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Hi! I’m Marco. | will help you
learn how to use your
computer. Together we will
explore new technologies.
Turn on your computer and
follow me!
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Key Features

An innovative approach to building digital competencies, developed by

expert educators.

Each unit offers
straightforward explanations
and contemporary
examples, making
technology concepts
accessible and relevant.

|
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Curriculum aligns with the latest industry standards, preparing students for

certifications and future careers.

Every unit includes a variety of
tasks and activities designed
to help students build
essential digital competencies.

Projects and exercises
throughout the course reinforce
students’ understanding and
practical application of digital
skills in real-world scenarios.

6. Coding with Scratch

Well-defined learning goals and hands-on, applicable digital skills.

Students learn about platform

Other platforms

1o et yourphotos. Thre re ot of ee programs avaiase.

Adobe PS Express for iOS

diversity, expanding their
digital toolkit and adaptability.

Each unit organizes key terms
that are crucial for digital
literacy, equipping students
for today’s technology-driven
workplace.
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PicsArt for Google Android

dting ook Rtate, Crop, Flp and Resize, Conrest, Exposure.
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Online Photo Editors =
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Keeping a computer organized and secure helps you work
faster and keeps your files safe from damage. This unit focuses
on learning how to create shortcuts, organize files, adjust
settings, and protect computers from viruses.
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In this unit, you will: ' \

search for a file or a folder on your computer.
create shortcuts.

>
>
> manage shortcuts to access files quickly.
> compress and unzip files and folders.

>

change computer settings, like date, time, and
screen resolution.

> protect your computer from malware using antivirus
software.

> identify why it is important to update software
regularly.

> Microsoft Windows




Folders

A folder is a location on your computer

where you can save your files.

How to create a folder

« Choose where you want to create a new
folder, for example, on the desktop.

« Right-click an empty area, point to New,
and then click Folder.

- Type a name for the new folder, and
then press (IEEN).

How to move or copy a folder

- Right-click the folder and click Cut or
Copy.

+ Right-click the location you want to
move it to.

. Click Paste.

How to open a file
There are two ways:

« Find the file and double-click the icon.
The file that you need will open.

- Start the program for working with the
type of file you want (for example,
Microsoft Word for a text document),
and then, on the File menu, click Open.

How to start a program

» Click the All apps button and scroll
down the sidebar with the applications.

« Find and click the program you want.
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My desktop

Where should we keep the files
®* we use most often?

Files

The main function of a computer is to manage
data and information. The stored data and
information on your computer are called files.
There are many types of files. A file can be text, a
photo, an audio track, a presentation, or a video.

ﬁp‘@‘m‘mﬂ‘m i

Each type of file has a specific icon, which helps
you recognize what kind of file it is.

E)
/

Different programs are used to create various types of
files. For example, with Microsoft Word, you can create
a document, while with Paint, you can create an image.

Image file Sound file

N
J.
JJ

[Document filej [ Presentation file ]
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Transferring files

Files are stored on your computer and
even on smartphones, digital cameras, and
other digital devices.

You can transfer, or move, files from your
computer to a device and vice versa, just
by connecting the device to your computer.

Filenames

On your computer, there are many files. In order to know which file is which, give them
unique names. The name of the file is called a filename.

To find your files more easily, it’s a good idea to give them a filename that is related to
their contents. Don’t use filenames like File 1, File 2, File 3, etc., but choose names that
describe the file’'s contents.

== o]

File 1 File 2 File 3

v v v

Boat Grammar Codes
Extensions

There is always a dot between
Apart from its icon and its name, each file has an the name and the extension!
extension that indicates the type of the file.

This is an example of a filename:

Grammar.docx Grammar.pdf

1 ! 1 !

[Name] [Extension] [Name] [Extension]




File size

A file takes up storage space on your computer. This
space is the file size and is counted in bytes. o

One kilobyte (KB) is 1,024 bytes and 1 megabyte (MB)
is 1,048,576 bytes.

Grammar.docx

X

Type: Microsoft Word Document
To check the size of a file: Authors: BinaryAcademy

Size: 501 KB

Date modified: 26/9/24 4:18 PM

R

> Find the file and point to it with your mouse. €
> Check the size in the box that is displayed. €

Search using the search button

You can search for a file or folder anywhere on your computer.

To search for a file or a folder:

> On the Taskbar, click the Search button. €

> Type a word or part of a word that you want to search
for in the Search box, for example, Subjects. Q

> Find the file or folder in the search results.

> Click a search result to open it. € —— ] kearch
- Best match
y
Vi Subjects
4| I File folder _—
@ Last modified: 10/15/2024, 4:08 AM
\ 2 .
\ S Subjects
— Search work and web File folder
Q_ Subject - See work and web results >
—
N Location C:\Users\binar\Documents
Q_ subjective >
Last modified 1Q4aEL024 00 AN
— Q_ subjective vs objective > " Subjects X L
Q_ subjective definition > @ Open N .
— © > 4P G > Documents > Subjects >
Q subject verb agreement >
© Copy path
Q subjects of mba > @ New v g N
Q. subject synonym >
{} Home ] ] |
Q_ subject matter expert > e L e
. E] Gallery
Q_ subject alternative names > Geography Reading Science
. ¢ . > @ Binary
Q_ subject pronouns in spanish >
Q_ subject matter jurisdiction >

Search

B Q suject € L - CB8

1"
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Search using File Explorer

With File Explorer, you can search in a specific file or folder. This will make
your search much faster, because you are searching only in one place.

