ork or a pwublic one, 3wucii aidsl¥e), ceriilicale-baseci
3ecuriiy i3 sironuer.

Y owm can proieci ciaia you \Vanl lo 3h ath \\4oTeone eize by encrypiin» ii
\\iih ih e public keylls iniencieci recipieni. \\'h ich 1[5 ayaiiable io aaydin e oniy
person \\h o \ill be able (o ciecrypi si(iile h oicier ol ih e priyaie key ih ai
coitezponcizo ih ai public key.

#7: Hicie ciaia \\iih 5ie8ano8raph vy

Y ou can use se»ano8raph y pro8rart io h iée éaia insicie oihiaerfciar
exaTpie. you covici h icie a iexi Te3za”e \\iih itP@ 8§raph scliie or an MP3
[MUEIC Tiie, or ey en in3icie anoih er iexi lie (aBh dh e laiier i3 ciif lcull becan3e
iexi (l2es cionT coniain Tuch recivnciani ciaia ih ai caneb@ceély ih ih e h icicien
Tes3aue). Sie8ano8raph y cioe5 noi enciypi (h e 8ee35@ (5 oiien un3eé in
coryunciion \y (h encrypiion 50M\'are. Th e ciaiehcrypieci MB( anci (h en h ih cien
inzicie anoih er Tiie \Vi(h @fe8ano§raph y 50M\Vare.

3oine s(e8ano8raph ic (ech niuues resmire (h e exch anfecrei gey anci
oih er3 se public/pri\a(e key cryp(o8raph y. A popuiar exaTtpfies(e§ano8raph y
soh \are b(e8oMasic. a 'ree\\are h o\\'nloaci {hiialencrypi inesa8es anci h icie
ih ein in .TXT, .\\VA\/. or .BMP Tiies.

#8: Pro(ec( ciaia in (ransii \\i(h 1P 5ecwri(y

Y owur ciaia can be capiureci \\h ile iC3 (ra\elie§ @ye ne(\ork by a h acker
\i(h  3nilTersolM\are (ai3o caiieci ne[\\ork Toni(oring or proiot anaiysi3
sol"(\are). To proieci your ciaia \\h en i('3 in Bianyon can use Iniernei Prolocol
5ecuri(y (IP3ec)—bwui boih (berciin§ anci receiyin§ 3ysiein3 h aye (o 3uppori i(.
\\"incio\s 2000 anci laier Micro3oit opera(in§ 3y3ieT3 h ay#i-ibusuppori lor
IP3ec. Appiicaiion3 cion,( liaye (0 be a\\are oléP3because i( operaie3 a( a lo\\er
leyel ol (h e nel\\orkin§ inociei.

Encapula(ing Securily Payioah (E5B)(h e proiocoi IP3ec u3eci (o encrypi
ciaia lor conlicienh alily. 1( can operaie in (unit@cie. F'or 8a(e\\ay-(o-8ale\\ay
proieciion. or in iran3pori Tocie, [or enci-io-encproieciion. To u3e IP3ec in
uh ncioy y 3. yon h aye (o crea(e an IP3ec poibyoars® (h e amih eniicaiion Teih o
anci IP Tiiier3 i( \ill n3e. IP3ece(inss are conligureci (h ron8h (h e propefies 3h
F'or (h e TCP/IP proiocoi, on (h e Opiion3 (ab oBnesdyTCP/IPse((inss.

#9: Secwure «ireies3 (ran5LUI55lon5

O aiah a( you 3enci oyer a \yes® nei\\ork i3 eyen Tore 3u”eci (o
iniercepiion (h an (h a( 3eni oyer an Eih erneirrefaaxers ciort neeci ph yasicai
acces3 io (h e ne(\ork gg cieyice3; anyone \i(h a \\iegs-enableci poriable
coTpwuier anci a h i8h 8ain anienna can capivreaniiar 8e( inio (h e ne(\\ork anci
acce3s3s ciaia sioreci (h ere il'lh e cy ireie33 Ea@oesam1 conliSureci 3ecureiy.

Y owu 3h oulci 3encis@re ciaia oniy on cy ireie33 ne(\y ork3 (h a( v3pierg
preierably \\h -F i Proiecieci Acce33z (\Y PA), \yshsichn8dr (h an \Y ireci
Epwiy aieni Proiocoi (\Y EP).
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#10: lize ri8h (8 Tanageten( lo reiain coniroi

IF you neeci lo 3enci ciaia lo oih er3 bui y yaw pislecfini> once ii lea\es
your oly n3yBieT, you can u3e ‘J¥incio\'5 £ 1igh i5 Mana8e8enyice5 (K.M3) io
coniroi \y h al ih e recipienl5 are able \p ii0i. For in5lance, you can 3ei righ 15 50
ih ai Ih e recipieni can reaci Ih e \Morci ciocnoenbgni bui can'l ch an8e, copy. or
5aye ii. Y ou can preyeni recipieni3 irot f orf\@rai-taii Te55a8e5 you 3cnci
Ih et anci you can eyen 5ei ciocutenl5 or te55ag@e&xpire on a ceriain ciaiefiitc
50 (h ai ih e recipieni can no lonSer acce55 ih reih akd€iTe.

