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Ports / Connectors
The back of a Computer

· On/Off-Switch

· Power receptacle

· Keyboard-/ Mouse ports

· Monitor port

· USB ports

· Printer port

· Line-out-jack (Speakers)

· Microphone-jack

· Network or phone port (Connection to the internet)

How to turn on / off a Computer

	Start PC

Switch on Monitor

Switch 0 to 1 on the back

Press Power 

Wait for

“Welcome to Windows”-dialog-box

Type in your name ( press Tab ( 
type in your password ( press Enter


	Turn off PC

Start ( Shut down (or ALT + F4 

or CTRL + ALT + Delete)

( Select Shut down* ( Press OK-button

Either PC turns off automatically or the message that you can turn off the PC now appears (on older PCs).

Switch off the monitor 





*Other options: 


Stand by (saves power)


Restart

Log off As... (usefull for multiuser PCs)

The Mouse
[image: image2.jpg]



· Click
· Double-click (two times very fast)

· Right-click

· Center wheel

· Drag & drop

· Cursor

-One click with the left button is used to mark documents or go to a certain point in a document. 

-The double click is used to open folders or documents.
-Click right to e.g. rename or copy a document. 

-Drag & drop: Click a document, hold down the left mouse button and move the mouse, to drop a document to another place.
-Use the center wheel to scroll through information. 

    Or I  The cursor shows you where you actually are in the document. Move the mouse to move the cursor. If you move your mouse to the left, the rollerball under the mouse will tell the cursor also to move to the left. An optical mouse will do the same thing, just without a rollerball. 
The Keyboard
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· Alphanumeric keys

· Numeric pad

· ALT

· ESC

· CTRL

· Shift (+ Caps lock)

· Enter

· Backspace

· Delete

· Arrows

· Tab (for Dialog boxes)

· F1 – F12 (F1 = Help ALT+F4 = Closing )

· Insert
· Num Lock

· Caps Lock

Right button





Left button





Scroll wheel