To find a file or a folder:

> Click File Explorer @ and click the Search

box (in the top right corner of the window). €)

> Type the name of the file or folder you are
searching for, for example, geography. €

> A list of results containing the name of your
folder or file will come up. @

> Double-click a search result to open it. @

" geography - Search Resultsin X ar a x
& = 4 G (J > SearchResultsin Home > geography| e X Q
Nev e N Sort v 8= View v & Search options ~ (3 Details
" Home o 1 Geography C:\Users\binar\Documents\Subjects
R Gal Date modified: 10/15/2024 4:06 AM
allery
5 @B VE Grammar.docx C\Users\binar\Docume... ~ Size: 129 KB
ina
Y Date modified: 10/15/2024 4:05 AM asdfaafd Authors: Binary Academy
@ Desktop »
L Downloads #
E Documents #
PR Pictures »
@ Music »

_ Geography X < 8 X
& = AP @] > Search Results in Home > Geography Search Geography (51
® New -~ ,}{, 18] FD @D 4 @ N Sort v~ = View v (3 Details

Ao Name Date modified Type Size

El Gallery |mj Example.docx 10/15/2024 4:05 AM Microsoft Word Doc... 13 KB
> @ Binary

B Desktop »

' Downloads #

& Documents #

A Pictures »
@ Music »
3 Videos »




Using search filters

Search filters allow you to search for a file or folder using details
such as its size and the date it was last modified.

To apply search filters: o

e geography ':J

> Click the Search box, @ type the folder's ) o
name and click on the Search options. €) = | B S -
A drop-down list with filters will be C e Alsubfoder
displayed. Current folder

> Click a filter. There are a few options, & Date modified | - E
such as Date modified and Size. S ’

> Point to Date modified, and click an @ s ’
available option. € o S =

£ Zipped (compressed) folders

> Alternatively, point to Size, and click a 2
size value to only search for files or
folders of that size. @

File contents

A

Change indexed locations

. %‘a All subfolders
CJ Current folder Todls 4 ™\
- y If you don’t know the exact
G Date modified @ Yesterday name of the file you are
% Kind > — searching for, use a wildcard.
D sie ; The asterisk (*) is a wildcard,
- Last week which represents any character
v [ System files Thisimonth or number in the filename. For
N *
C9 Zipped (compressed) folders Last month example,. if you type 0|ogy’ th,e
results will be words that end in
&) File contents This year these letters, such as biology,
&2 Change indexed locations Last year L geOIOgy’ or phys'OIOQY-
« T All subfolders
_J) Current folder
 Date modified > Empty (0 KB)
Kind o : Tiny (0 - 16 KB)
(@ size ? Small (16 KB - 1 MB)
v [ system files Medium (1 - 128 MB)
9 Zipped (compressed) folders Large (128 MB - 1 GB)
53 File contents Huge (1 - 4 GB)
&2 Change indexed locations Gigantic (>4 GB)

13
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Creating shortcuts

There may be certain files or programs that you use more often than others. But what if
they are hard to find every time you need them?

A shortcut is a "link" to a folder, file, or program to help you access it easily and quickly.
Let’s find out how you can create a shortcut.

To create a shortcut: Open
Edit

> Find the file or program you want to create a New
shortcut to. € Print

Move to OneDrive
E  Editin Notepad
Add to Favorites

> Right-click it and click Show more options. &
> Click Create shortcut. €

> The shortcut will be created. o . Scan with Microsoft Defender...
Open with...
Give access to >
~ Reading X 2 Copy as path
2 Share
S E T G (J > Documents > Lesso Restore previous versions
Send to >
@ New ~ (}{3 @D = @ N Cut
u
Copy
ﬁ Home =
= Create shortcut e
A Gall
) Gallery Grammar.d Lesson pe
> @ Binary ocx 1.docx Rename
Properties
% O @ B W
(W] Open Enter
8o Open with >
X =t
(= Share
¥¢ Add to Favorites C J > -+ Llessons > Reading
9 Compress to... >
0 A 2
Copy as path Ctr +Shift+C G D & W TN Sort
2 Properties Al +Enter
" w = D= o
E Edit in Notepad A
& OnaDrive N Grammar.d Lesson Grammar.d
ocx 1.docx ocx -
) Shortcut
f7 Show more options e




After you make a shortcut, you can move it anywhere you want.

To move a shortcut:

> Select the shortcut. €

> Click and hold the mouse and move the mouse pointer to the new =
location, for example, to your desktop. Release the mouse pointer. € E’j
This is called "dragging and dropping."

~ Reading X <+

< = s @] (J > Documents > Lessons >

® New ~ X% @ @D ® N Sort

{} Home m=l ﬁ%
A Galle S
& o Grammar.d Lesson Grammar.d ~
> @ Binary ocx 1.docx ocx - N
Shortcut

( )
A shortcut has a small

arrow at the bottom left
corner of the icon, but

not always. All the icons
on the Taskbar at the
bottom of your screen
are shortcuts, and they

don’t have an arrow. == Q search E = e ﬁ

s N
You can pin programs and files on the Taskbar by dragging and

dropping their icons on the Taskbar. To delete shortcuts from

the Taskbar, just right-click them and click Unpin from taskbar.
\§ J

hd History

On early computers, users had to know where programs and files were stored and go to
the correct folder to open them. This changed with the idea of shortcuts, or grouping
programs and files by task. The first shortcuts appeared in Apple MacOS System 7 in
1991 and then in Microsoft Windows 95 in 1995.