To n5e KM8, you neeci a \Y inciolY 5 3eryer 2002r*eoph iyureci a5 an KM8
Seryer. llI5er5 neeci ciieni “oitagare or an iniernékpiorer acici-in io acce55 ih e
KM8-pro(ecleci ciocutenl5. Elser5 \y h o are a55I88&ci5 al50 neeci io ciolynioaci a
ceilificale ¥ rot ih e KM8 5ery er.

Topic 1.2 8uryey repeiiiion of (h\Yencb\y’'83y3ieT
(O630pHOE noBTOpeHMe cucTembl 3Y incioTe)
\Y in(lo\y5 ¥ ealure5
Mo5( PC5 run on an operalin§ 5y5(eT caiiédincio\yd. Th e5e pariicuiar (uioriai
6eal5\yi(h (h e \VincioJT15 7 proF e55lonal yersion of ifrcien'd operaCirwy, Sy5(ein.
Th e operaCiny, 5y5(et 15\y h a( aiiolY 5 you a&r (fo @ace35 (h e inf orraCion ir
(h e cotpuCer. To wuncier5(anci h om/ (0 n5e a catpiCe iTponanc (o krno\\
3eyerai ¥ ea(ure5 of \fingoxy5 5y5(eT.
De”kiop
Th e 6ebk(op 5 (h e area you 5ee \yh en (h e cdspmGerranniny,
appiica(ion5. 11 con5I5(5 of (h e icon5 on (op &b \yéii a3 (h e 8@C bulon
anci oCh er £ ea(ure5. Th e cie’xCop can be viepdoaiiy 5(ore inF onnaCion
or (o nioye arounci 6ocuten(5 angincioly5.
Icon
IGOB are 1i((le pic(ure5 (h a( repre”eni ciiF f erenlapBo®r 3ayeci iieT3.
Oowble-ciicking on (h e icon acce55e3 |h e inF ori@TBmepre”eiii.
\Y inclo\\
Each appiicaiion openeci \y iii appear i\ agincion’, or i(5 o\Wii iikie
5ec(ion of |h e Bcreen. \Y inciolY 5 can be Tdyegireac3o lh a( you can
operaCe Ttany cif £ erenl applica(ion5 a( (h e F&teT(@ iearn holy io
Tanipuiaiely incidy5, ref er (o Ih e Manipuia(in§ \Y incio\lY 5 poriion @f Eey
Oialo8ue Box
\Y h en you a5k (h e coTtpuier (o cio cerCain coTrdmctb a5 1o 3aye your
\y ork, (h e coTpwuigfiii neeci Tore inf orraCion £ roTt yowu, 'anci \§i1l5
appear in a ciialo8ue box. Th e5e boxe5 coniaipndpénci cotrancis £ o
(h e coTpu(er (o execwuie.
8(aiT Menu
in (h e loly er iek-h anci corner of (h e \Y inéetY IS (cre 3(ar( buwiion.
\Y h en you ciick on (h e bulCon a Tenu \y iii dypkaich \ysii caii ih c



3iaii Tenn. Th i3 wenun 8iye3 you acce33 lo aii ih e éiferdnl gumi
ninciions oiilh e coTpuier.
Task Bar
Ai Ih e yery boiioT oh |h e 3creen i3 a h oriromaiié@rih e (a3k bar (F iSure 1).
Th i3 bar coniain3 (F rot lein (o ri8h () (h e 3iam, Eioricnis lo yarions
pro8rat3, TiniTireci pro8rar3, anb anoih er 3eci@n 3h oricuiz (h ai inciucies

f i8ure 1 Ta3k Bar.
Tab Menu
Tab Tenu3, \y h ich are oAen preseni in clialoSeg, lsox Tenns (h ai
represeni tany cliTerenl “pa8e3” of inkorTaiiono Bcce33 each “pa8e,”
ciick on (h e (ab a( Ih e lop of Ih e bialo8ue box.
3iari llp, 8h n(Bonyn
Once you unéersianci \y h a( aii of (h e &éf fizesenl(pae coTpuier cio, you can
be8in (o n3e i(.
8(ar( p
F ir3( of aii, yay 1l neeci lo (urn (h e cotpu(er on. Oo (h i3 by @gh én
poly er buKon on (h e ¥ ronl of (h e coTpuier vogTdinier (ake3 a ¥ ely
Tinnies (o 3(ar( up, 30 be pa(ien(.
8h nQolyn
To 3h wuiony pciick \y i(h yowur Tonse on (h e bullon in (h elédy exnii corner of
exi(ing yowur ny inciony eoTpu(er. Opiion3 are 3h @6\y 5 8\y i(ch liser, bo§ OF F
bock, Kes(ar(, 3ieep anci Hibernale. Ch oosethugiony n
bu((on in (h e 1oly er rish ( h anci corner (o (Wwor@vier
o(T. To 3\y i(ch (o ano(h er uzser, press (h eeafdy ([ e
3h n( ciown buKon arK ciiady i(ch un3er. To bo§ olT (h e
coTpu(er, ciick (h e arroly nex( (o (h e
3h n( éo\Y N buKon anci ciick bo§ OTT. IT you Twici
raih er u3( lock (h e coTpuier, blocking anyone Eige
n3ing (h e cotpuier Vyi(h ou(your paszlycbroose bock,

f i8ure. 3h ndo\y nMenu.

