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Mastering Windows and the WWW


Audience: Personal Computer Users
· Windows  Explorer
· Versions of Windows: Win XP, Windows Vista
· Home Page, Title Bar, Menus and Tool Bars. Status Bar

· The Control Panel, Windows Plug-Ins. Security
· Using the Task Bar. The System Tray: The Clock. Volume Control.

· Working with Files and Folders
· Setting Folders Views. Back Button. Up Arrow

· View, Select, Sort, Group and Find files. File Types.  Folder properties
· Create Shortcuts on the Desktop

· Personalize the Desktop.

· Windows Accessories
· Using System Tools. Tour Win XP. System Information

· Disk Cleanup, Disk Defragmentation
· Disk Backup and System Restore. 
· Windows Movie Maker and Photo Story
· Internet Explorer
· Navigating and Surfing Tips: Saving Favorites. Saving web pages

· Search Engines and WWW Portals
· Windows Media Player. 
· Copying CDs, Burning DVDs. FAQ
· Email and Instant Messaging
· Client Email. MS Outlook. Apple Mail

· Web Based Email. Yahoo, Gmail, AOL
· Sending & Receiving emails.  Parts of an email message.  Attachments
· IM, Chats, Blogs and Feeds. Myspace, Facebook. Email Etiquette

· Viruses, Spam, and Internet Security
· Windows Security. FAQ. ServicePack-1-2-3

· Types of Viruses: Worm, Trojan Horse

· Anti-virus software: McAfee, Symantec (Norton), ZoneAlarm Firewall
·  Anti-spyware & Malware:  Spybot, Ad-Aware

· Internet Resources
· Internet Service Providers

· Internet Explorer Tutorial
· Free Office Suite Applications
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