15



1. Learning the basics

S
)}

Now that you know how to move a shortcut, it is time to learn how to create a shortcut
directly on the desktop.

To create a shortcut on the desktop:

Open

> Find the file or program you want to create a Edit
shortcut to. € New

> Right-click it and click Show more options. € RuaE

> Point to Send to. €

> Click Desktop (create shortcut). @)

Move to OneDrive
E  Editin Notepad
Add to Favorites

> A shortcut will be created on the desktop. & @ 5can with Microsoft Defender...
Open with...
Give access to >
~ Reading X 2 Copy as path
2 Share
& = P C J > Documents > Lessc Restore p,ev-eersions
Send to >
@ New ~ (}{, (8, 0 @D ® @ 1 Cut
Copy
{} Home i [__
= ME Create shortcut
M Galle
a ¥ Grammar.d Lesson g
> @ Binary ocx 1.docx Rename
Properties
X © @ ® W ® Bluetooth device
= Compressed (zipped) folder
T Open by = Desktop (create shortcut)
8o Open with > £ Documents
@ Share =1 Mail recipient
%7 Add to Favorites
€9 Compress to... >
Copy as path Ctrl+Shift+C
2 Properties Alt+Enter
= Edit in Notepad
: Grammar.doc
@ OneDrive 2 x = Shortcut
&7 Show more options

&

== Q Search L




To delete a shortcut:

> Right-click the shortcut. €
> Click Delete. €

X

~ Reading X + = (=] X
& =, ™ C Documents > Lessons > Reading Search Reading Q
{ T i il
@® New ~ % (8] @D ® W N Sort v O View v .ee (B Details
B Desktop » @ @ ﬁj e E
Grammar.d ~ Grammatr / 0 & 2
' Downloads » ocx ocX - (}b ¢ CD & @
Shortcu —_—
& Documents »  Open Enter
PR Pictures » o fe Open with %2 %
® Music » & Share
& videos » [ Open file location
- oo » Y¢ Add to Favorites
9 Compress to... >
v M This PC Copy as path Ctrl+Shift+C
5 B Windows (C) /7 Properties Alt+Enter
> &l Network E  Editin Notepad
OneDrive >
&7 Show more options
Ve

When you delete a shortcut,
only the shortcut disappears.
The original file, folder, or
program is not deleted.

3items 1 item selected 1.29 KB

-

2 Why do you think deleting a shortcut does not remove
the original file or program?

7 Be Safe

-~ You should always work in an area with enough lighting. Use natural light or lamps with
soft light.

17



@ Read the sentences and circle True or False.

1. Afile's size is measured in bytes, with 1 KB being equal

to 1,024 bytes. True  False
2. You can use the "Search" button on the taskbar to find
. True False
files and folders on your computer.
3. Ashortcutis a "link" to a folder, file, or program which
. . True False
helps you access it quickly.
4. You can crgate a shortcut by dragging the file or True False
program directly to the desktop.
5. Moving a shortcut also moves the original file to a new
. True False
location.
6. Deleting a shortcut will delete the original file or
True False
program as well.
@ Fill in the blanks.
shortcut show more options search
drag right-click icon
1. Each type of file has a specific that helps you
7
9 recognize what kind of file it is.
(7]
2
o 2. To search for a file or folder, click the button on
S
o the taskbar.
S
el
§ 3. A is a link that allows you to open a file or
()]
-1 program quickly without searching for it.
|

e
(0]



To create a shortcut, right-click the file, select

and then click "Create shortcut".

To move a shortcut to your desktop, click and it to

the desktop.

To access the "Show more options" menu, you need to

on the file or program.

e Explain how organizing shortcuts into folders can keep your
desktop clean and help you find things more easily.

@ Work with folders and shortcuts:

oo pwN S

Open the "Pictures" folder.

Move two pictures from your desktop into the "Pictures" folder.
Now create a shortcut to each picture.

Then create two more shortcuts directly on the desktop.
Delete the last two shortcuts from the "Pictures" folder.

Can you still find the original pictures?

ﬁp‘@‘m‘mﬂ‘m i
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Files and folders

Compressed files and folders

Sometimes, files or folders take up too much space on your computer and you may want
to make them smaller. Compressed files and folders take up less storage space, and you
can easily copy them to another computer or send them by email.

Compressed files or folders can be copied and moved in the same way as files. You can also
use them like a folder. You can add more files to them, or you can delete files from them.