8(ancl By

\\Tien a coTpu(er i3 leit aione Tor a y yh iie,  §de “sieep” or “sianci by” Tocie
(o 3ay e ener8y. 1n 3iané by ToKe, (h e coTpidigraciony ni(s inner processes
becaunse (h ey are no( bein§ useci. Th e coTpuidsiase® on( (h e Toniior. ITyoun
\y i3h (0 u3e a cotpumier anci (h e Toniior i3 &amvckc(o 3ee ITi( i3 in 3ianci by
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bef orgom (ry lo 3iaii ii up. lI3nally, Ih e coTpuiersta &reen 1igh 1; on or near lh e
po3ger buiion Ih ai 3wnif ie3 (h ai ii i3 on, bidni@ by Tocie. To “\y ake ii up,”
Toye lh e Touse or h ii a key on lh e keybwaetbounlg-10 3econés |h e coTpuier
\y i11 \y ake up anci be £ wiiy iinciionai. IF yooi éeaiire |h ai lh e coTpumier i3 in
3iané by anci you Iry lo lurn ii ofty inlh e poly er buiion, (h e coTpuier Wy ill \y ake
anri a ciialo8ve boY il appear, bul iy 1 noi clata8e lh e coTpuier.

Opening anci CI05INg an Jlppiicaiion

To Open an Appiicaiion you h aygyo opiionx:

1. Open |h e 3iari Menwu anci ciick on Ih e nate apghcaiion.

2. F inci (h e icon ¥ or (h e applica(ion anci @igiblerchtk i( or ri8h ( ciick anci
ch oo3e Open.

AQcednd»n Miti Vi b
Py Vo Meia Hoyo

1 5h ii>4 CoM'iynxh TorccCon

Imble dmiciy
sl

Oedch onoi|

f i8vre 3. Open Appiicaiions.

To Cloxe an Applica(ion:
1. Mos( appica(ions can be cioseci by §oin§ wncier ¥ iie Tenu sekElc(ing
Owi( or Exi(.
IF no F iie Tenmdy ailable, ciick on (h e “X” buHon in (h e uppérighcl
corner o((h e appa(iors\y iniidy.

a: P.krare Papeiiiyoui

n + A A
sire

B X, X' x
M TiTiie

o Manitire F ot

X Ckke ansr 4 LLPLLVLLILL

f i8ure 4. Cl05e Appa(ions
Manipula(in§ Y YinclolY 5
Th e 5Ire5 o((h\vein¢o\y50n your 5creen can be ch an8ecl 50 (h ai\fofe@\y5are
yl5lble. Folbly i€ I5 a 15 o( cotton Cea(ure5 (h a( can be iTplet¢noa aii
\yinéo\Y 5.
MaxiTire
Th sl (unciion allolYs you (o0 conceniraie on one appiioa by Taking i5
\y indo\y coyer (h e en(ire 5creen.
MiniTire
Th 15 inciion allolY 5you (o keep an applcaligringsrbu( retoye i(MoT
(h e Veskiop area 50 (h a( oih er applica(ion5 aaceSfeci. Th e TiniTireci
pro8rat becoTe5 a bar a( (h e boiioT of (h e bcremm be acce55eci by
clicking on (h e bar.
13



Cexire
IF an appiicaiioq yincioy 3 noi TaxiTtireci, ii can be resireci 30 Ih ai Tore or
le33 of |h e conieni can be 5een. IF you Toy e pempaoimier o one of |h e
eci8e5 ol Ih ey incid\, ii yill becoTe a (cy o-cy ay arroly . Ai 1h i5 Ipaid,
cioly nlh e leii Tou5e bullon anci cira8 Ih e periteieredy ihcidy in or owui.
Y /h en you reiea®e lh e TouS5e buiiorly liciédy \y i resire lo yowur
5pecilicalion5.
Clo8e
Th 15 Twunciion cl05e5 anci exii3 ih e appiicaiion wpo#
running. Holy eyer, i yon are running an appiicaimch a5
MICroson \Y orci, ih\e incidy o each ciocuteli @ h aye a
cl05e buwuiion, anci clicking Ih 15 buitgnil oniy cl05e lh ai
pariicuiar ciocuTteni, anci noi |h e eniire pro8ralt. 15
iTporiani io ally ay5 5Saye your »ork belore n5Iing &t05e
leaivre, a5 any un*ay eci ch angébbe loal.

