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Wireless Connection 

To connect to the “Ristie” wireless 

broadband you will need the following code: - 

5963b98c25 



Hardware and Software  

• Hardware hurts if you hit it!  

• Software doesn’t!  



Hardware or Software? 

• Windows 8.1 

• Mouse 

• Hard-Drive 

• Microsoft Office 2013 

• USB Memory Stick 

• Panda Cloud Anti-Virus 



• Left Click: Means “Select Something”  
 

– Select this program 
 

– Select this folder 
 

– Select this picture.  
 

• Double clicking will activate the item!  

• Right Click: Means “Give me a list of 
possible things I can do” 

– this will depend on the item selected.  

Left and Right mouse clicking.  



TASK 1 

See what options are available when you 

right click on: -  

a) the desktop 

b) the taskbar 

c) a link 

d) a file  



Navigating your files and folders  

C: Drive 

Program Files Users Windows 

Public Your Name 

My Documents My Pictures My Music 



1. Click on Start and then Computer.  

2. Double click on the C: drive to open it. 

3. Open the users folder. 

4. Open the folder with your name then My Documents 

5. Continue opening folders until you can’t go any further.  

6. Now use the “back” icon to retrace  
your steps until you get back to “Computer”.  

7. See if you can imagine this as a kind of inverted “folder 
tree” (like the example above).  

TASK 2 Navigating your “Computer Tree” 

Back 



TASK 3 Copying Files from a USB Stick 

Insert your USB stick and 

wait until you see this 

message 

Select “Open Folder to view 

files” 



Press the Windows Key and Left Cursor 



Select Start and Documents 



Press the Windows Key & Right Cursor 



Drag the Calendar folder into Documents 



Open the Calendar 2015 folder 

Notice the files are in 

alphabetical order – not date 

order! 



Open the file “jan” and put it on the right 

Remember 

Windows>Right 



Open your pictures folder 

and put it on the left 

Remember 

Windows>Left 



Click to put your cursor here! 



Drag a picture into the empty box 



Save it with Ctrl S 



Close Word 



Open the file “feb” and put it on the right 



Now repeat for all the other months! 



That’s it folks! 

You can all go for a lie down in a 

darkened room now! 