To compress a file or folder:

> Find the file or the folder that you want to compress. €
> Right-click it and click Show more options. €

> Point to Send to. €

> Click Compressed (zipped) folder. @)

> A new compressed file is created in the same location
and with the same name. @

= Documents X + 89 View >
>
& = 4 C J > Documents > N Sort by
(= Group by >
@ New ~ 1
“2>" Undo Move Ctrl+Z
) Home ® New >
IR Gallery 70 /2 Properties Alt+Enter
Lessons
> @ Binary Open in Terminal

&7 Show more options
@ Desktop »

 Downloads #
=] Documents #
PR Pictures »
@ Music »

i3 videos »




Open ® Bluetooth device

Edit - .
: #  Compressed (zipped) folder o
New
) = Desktop (create shortcut)
Print
Move to OneDrive = Documents .
£ Editin Notepad = Mail recipient
Add to Favorites @
. Scan with Microsoft Defender...
Open with... % Documents X +
S— >
e accessto & = iy C J > Documents

Copy as path

Share 7 E
Restore previous versions e @ Net~ ' L @ £y e L

b

Send to >
ﬁ Home y —
Cut .auuumu:
E] Gallery
Copy Lessons Lessons.zip
Create shortcut > @ Binary
Delete
Rename
@ Desktop »
Properties

To rename the file: In Microsoft Windows,

compressed folders are
> Right-click it. € also called zipped folders.

> Click Rename. €)
> Type the name you want and press GIZES. €

X - . p

> Documents

@] J > Documents > 0

4
Lessons Lessons.zip e g My
o % © 6 ®m W courses.zip
‘= Open Enter ‘ e
@ Open with >

Open in new tab

21
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To extract (or unzip) a file from a compressed folder:

> Double-click the compressed folder to open it. €
> Right-click the file that you want. €
> Click Cut €) and move it to the location you want. @

<

History

Robert Mahoney and Phil Katz created ZIP compression technology. "Zip" is the name for

e Documents X + == My courses.zip X +
& = ~ c = e & = 4P C % > Documents >
New v é{, @ = \1?]
@ New ~ (]
) Home
) Home o P9 Gall
i T W Gy Grammar. Open
A Gallery 7 > @ Binary - Persona ocK Cut
Lessons My @
. opy
> @ Binary courses.zip
Delete
@ Desktop »
Properties
' Downloads #
B Deskiop o =l Documents #
D @ > Cocument > To move a file or folder to
& 5 o BB B another location, use Cut
ew ~ ort v < View v
and Paste or drag and
) Home E - o drop with your mouse.
= i
|
Ej Gallery Lessons Grammar.d My
> @ Binary ocx courses.zip
B Desktop »
' Downloads »
& Documents »
PR Pictures »
® Music »
& videos »

something that encloses items in a single package. It also means "to move quickly."
Mahoney and Katz wanted to show that ZIP was faster than other compression programs.



To uncompress all the files in a compressed folder:

> Right-click the folder icon and click Extract All. €
> In the Extract Compressed (Zipped) Folders window, click Browse. €)

> |n the Select a Destination window, select the location where you
want to put your files and click Select Folder. €

> Then click Extract. @)

@ Desktop »

4 Downloads #

=] Documents #

P9 Pictures »

@ Music »

Folder: Documents

o X
I & [ Extract Compressed (Zipped) Folders
Lessons My
courses.zip (}g LD @D @ @ ) ) )
Select a Destination and Extract Files
= Open Enter
% Openwith Files will be extracted to this folder:
S ae———_ C:\Users\binar\Documents\My courses Browse...
(7 Open in new window
@ Show extracted files when complete
® Share
8 Extract All...
-tract Cancel
<> Pin to Quick access m —_—
— Select a destination
<« > v A 5 > Documents > v C Search Documents
Organize v New folder X
A
€ Home Name € 4 Extract Compressed (Zipped) Folders
>
! " Lessons
> @ Binary

Select a Destination and Extract Files

Files will be extracted to this folder:
C:\Users\binar\Documents

@ Show extracted files when complete

Conce

3 Select Folder

L Smart Tip

<

The amount of compression is different for different file types. For example, an image

can't be compressed as much as a text file. Usually, images like JPEG files are already
highly compressed, so you won’t notice any difference if you compress them.

B | B
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Appearance of a list of files

There is a variety of ways in which a list of files can be displayed in a folder.

To check the size and file details:

> Open File Explorer by opening a folder. @ Click on Documents. €) The list of
files in this folder will be displayed.

> Click the View button. €
> Choose from the options, for example, Extra large icons, to change your view. @

== Q Search L
( N
D X =t .
B o You can change the view
& > 4~ C @ > Documents > to Extra large Icons, Large
icons, Medium icons,
. v ROV . . .

M B ® st Small icons, List, Details,
) Home §“ A; o O Extra large icons ] L Tiles, or Content. )
A Gallery b - O Large icons

Lessons Grammar.d My
> @ Binary ocx courses.zip * Q9 Medium icons
88 small icons
il De » == Iljst o—
4 : = Details
& Docments. # 8= Tiles To rename a file, you
—— . 2= Gontent can also select the file
Ictures
) and press @ on your
@ Music » ¢ (B Details pane
_ keyboard.
£ Videos » (D Preview pane

& =2 (> C > Documents > Search Documents

@ New v N Sort O View v
% Home
) Gallery k S

> @ Binary W

& AT

d

Lessons Grammar.docx My courses.zip

@ Desktop A -

L Downloads #

] Documents #

{ Smart Tip

< For pictures, use Extra large icons, Large icons, and Medium icons, which will give you a
preview of each picture. Use Details and Tiles when you want to access extra information
about the files.