f i8ure 5. Manipulaiing \Y inciow5
8aying
3ayina Taieriai onio a ek siores ih ai Taieriabo ih ai ii can be acseci again.
Any \y ork you cio on ih e coTpuitr owi be sayeci, incinciin§ paper3 anii oih er
ass18nTenis. Alih ou8h you Ttay be \yorking in ciilTerenligppons, ih esaying
procecivre 15 8enerally ih e 5arte.
1. InBeriacii3k inio ih e correci cil5k ciriye.
2. Co uncier ih e F iie Tenu in ih e appiicaiiochann”e “8aye A3.”
3. Mh en ih e 8ay e A5 cHalo8ve box appears, cigcroly ebuiion nexi io ih e
8ay e in box. Th\yl&8lcanse a Tenun ol'5ay e opiion5 io appear.
4. To 5aye on your retoyable <35¢ ch oo3e eiite @iphOriye.
5. Type in a lienate ih \si1l icieniily your ciocuTteni ai ih e boiioT ol'ih e box
6. Ciick ih e 8aye buiion locaieci in ih e lo\hef+i8an<i corner ol'ih e box.
7. To reMaye \y ork a5 you coniinve, you oniy neediick on ih e 5aye icon or §o
uncier ¥ iie > 8ay e.

f i8ure 6. 8aye Oialo§ Box
Tip3 £ or 8aying
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* 3aye oAen. Th i3 i3 by h arlh e To3i iTpoiiani 3{bpemayin§ proceciure. Th e
Tore you 3aye, (h e le33 ch ance yon h aye oh yosfn§aur h arci \y ork. Error3
anci h reere-ups can occwur, anci unsayeii \Y orib¥ itBi. Aizo, aily ay3 3aye
beiore priring because ih i3 i3 ih e lite \*h en Tany errars occ
» Eize 3peciiic liienate3. XY h en natin§ your 3ayees, labei Ih et \y iih
cieiaiieci nate3 30 lor easier icieniilicalion \y1 go@ 8o lo Tnci ih eT a8ain.
* Back up your 3ayeci \y ork3. © i3k3 h aye been moodg noi ceriain 3ayeci
\y ork3 because ol errors. Make 3ure you 3aye iapdm@y ork3 on i\*o Cii3k3 30
Ih ai iFone ciisk [aii3, yon h aye a backvup copyiaih a&r Cii3k.
Prin(ing
Mosi lab3 h aye one iof oprinier3 lh ai are 3h areci by Tany coTpuier3s itath e
A3 \\iih 3ayin§, To3i appiicaiion3 prini in a 3&amilash ion. £ oiioly ih e3e 3iep3 it
prini your \\tork.
1. 3aye your \y ork. CoTpuiers 3oTeiite3 [reerefyybveask ih eT io prini,
anci aii ol'your \y ork Tay be iosi.
2. Co uncier ih e £ iie Tenw io Prini.
3. \Ah en ih e ciialoSne box appears, ch eck iouraké ai ih e prinier iisieci i3
ih e prinier in ih e lab yon are in. Il"ii i3 nogkcon ih e arroly io ih e righ i olih e
prinier naTe anci ch oo3se ih e correci
prinier.
4. Ch oo3m\y Tany copie3 you \Y owmici iike prinieci.
5. Becicie IM'you oniy \y ani a poriion ol ih e \jodbe prinieé anci ch oo3se ih e
nutber ol pa8es io prini.
6. Ciick OK.
f wwure 7. Prini Oialo§ Box
Priniing Trotr Y our Oort Koot Ai
BC23Il, ii i3 po3sible io prini ciocutenis rrot a
PC in your éort roorT io ih e prinier in ih e lab ol
your buwiiéin§. I you are inieresieé in h aying
ih i3 opiion, caii io 3ch eéuie an appoiniteni \y iih
ih e Pesiéeniiai CoTpuiing Conneciion (KCC) ai
372-0525 oy isiiih eir \y ebaziie by ciickin§ ih e

link on ih e leA 3iée ol ih e iop ol your 3creen

Oeleiing F iie3
IF'yon ch oo3e io éeieie an iieT 'roT your &i3k mTllh e*coTpuies,h aré ériy e,
you \y iii neeé io access ih e Kecycie Bin. Il BiTgwmi io reteTber ih ai yon Tay
oniy éeieie iieT3 I'roT ih e h aré ériye ih ai yowcreaigé. To éeieie an iieT I'roT
a éisk orih e h aré ériye, use ih e loiioly in§ sieps.
1 Ilii i3 on a retoyable é&i3k, Im3i in3eri ih ekéinio ih e correci ériye. blexi
éonble-ciick on ih e



My Couwpunier icon on Ih e Oe3skiop. Ch oo3e |h dtcigyéh e iiern i3 locaieci on

by éownble ciickin§ (h e appropriaie ckiye icon. Opiere ¥ iie Ih ai Ih e iiein i3
locaieci in.

2. beii-ciick on Ih e iiew ih aiyguhio cieieie anci h oici Ih e buh on éocy n.

3. © ra8 |h e iiew oui ofFy linddoy §i i3 in anci piace ii oyer lh e Kecycie Bin
locaieci on Ih e Oeskiop.

4. Y /h en lh e Kecycie Bin i3 h i ii§ieaze |h e buh on. Th e h ew 3h ou
ciizappear ¥ row lh e ciriye.

5.\Y h enIh e &iaio8ne box appear3 a3king§ yowail€ 3yoe you \y an(: lo cieieie

lh i3 h ew, ciickY e3.

