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Assignments

Unit 1 Overview 
Introduction to Windows and File Management
No matter what operating system you use, be it Windows 7, Vista, XP, Linux, or MAC OS-X, file management is the key to working smart!
Ever create a document, then go back later and find it has disappeared? Then this unit is for you! We will show you how to create, move, rename, and delete files and folders with confidence. As a bonus, there will be great tips on file extensions. 
Downloading software can be scary for new computer users. So, if you don’t already have Microsoft Office 2010, we will walk you through the options and process of downloading software. You will find all the details in this unit. Please email your instructor right away if you have any questions. 
In this first unit you will be exploring your operating system and learning about file management techniques. You will also have the opportunity to meet your fellow classmates in the discussions. Finally, you will learn more about the class in this unit’s live audio seminar. Your professor will introduce you to the classroom, syllabus, assignments, and other requirements during this first live audio seminar. Please check the syllabus for the exact day and time of your seminar.


eGuide Reading for this Unit: 
Unit 1 eGuide: Introduction to Windows and File Management 
Understanding file management concepts will help you use your computer more effectively. Our eGuide reading this week focuses on how to effectively create and manage files in Windows Explorer as well as how to install a software application on your computer and ensuring your system is ready to run the installed software. You can access the eGuide by clicking on the “eGuide” link under Course Home.


Icon – a pictorial element representing a program, file, website, or shortcut.

Taskbar – a horizontal bar that enables you to move among open windows and
provides access to system resources.

Desktop – contains icons and a taskbar.
Start Button – provides access to programs and other system resources.

Quick Launch Toolbar – contains program icons, making it possible to open programs
with a single click.

Control Panel – enables you to change system settings, such as your back ground,
screensaver, screen fonts, and accessibility options.

Window – is an enclosed rectangular area representing a program or data.

Dialog Box – is a special window that requests input or presents information.

File – a unit of data to which you give a name.

Folder – an object that can hold multiple files and subfolders.

Windows Explorer – enables you to manage files and folders.

Application Software – computer software designed to help the user to perform a
specific function such as word processing.

Operating System – a computer program that manages the resources of a computer
such as accepting keyboard input from users and displays it to the screen.

File Management – the process of managing data on your computer.

Microsoft Office 2010 – a suite of software applications (Word, Excel, PowerPoint,
Access, Outlook, etc…)
Copy – use one item from a document in another area of the document
Details Pane – area within Windows Explorer that shows various information about a
specific item

Document Pane – area within Windows Explorer where you can see all files within a
folder

Metadata – information related to one or more aspects of data

Move – take an item (for example a file or document) and place it in another location on
your computer

Navigation Pane – list of all areas within your computer

Rename – changing the name of a document, file, folder, etc...

Task Pane – area within Windows Explorer that holds links to specific tasks you can
perform on a document, file, folder, etc.


For this unit’s Assignment, you will verify the installation of Microsoft Office 2010 and apply file management techniques. You will do this by taking screenshots and pasting them into a Microsoft Word document. Save your Microsoft Word 2010 document as Unit1lastname (ie. Unit1Smith) and submit to the Unit 1: Assignment Dropbox no later than 11:59PM (EST) Tuesday night.
This is a summary of your assignment. Please click on the Rubric icon (below) for full details and grading criteria.
What if you do not have a copy of MS Office 2010? 
Kaplan’s School of Information Technology has a DreamSpark (previously named MSDNAA) account where you can download a variety of Microsoft Software for free such as MS Access, MS Project, MS SQL Server, MS Visual Studio, Windows XP, Window 7, and Windows Server 2008. This does not include Microsoft Excel, PowerPoint or Word. 


In this introductory live seminar we will discuss the course syllabus and specific course requirements. Please review the course syllabus posted on the Course Home page before the seminar. 
In the Unit 1 Seminar the following topics will be covered:
	Course Syllabus

Instructor Contact Information
Discussion board requirements
Seminar Requirements
Tour of the classroom
Introduction of Unit 1 Assignment 
	File management
Windows Explorer
Screen capture techniques
Types of operating systems
Q&A Session
Course communication occurs through the seminars, postings to discussion threads, and through email. We will discuss the expectations and requirements for using these course communication tools during this seminar. 
You are strongly encouraged to attend this initial session. This introductory seminar is not graded, and there is no flexible assignment to complete if you are unable to attend. There will be plenty of time for questions during the seminar so come with your questions.