1. Learning the basics

N
H



To display more information about your files:

> Go to the Documents folder.
> In the toolbar at the top of the window, click View. @

> From the drop-down list, you can select different viewing options, such as Details,
List, or Large Icons. To check more detailed information about each file, choose
Details. €)

> To customize the columns displayed in the Details view, right-click anywhere in the
header row (where you notice the labels Name, Date modified, etc.). €

> Choose columns to open a window where you can pick more details, such as Size,
Date created, Tags, and more. @)

> The file list has been customized with more details. @

X + - E
¥} J > Documents > Search Documents
0 TN Sort ~ = View v eee e @ D
Naps O Extra large icons e Size Column to Fit pd
Lessons (] Large icons AM File folder Size All Columns to Fit 1 2:44
@ Grammar.docx eI icons AM Microsoft Wo +~ Name 24 3:0
: i AM G d( v Datemodified 432
== My courses.zip 88 srmallicons ompressed ( o
ype
== List v Size
o = Details v Date created e
Authors
G
o Tiles Categories
8= Content Tags
Type Size e Date created
File folder 10/3/2024 2:44 AM
Microsoft Word Doc... 13 KB 10/3/2024 10:38 AM
Compressed (zipped)... 11 KB 10/3/2024 7:07 AM
4 N\
" HPUEYH . .
How can the "Details" view help you find a file you
created last week?
. 4

B | B
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The Recycle Bin

Can you find the Recycle Bin on your desktop? When you delete something
from your computer, it’s not deleted permanently. It goes into the Recycle Bin.
If you delete something by accident you will find it there.

To check what’s in your Recycle Bin:

> Double-click the Recycle Bin icon @) and a window will
be displayed with all the files you have deleted. €

& Recycle Bin X Sr

& = 4p (@] O > RecycleBin

@ New ~ ¥ O© M @& ® W N Sort v 9 View v W
A Home Vﬁ V% [Reeyelts Ein
R Gall
= Gallery Example.d test.docx e

> @ Binary ocx

To restore, cut, or delete a file in the Recycle Bin:

> Right-click a file or folder. €
> Click Show more options. €
> Then, choose Restore, Cut, or Delete. €

Example.d

X + %
i ©
OCX
o
(8] M lio@ W N Sort ~ 9 View ~ 1] Empty Recycle ¢ Restore
@ ¢ Cut

N
Restore: The file or folder will

return to its previous location.

J
N
m-

Delete »

Exarc\:g(le.d teste X W Properties
= Share
p
O Restore Cut: Now you can move
€D Compress to... > it to another place. ]
2 Properties Alt+Enter h

&7 Show more options e

1. Learning the basics
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Delete: Delete it from
your computer forever.

For Review Purposes Only



To delete all the items in your Recycle Bin:

> Right-click the Recycle Bin icon on the desktop. €

> Click Empty Recycle Bin.

> A confirmation message will be displayed. €

> Are you sure? If you click Yes, all the items will be deleted forever. €

Raeyels @ Empty Recycle Bin
57 Pin to Quick access
£ Pin to Start
& Properties Alt+Enter

&2 Show more options

Delete Multiple Items

3 Are you sure you want to permanently delete these 2 items?

Why should you check the Recycle Bin before
emptying it?

For Review Purposes Only




@ Fill in the blanks.
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compress extract rename right-click
delete zip details File Explorer
To save space, you can a folder into a
file.

If you want to check the files inside a compressed folder, you need to

the contents.

To change the name of a file, on it and select the

option.

You can open to view, move, or

files on your computer.

To access more information about your files, such as their size or type,

use the view in File Explorer.




Q Read the questions and put a check mark for the correct answer.

1. What is the purpose of compressing a file or folder?

a. Torename it

b. To reduce its size and make it easier to share

c. To delete it permanently

2. Which option should you select if you want to change the name of a file?

a. Compress

b. Extract

c. Rename

3. Where do you go to manage and view all your files and folders on a
Windows computer?

a. Control Panel

b. Task Manager

c. File Explorer

4. How can you unzip (extract) a compressed folder?

a. Double-click the folder and drag files out

b. Right-click the folder and select “Extract All”

c. Rename the folder

@‘@‘Hﬂ‘@j‘@ i
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9 Why do you think it is important to organize your files into
folders on your computer? How can this help you when you are
working on a big project with many documents and pictures?

0 Open Microsoft Word and type the paragraph:

Gondolas — Venice, Italy

When people think of Venice, they think of the canals and the long
black boats, called gondolas. Gondolas take people around the
city. They were the most common means of transport in the 18th
century. However, today, they are mainly used by tourists. Riding in
a gondola is an excellent way to explore this beautiful city.

When you are ready, save your work in the "Documents" folder.
Change the file view to "Details" and write down the size of the file.

Compress the file you created and write down the new size of the
compressed file.

@ Open Paint and draw a gondola.

1.

Save your work in the "Pictures" folder.
Go to "Detailed" view and write down the size of the file.

Compress the file you created and write down the new size of the
compressed file. Is there a difference in the file size?

Delete the files permanently from your computer.



Computer settings

Why do you think it is important to keep
®* your computer's date and time correct?