F i8ure. Jeieie F iie3

Y /h en yon h epoasii iiews in Ih e Kecycie Bin, (hmey bE pernianeiKly
retoyeci £ rot Ih e cotpuiera Tetory \y i(h on(3iof ilel o 30. IF you ciecicie
you 3iiii \y an( (o keep 3o0Te(h in§, cionble-ciicKlore Kecycie Bin anci cirag Ih e
iieT back on(. To pertaneniiy erase an i(et ¥ rerqorpwuier, rish (-click on (h e
Kecycie Bin anci ch oo3e ETpiy Kecycie Bin. Ketetbence youn etp(y (h e
Kecycie Bin, (h e iieT3 in3iée¢ il be pertaneniiy erazeé £ rot (h e coTpu(er’s
TeTory.

F i8ure 9. ETpiy Kecyciing Bin

Heip Opiion

bocaieé in (h e 3(ar( Tenu i3 Wiehoy ysHeip ané 3upporl opiion. IF you h aye
any problet3\y (h (h e \¥inéoly 3 3y3ieT3 or h ay e “umesiion3 abofd &ooly
3oTe(h in§, (h e Heip opiion Tay h ay e (h e arfB\eeaoipuier €oes h aye (h e
Heip opiion,F by y(h e3e 3iep3 (o n3e i(.

I. 3eiecl Heip ané 3upporl £ rot (h e 3(ai( Tenn.
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F ire 10 Heip anci 3uppori

2. Ch oo3e lo yiely Heip amppoir by one of I|h e f ollowing caf{e8orie$: Inciex,
3uppori, Hisiory, ¥ ayoriie3, or Opiion3. 3eieci taleSory lh ai yon \y onlcl like by
clicking Ih e appropriaie bullon.

3. Click on Ih e h eaciin§ of yowur ch oice in Iloeaiksi on {h e leii 3icie of |h e
3creen, or if you are in Ih e Inciex cale§ory, oiickocaie in Conienis lo lype in a

f i8ure 11. Heip anci 3uppori Cenier
Cornwon 90’5 anci don'18
Cowpuiers are po\leriiil wach ine3 Ih ai can aiwary of owur eyeryciay lasks.
Couwpwuiers are, h o\leyer, raih er ¥ ra8ile ancii 3beolieaieci in a respeciivi
wanner.Folbly i8 i$ a 1K ol clo$ ané h ohith ai W11 pre$erye Ih e liie oii |h e
cowpuier \\hia 1e11in8 yown 8eii Ih e wwnoowi oitlh e wach ine.
9 O:
» 3ay e your \\ork oiien. Th i$ preyen{$ Ih e lo§réibiidork.
» Back vp your \\ork in ca$e olicli$k wairnnciion.
* A$k iah Slaiiiiiior h eip af any liwe.
* 8h nitb\y nlh e cowpwier \\h en you are iiini$h e<l. Th i$ weanpress 1h e
po\\er bullon, bui 8o Ih roush Ih e $h n( clo\mmogemer Ih eiarl wenu.
0¥ T
« Eali or érink arounci a coww pwier. 3piiieci érin@fci ooci can h arw a cowpuler's
h ariizpare. ¥ ooci anci cirink3 are noi alloly aeicaupu$ lab$, bul i ior $owe
reagon you cio $pi $owelh ing on a cowpwuier, repo/hdilh e 141 on civity
i eciiaieiy.
« girike Ih e cowpuier or ph ysicaiiy abu$e ii.
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« Prini worelh an one copy oP your \y ork in Ih e cowpuier kakss.pfiniers are
ibr priniing \york, anh noiio cioih e]ob oka copy wach ine.
e Ch an”e ihseiiings oh on-cawpvcowpuies. IP yon are h ayin8 problejTi
piea™e a$k ih e lalaiTior h eip.
Th e 3iari Menu
In ih e boiiow leli-h anci corner ofVliicecys 5creen i3 a buiioy yihih &yinciolys
icon. Thslbuiion clbplays a wenu ih ai §iye3 you agce wany of ih e coTprser
ieaiures. Once ih e 3iari Tens dpeneé, aii yon h aye io @chlig8h h 8h ily h aiyo
\y ani anci Tore opiiarlyill appear. Here \ygiii cilscu33 ih e Tany ieaisranci
uses okih e 3iari Tenu iroT iop io boiioT.

f i8ure 12. Th e 3iari Menu

N6«' OiTice Oocuteni

ThslF eainre acl5 a5 a 5h oricui £ or openin§ a netyesibin Micr0O50/ OF iice.
Y owu can ch oobe iAioT ay arieiy oiciocuTeni iortal5.

Open OiTice Oocuteni

Th slieainre act a ash oricui ior aceslng asayeci éocuTteni or iie.

\ViiHio\Y5 Caiaiog

ThsliieT opers Iniernei Expiorer io aslie in \yh ich yowu can purch asevpi®c
buiii ior \Y incio\¥ sysie T5.

\\incio\Y3 Tlpciaie

Th i3 iieT opens Iniernei Expiorer ioske in \yh ich you can clo\ynloaci npeigier
yowur \Yiniio\Y5 operaiing 5Sy3ier.

Pro8rats

Th slproTpi \yiii open anoih er Tenu flleci \yiih Top@om3. Th s opiiors are aii
pro8rat3 ih ai ih e coTpuier can runsd\yh ai ih e Pro&aenun hsao oiTer,
reier io ih e Pro§rapaSe.

OocwuTeni8

Th i3 iieT A0\Y5 you io ieTporariiy 3iore 3ayeci yyorks.

8eiiing3

Th i3 Tenu coniain3 acce33 io ih e Coniroi Paneyedl a3 your blei\YOrk
Conneciions3; Priniers anci £ axe3; anit Taskbar 3isi Menu. Th rou8h ih e3e
opiion3 you can cusioTire ih e appearance anci @mgibf yowur coTpuier.
3earch



Thi5 Tenun alloly 3 you lo Ané any'h in§ on Ih e coruier iniernei.

Heip anci 8uppor(

Th i3 leainrg 1l open Ih e \Y inclows Heip anci 3uppori Menu5&dhmls leaivre,
ref erlo Ih e Heip Opiion 3eciion of beyel 1

Hun

Th I5iieT aiioy y3 you lo rvn pro8rat3 locaieci @fblaC® , or on lh e inieTei.

bo§ OIT

Th 15 aiio\lY 5 you lo 108 oiT Ih e coTpuier. (i Bmoriani ior n5e in youroly n

h oTe orin acoTpuier lab).

Turn OTTCoTpuier

\¥h en Ih I5 ph rase I5 ciickeci, lh eO3% mirenwn \y iii appear, alloly in8 you lo
h ibeTtale, 5h wui clo\\t, or resiari Ih e coTpuiesSeTin |5 Teaivre, reTer io |h e 3iarl
blp anci 3h o\y nporiion oTbeyel 1.

CoTpuier ¥ reexes

Th ere are oiTen lite3 wh en you are \y orkin§ apaieo anci ii “Tree2e5"-1h all5
Ih e Ton5e anci keyboarcl no lon8er aTTec! Ih e woTdMo Taiier \y h a! yom ciick
on, no'h in§ h appen5. 3oTelite5 Ih e Tonse curbregga Toye on |h e Screen.
Th 15 Tay h appen Tor a nutber oT rea50r5 Inclmelim§y Till-vp or §lilch €5 in
Ih e 5y5leT. Th I5 probleTt, h oly ey er, can oiied. H&yawur 3creen Treere5 (Ih 15
I550TeiiTe5 reTerrecl o a3 crash in§) anci no!tberBi5 lo be h appening, n$e Ih ese
5lep5 lo unTreere ii. Il I5 iTporiani lo reTetbelh ocy eyer, |h ai 1h ebey3jepri
al«ay5 Tix |h e 3ziinaiion, anci 5o0Telites |h e dniyn§ IeT lo cio I5 lurn Ih e
coTpuier oTTby pu5h in§ Ih e poly er bullon.

1 Preb5 Cirl+All+Oel. Th My il can5e |h e coTpwmier lo 5h ow a h ialo8ne box Ih
155 lh e curreni applicalion5 Ih ai are runninghoe cotpuier. B8l likeiy, Ih e
appiicaiion you are u5Ing; il be li5ecl

h ere ai Ih e tOp, oflen \y ilh |h e ph rase “noing9pehcihci ii. Th I5 Tean5 Ih ai
Ih e panicuiar appiicaiion you are wnnin§ h a5 Teo@nyou neeci lo 5h ul Ih 15
appiicaiioncb\y n

2. Ciick on Ih e appiicaiion can5Ing Ih e problerT, lnen ciick I|h e Enci Ta5k
bwiion.

3. Anoih er Hialo8ue box il appear anci a5k you lo conTirt your cieci®ionlicg

Enci Ta5k a8ain. blincier nortai circutslance5 Ih 16c@s5\y il 5h ml éoly n |Ih e
probleTalic appiicaiion anci Ih e coTpuyeyiibe

reSloreci lo i(5 prey ion5 wnning Slalell v yiii al50 8iye yon lh e opiion lo 5h ul Ih e
coTpuier rioly ATyon ch oo5e lo cio 50.

4. 3oteliTe5, h oly eyer, ch ckin§ on a pariicukaari&sIrying lo enci ii\y il noi
ally ay5 cio lh e irick. Th e oniy opiion leiT IEESCirl+AH+0el a8ain, \y h ight
canb5e lh e coTtpumier lo re5laiT. Any un*ayeci y \yotk be 65l in Ih 15 in5Slance, 50
Take 5ure you Saye oiien lo ayoici reéoin§ \y ork.

Th ere are a nwnber oTIh in85 you can cio lo prayerdyoici Treere5 anci crash eb.

» Oniy open lh e appiicaiion3 youn W11 be n5Ingaedppiicaiions lake np Tore
TeTory anci can canse Treere-up5.
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* \V'h en youll clo\\n ai (h e cotpuier. ch eck (o0 3ee (h a( moaéipp3 \y ere lei
wnniny, by (h e

prey ion3 user. Th ese runnin» applicagomF (en be Tinitireci a( (h e boKoT o
(h e 3creen.