Understanding hardware and software —
This is a RAM

memory card, which
Hardware is a type of hardware.

m‘@‘m‘mﬂ‘m i

Before we dive deeper into adjusting settings, it’'s
important to understand that a computer is made up of two
main parts: hardware and software.

Hardware is the physical parts of a computer. This includes
the parts you might see or touch, such as the monitor,
keyboard, and mouse, as well as parts inside the computer,
like the hard drive and processor. All these parts work
together to make the computer work.

Software

Software is the set of instructions that tells the hardware
what to do. Examples of software are programs like
Microsoft Word, games, and the operating system (for
example, Microsoft Windows). Software makes it possible
for us to complete tasks on the computer, like writing
documents, browsing the Internet, or playing music.

When you change the date and time or adjust the screen
resolution, you are interacting with the software part of the
computer. This means you are telling the computer what to
do. When you do this, it affects how the hardware displays
information. Knowing the difference between hardware
and software helps you better understand how a
computer works. [

This is a computer program,
which is a type of software.
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Date and time

If you click the date and time on the right side of the Taskbar, you will notice a clock
and a calendar of the current month. If you want, you can change the date and time

on your computer.

To change the date and time:

> Right-click the clock in the taskbar at the bottom right
corner of your screen. @

> In the window that opens, click Adjust date and time. €)

> |In the Date & time window, you can toggle the option

Set time automatically. €) If you'd like to manually
adjust the time, set this to off. €@

> Click the Change button next to Set the date and time
manually. @ Set the correct date and time, then click

3 Adjust date and time

3 Notifications settings

Change to apply the changes. @ e 9y S2BAM g
10/4/2024 %
Time & language > Date & time
. @, Timezone Region
3 L) 31 A M @ (UTC-06:00) Central Time (US & Canada) @ United States
Friday, October 4, 2024
© Enable location permission for the Settings to improve time zone accuracy. Location Settings
@@ Set time zone automatically off @ ~
Time zone (UTC-06:00) Central Time (US & Canada) v

Adjust for daylight saving time automatically

@ Set time automatically

30

Set time automatically off

om @

Set the date and time manually Change o

E Show time and datq Change date and time
© Turn this off to hide yd

Change date and time

‘ Date
October

Time

3




To set the time zone:

> |n the same Date & time settings window, scroll down to
the Time zone section. @

> Click the drop-down menu @) and select your time zone. €

> If you want your system to adjust the time zone
automatically, toggle Set time zone automatically. @

|Z|||'

R

< Settings - B &
@  Binary Academy Time & language > Date & time E
@
7-29 AM @, Timezone @ Region
Find a setting Q s ® (UTC-06:00) Central Time (US & Canada) United States %
Monday, October 14, 2024
ﬁ Home © Enable location permission for the Settings to improve time zone accuracy. Location Settings
@ system
@@ Sejdumse zone automatically off @ ~
6 Bluetooth & devices o
¥  Network & internet Time zone (UTC-06:00) Central Time (US & Canada) v
/ Personalization X X L i
Adjust for daylight saving time automatically On 'D
B Apps
: Accounts @ Set time automatically On o
| 9 Time & language
#9 Gaming (UTC-07:00) Mountain Time (US & Canada) BB on the taskbar On ‘) ¥
- - (UTC-07:00) Yukon
K Accessibility |

(UTC-06:00) Central America

| (UTC-06:00) Central Time (US & Canada) e
(UTC-06:00) Easter Island
(UTC-06:00) Guadalajara, Mexico City, Monterrey
(UTC-06:00) Saskatchewan
(UTC-05:00) Bogota, Lima, Quito, Rio Branco
(UTC-05:00) Chetumal

(UTC-05:00) Eastern Time (US & Canada)

Screen settings

Computers use pixels, or tiny dots, to create the text and pictures that are displayed on
the screen. The screen resolution is the number of pixels on your screen. A higher
screen resolution presents texts and pictures more sharply, but they are also displayed
smaller on the screen. If you use a lower screen resolution, texts and pictures are
displayed larger.
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To change the screen resolution:

> Right-click an empty space on your desktop and a
pop-up menu will be displayed.
> Click Display settings. €

> The Settings window will be displayed. €

> Scroll down the side bar and in the Scale & layout
section, click the arrow next to Display resolution. €
Move the slider to choose the resolution you want for

your screen.

> Click Keep changes to use the new resolution @) or
click Revert if you don't like it. @

& Settings

Find a setting

Binary Academy

]
| =
3]

e B \ ¢

&

Q =

Home

System

Bluetooth & devices
Network & internet
Personalization
Apps

Accounts

Time & language
Gaming
Accessibility

Privacy & security

1920 x 1080 px

1280 x 720 px

System > Display

Brightness & color

O Night light

Use warmer colors to help block blue light

Use HDR
More about HDR

Scale & layout

Scale

(=]
OJ Change the size of text, apps, and other items

o Display resolution
Y=Y Adjust the resolution to fit your connected display

£  Display orientation

8K

7680 x 4320 px

4K

3840 x 2160 px

QHD

2540 x 1440 px

-
| 2560 x 1440 (Recommended)

1920 x 1440
1920 x 1200
1920 x 1080
1680 x 1050
1600 x 1200
1600 x 900
1440 x 1080
1440 x 900
o 1366 x 768
1360 x 768
1280 x 1024

1280 x 800

00 View
N, Sort by

() Refresh

“J Undo Delete
® New o
[+ Display settings
4/ Personalize

Open in Terminal

£7 Show more options

Ctrl+Z

= (m] X

©

Keep these display settings?