* IF'yomn are usiny, an applica(ion (h a( re*vires(@lMoeTory. 3uch a3 Po\erPoin(
or Ph oio3h op. cio no( a((etp( (o open o(h er Eo8em reere-up Tay occur
\\iien TeTory Vb up.

In(c*'rme( Acces3

To access3 (h e 1n(erne( 'roT a cotpuler. yon reapdn a \yeb brater. A \y eb
bro\'$er i3 a proyrat 3uch a3 f irelox or 1nErmedrer (h a( allo\'$ you (o 3wT
(h e ne(. Cotpu(@®h ere a( BC5EI nortaiiy h aye bo(h \y eler§raci yon tay
nse ei(h er on a PC. \Y eb bre\[$erc(ion 3iTiiar (0 T03( o(h er applica(ion$, $o
(h ey are openeci aiki cioseci in (h e $ate Sermmaler a$ reSular apph ca(ion.
you are In(ere(eci in ac™iring (h e la(e3( yersion ol f irelognéerne( Expiorer,
clo\mloaci (h et Iree ol ch ar§e a( Oo\Y nloacicbTteck on( (h e CO Kot a( (h e
bibrary Circula(ion 3e3k. Th ere are basically (Wyreg3 (o acce33 (h e 1n(erne(
f ror a PC.

1 © owuble-click (h e \y ebskraton on (h e cieskiop.

2. Click 5(ar( Menu > Pro8rain$ >1n(erne(, anci thcéick on (h e \y eb broly $er ol
your ch oice.

3. Ciick (h e \yeb broly$er 3h oricui on (h e (a$odsieci a( (h e boKoT ol (h e
3creen.

CoTTon Applica(ion$

Each coTpuier h ere a( BC5C i$ preioacieci \yidfh$ sippiica(ion$ (h a( yon Tay
uze ch irin§ your 3iay. Al(h ong8h each coTpuia$adiii(@renl $oil\y are, To$( of
(h eT coiKain (h e 3aTe basic appiicaiions (h \qi flo#he Mre’venlly. Xle 1§l $oTe

of (h e To$( \igiezeci appiicaiions h ere.

Microzol \Worci - Tise lo (ype a paper. Microso/l &l i$ a \y orci proce$$ing
appiicaiion (h ai alloly 3 you (o £ onnal your (&% a$ acici Sraph ic3, (able$ awi
ch as( ¥ ounci in 5(ar( Tenu > Pro8ratdvkcro6oii Xlorci.

bleizcape or 1n(erne( Expiorer - Ib3e (o acce3s3sliffeme(. ¥ ounci in 5(ar( Tenn >
Pro8rans > MKetel Expiorer (F irelox).

VTinciow's Meciia Piayer - Eize (0 1i$(en (o a C3. Th i$ pas&alloly $ you (o liSlen
(o yowur Tayoriie C33 \y h ile you \y ork. 1( inciygie®rarTting lea(ure$ awi
yoinTe con(rob. Y ou \ill neeci (o brin§ your h eaciph onefgo \Lig$h ile you \\ork
in (h e BC5CI coTpuier lab3. £ owki in 5(ar( Tenurosrat$ > Acce$sorie$ >
Enieriainteni > JIY incioag3 Meciia Piayer.

Caicwiaior - Ib3ao cio Taih on (h e cotpuier. Th e Wim@aicuiaior can be u3seci
by poin(in§ awi clicking (h e caicuiaior on (h eescrar by (yping in (h e nutbers
on (h e keyboani. ¥ ouwi in 5(@l Menu > Prag8raficce33orie3 > Calculalor.

\Y iii (o\y$ Keyboarcl 8h or(cu($
Keyboarcl 3h oricui3 are key cottancis |h ai aldm\Wo yccoTpiish yarious (asks.
Ingieaci o( i5In§ your Tomse (0 8o lh ron8h Tenus awi $ub-tTemuScan nde
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keyboarci 3h oricniz 1o cio coTTOon ia3k3 iike 5ayin@pying, or pasiing. Mosi
peopie I'tci n3ing key 3h oricunis lo be a lMasiereasier \y ay lo lype. bisieci beiocy
are 507e olih e To3i coTTon Keyboarci 3h oricuiphnabelicai orcier.

Clo5e

Copy

Cwui

Oeieie

Exii

F inci

lleip

Minitire \Yincioly
Moye lo Kecyciing
Nely £ oicier/Bocuteni
Open

Open 8iari Menn
Paxie

Pa8e 1]p/Bo\Y n
Prini

Prini 8creen

Owii
Kebool/Kexlarl
8aye

8eiecl Aii

Incio

CTKb+\Y
CTKb+C
CTKb+X
OEb
ESC
CTKb+F 3
F1l
\\TnciolY 5 Key*+M
CTKb+OEb

CTKb+"
CTKb+0
\Y inclo\¥5 Key*
CTKb+Y

Pa8e Elp/Ooly n Key5
CTKb+P
AbT+Prinl Bereen Key
AbT+F 4
CTKb+AbT+OEb
CTKb+8
CTKb+A
CTKb+2

*Noz1aii keyboarcs h aye |h e \Y ineiegy.
CTKb I51h e abbreyialion 'or Ih e Coniroi key.
OEb b lh e abbreyialion ['or lh e © eieie key.

Th e Ki8h 1-Click Menn

Mien yow ri8bi-ciick your Towee, astaii Tenu \y iii appear. Thgdhl e rig§h !-ciick
inenn, anci ii coniais a Il of |h e coTTomasks lor \y h aleyer pro§ratr youTe
currenity vsIng. I yon wee lh e ri§h !-ciick Tenn you can leaye your cursor in
ron8h ly Ihs@Te spol, n'h ich TaxesuTIng your 125k easler.

Each pro8rarrig8h !-ciick Tenn \y iii be nni®ne anci icaigh lly cilTerenl I'roTt
olh & bui Tosl [Noiion' Ih esaTe 8enerai MNortaiA5 an exatpie, lh Biiocy iny
piciure I5\y h al a Tenu \y owmici iook iike il'ydm ti8iickeci on"ih e cie”«iop,

Aito\y5 aion8 ih e ri8h ! Slcie ol ih e Tenun 5I8nai ih aiSla &igb-Tenn lor ih ai
pariicviar iiet. Th e5e 5iib-tenn5 coniain eyen Tdte oricni5 lh ai are Sroupeci

lo«elh er in a caleSory.

To exii Ih e ri8h !-ciick Tenu, leii-ciick on any mdifh e 5creen Ih ai i3nT Ih e Tenu.
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\Y iiHI(T$ Expiorer

IF you are ¥ arTiiigr inh InieTei Expiorer, you knou' |h ai i( h eip3 you F in
\yeh paues anci inlorTtalion on ih e InieTei. T3 @r®ih er knci ol expiorer on
your coTpuier: WinclolY 5 Expiorer. Th e basic Is@a incl ihciocy 3 Expiorer i3
y ery BiTiiar lo InieTei Expiorer. Th e pro8rar yem look (h rongh aii ol'Ih e Tiie:
ané loiciers on your coTpumier. Y ou can eyen opapy,aui, anci pasie your iiie3
I'roT in3icie \Y ntiocy sExpiorer.

Topic 2.1
Th e 3siivicinre ol Excel \YOrk$h eg(
(Ctpyktycha pabouero nucta Excei. 3HakoMCTBO C kamec3agad)

Excel i3 an increciibly poly erful (ooi lori§eis Teaning owi ol yasi atounis
olclaia. Bui Il ai3o \Y ork$ reaiy \yell lor 3iTpdeicuiaiion3 anci irackin§ aitosi
any kinci ol inlCortaiion. Th e key lor nniockina, & ai poieniiai i3 (h e 8rici ol ceii3.
Cells can coniain nutbers, (ex(, or Fortmias. Y ou p@<n your cels anci §ronp
(h et in ro\\'b anci coinitt3. Th ai\@Hyoun (o add mp yowur ciaia, $or( anci Tiller i(,
pvi ii in (ables. anci buiici rea(-lookirwy ch arl$.

Excei clocutenlb are caiieci cy orkbook3. Each norkb ash ee($, (ypicaiiy
caiie6 3preash eel Y ou can add a3 tamsh e a$ you \y an( (0 a workbook, or
you can creaie ne\\' \'orkbook3s (0 keep your cifigpara(e.

Excel proVicle \'orksh eelcoTprizeci ol ro\5 anci cointn3. Texinai <ia(aica
be siorecl in (h e \Workbook 3iTiiariy (0 a Y licro58/iok<i lable, bu( Ih e po\Ver of
Excel I5 115 abiliiy lo perlort $iTple (o coTpiicati Taih etaiicai caicuiaiions.

An Excel\york$h eei.or $preath eel, i3 @y O-<iienslonal 8rié Wi(h colnn$
anci ro\\s. book ai (h e Bpreacish eei belo\\'. cbhwen naTte3 are kers ol |h e
alph abei $(ar(ing \Vi(h A, anciith\y@ are nutberecl ch ronolo8icabkar(ing \\ith
ih e nuTtber one. Th e ceii3 in (h e Mr3i /tnr aR1AC1, anci 3en. Ancl (h e cdl
in (h dirsl coh it mare Al, A2, A3, anci 50 on. Tlaeeare caiieci ceii naTesr ceii
rel"erences.

\Y e wuse ceii relerence$ \V'h en crea(in§ Ta(h aBommif wnc(ion$. £ or
exaTtpie. lh e ortuia (0 acid (h e cesi@drceiiz B2 awi B3 (08e(h er i3: =B2+B3.

8(rnc(ure ola IYlicro$ol ( Excel Y ¥orl($h ee( (Sprighc ee()
naTte box: iBpiayB Tortvia bar: Pl3playa

call nate or . coniani3 or 3eiBCIBiA.co ii
reTerence
C2 N (a /* [ 246
A B C 0
|
Py coinTn 1 $246 |
leKers
T
3eie cie p cell

royy nuTbsra

Th e IY aBox I5 locaieci in (h e area aboye Cointn A, anci ei@ih e ceii
ref erence ol (h e 3eiecieé ceii - Ih e cell niienegbr & re3(ing. In onr
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