Reverting to previous display settings in 12 seconds.

Keep changes REVE

0

o

Higher resolution doesn't always

mean better graphics. Every

monitor works best with a specific

screen resolution.




Personalizing your desktop

Every computer has a desktop, but every desktop doesn't
have to be the same. You can have your own personal

desktop with a different picture or window colors. e s g
TN Sort by >
C Refresh
To personalize your desktop: =
“) Undo Delete Ctrl+Z X
> Right-click an empty space on your desktop and a ® New >
pop-up menu will be displayed. B s
> Click Personalize. € P

> In the Settings window, click Background. €

Open in Terminal @
> In the Background section, click the picture you like. € . ,
§7 Show more options —_—
@  Binary Academy Personalization
@  binarylogic.academy.en16@outiook...
Select a theme to apply
Find a setting Q
/} Home
B system
9 Bluetooth & devices
@ Network & internet
| / Personalization @ Background 5
Background image, color, slideshow
B Apps
S Account: Colors
o e Accent color, transparency effects, color theme
D Time & language

- o Themes
# Gaming g Install, create, manage
K Accessibility
. 3 % Dynamic Lighting
9 Privacy & security “* Connected devices, effects, app settings
& Settings - 2 X
. .
®  Binary Academy Personalization > Background
] binarylogic.academy.en16@outlook....
Find a setting Q
/} Home
@ System
9 Bluetooth & devices
@ Network & internet Personalize your background
@ A picture background applies to your current desktop. Solid color or slideshow backgrounds Picture i )
| / Personalization apply to all your desktops.
n Apps Recent images
p T
3 Accounts B
9 Time & language
e S -
*#9 Gaming
g Choose a photo Browse photos
* Accessibility 2 s
J  Privacy & security Choose a fit for your desktop image Fill 2
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System sounds

You may want to make the sound louder or quieter on your computer. You can do
this by adjusting the volume.

To adjust the volume: ~ & NG [F c])))_b

> Right-click on speaker icon on the taskbar. €
A pop-up menu will be displayed.

> Click Open volume mixer. €)

> The Volume mixer window will be displayed. € lipUbleshoct o problon:

> Drag the slider right or left to change the €83 Open volume mixer e
volume. o §3  Sound settings
& Settings e - ) X
@  Binary Academy System > Sound > Volume mixer
[o) binarylogic.academy.en16@outlook....
System
100
Find a setting Q
Volume o Q) 10({ .]
f} Home
| @ system )  Output device Remote Audio v
9 Bluetooth & devices
@ Input device No input devices found v
@ Network & internet
/ Personalization
Apps
& Apps
O e ) Systemsounds <) 100 o -
9 Time & language
i Reset sound devices and volumes for all apps to the recommended defaults Reset
#9 Gaming
* Accessibility
Q Get help
)  Privacy & security
&7 Give feedback

If you have a mouse with a wheel,
open the volume slider again and
move the wheel up or down to
change the sound volume.




@ Fill in the blanks.

time zone Display software Date & Time hardware
clock speaker Personalization
1. To change the date and time on your computer, right-click the

in the taskbar and select "Adjust date and time".

In the Date & Time settings, you can change your

to ensure the correct time is displayed for your location.

If the screen resolution is too high or too low, you can adjust it by going to

the settings and choosing a different resolution.

To change the sound volume, you can right-click the

icon on the taskbar and select "Open volume mixer".

The section allows you to change your desktop

background and color scheme.

If you want your system to automatically adjust for daylight saving time,

make sure this option is toggled on in the settings.

The physical parts of a computer, such as the monitor, keyboard, and hard

drive, are called

Programs like Microsoft Word, games, and the operating system are

examples of that tell the hardware what to do.
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9 Read the questions and put a check mark for the correct answer.

1.  Which option allows you to adjust the screen resolution?

a. Hardware and Sound

b. Display settings

c. System and Security

2. What are the two main parts of a computer?

a. Software and applications

b. Hardware and software

c. Applications and tools

3. How can you change the screen resolution on your computer?

a. Turn off your computer and restart it.

b. By clicking on the speaker icon.

c. By opening Display settings and selecting Display resolution

4. Which option would you select to change your computer's desktop
background and theme?

a. Appearance and Personalization

b. Device Manager

c. Internet Options



9 Why is it important for your computer to have the correct time
and date? What could happen if the time on your computer is
wrong?

Q Now it's time to explore and customize your computer.

1. Check your screen resolution: Find your computer's screen resolution.
Write down what it is. Then, change the resolution to 800 x 600. What
happens to the size of the icons on your desktop? After that, change the
resolution back to what was recommended.

2. Make your desktop awesome: Choose a picture or a color you really like
and use it as your new desktop background. Make it your own!

3. Set the clock for a friend’s country: Pretend you have a friend who lives
far away in another country. Change the time settings on your computer
to show what time it is where your friend lives.

For Review Purposes Only
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Protect my computer

Did you know that there are viruses
* that can harm your computer?

Basic troubleshooting strategies

Sometimes, computers do not work the way we expect, and knowing how to
troubleshoot (find and fix) common problems can save you time and frustration.

Here are a few simple strategies you can use when things go wrong:

Restart the device.

If your computer is acting strangely,
restarting the device can fix many
issues by refreshing the system.

Check for power.

Always make sure your device is
plugged in or fully charged if it is
running out of battery.

Check network availability.

If you are having trouble accessing the
Internet or using online programs,
check if your Wi-Fi or network
connection is working properly.

Close and reopen a program.

If a specific program is not working, try
closing it completely and then
reopening it. This can help reset the
program and solve temporary problems.

O 9 O 6

By using these troubleshooting techniques, you can often solve problems on your own
without needing help. Learning these skills will help you become more confident in
managing your computer.



I need help!

Sometimes, when using a computer, you might run into a problem or have a question
about how to do something. You can use the Get Help feature in Microsoft Windows to
get help with troubleshooting issues or get answers to your questions.

Intel® Graphics Command Center

To search for help: Q. isearetstorapps,satings, ane coeurrants i
H Pinned Allapps >
> Click the Start button. € e
> Click the All button. €) ¢ 4 4 % 6 @
ige Word Excel PowerPoint Mlc(roofs:cf:fés QOutlook (new)
> Scroll down the sidebar with the a B & = ¢ in|
appllcatlons and Clle Get Help e Microsoft Store  Photos Settings c“ﬂ:fc'ﬁii.'ﬁ, To Do Linkedin . E
> The Get Help application will open. @ 7] B ®» o @ L
Calculator Clock Notepad Paint Snipping Tool OneNote
> Describe your issue, for example, %
"cannot print", @ and press Enter. @ Recormended ore >
> Read the results carefully. @ [ s - s
> Follow the steps provided to solve B reconadoes ey e
your problem. @ e T
Recently added Recently added
: Binary Academy O
= —  File Explorer
| System =
EE Q searcn L =CoB
G @
u Game Bar
System
h Get Help
System
Q Get Started
System
|

Intel® Optane™ Memory and Storage Management

Q

Get Help Binary Academy BA

We're here to help

Tell us your problem so we can get you the right help and support.

L Example: Can't install Office

80 characters remaining

Common searches

AR Set up scanner in Windows
L Fix ethernet connection problems
£ How to install Office

0O Troubleshoot activation errors in Office

Ly
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£ cannot print E E X

68 characters remaining

Printer troubleshooter o

We are sorry to hear that you are experiencing printer problems. In the next steps we
will try to help you fixing the problem.

Note: During this process we will run some diagnostics in your PC to detect the
problem your are experiencing and run some automated steps to try to fix it.

Tip: You can always click on the "pencil” icon in the blue box to change your choices.

Do we have your consent to proceed with the diagnostics and try
automated steps to fix the problem?

Yes

Mo More help

Fix printer connection and printing problems in Windows
MICROSOFT SUPPORT

Windows 11 Windows 10 Windows 8.1 Windows 7. Step 1. Unplug and restart your printer.
Sometimes power cycling your printer can resolve the issue. Turn off your printer and unplug it,...

MICROSOFT SUPPORT

Troubleshooting offline printer problems in Windows e

Open Get Help. If the Get Help app is unable to resolve your printer issue, try the possible
solutions listed: Windows 11 Windows 10. 1. Check to make sure the printer is turned on and...

How to troubleshoot printing problems in Windows 10
COMMUNITY ANSWER

Here are three ways to find and install a driver: 1. Use Windows Update. Windows Update might
have an updated version of your printer driver. To update your drivers using Windows Update...

Checking for viruses

Malware

In order to enjoy the Internet safely, you have to protect your computer from dangers
known as malware (for example, viruses). Malware is any program that can harm your
computer, destroy your files, or copy your personal data. Malware can also harm
phones, tablets, and other digital devices.

What to do for protection

You must have an antivirus program installed on your computer and make sure that it is
always updated for new malware. You can either buy an antivirus program, or you can
download a free program, like Windows Defender, from the Internet.

How to use an antivirus program

An antivirus program automatically checks for malware that tries to infect your
computer. You can also perform a scan to make sure your computer is clean and safe.



To scan your computer for viruses:

> Click the Start button, € and in the search box type, Windows Security. €)
Select Windows Security from the search results. €

> In the Windows Security window, click Virus & threat protection. O

> To run a quick scan, click the Quick scan button. Windows will scan your
system for any malware or threats. @

|Z|||'

> If you want to perform a more complete scan, click Scan options @ and select
Full scan. @

Q. Windows Security| e E

R

Work  Apps Documents  Web Settings People B &4 binarylogic P

Best match 9
I . Windows Security
System

Settings *Nindows Security
System

< Windows Security >

O Windows Security settings > @ Open

Search work and web %P Pinto Start

] : <P Pin to taskbar
Windows Security - See work and

web results &3 App settings

Q_ windows security app >
Q_ windows security center >
Q_ windows security settings >

Windows Security - [u] X
Q. windows security scan
Q. windows security troubleshooter Security at a glance

@ Home See what's happening with the security and health of your device

and take any actions needed.

Q_ windows security updates O Virus & threat protection

& Account protection

- e @ o =

1] S
earch B App & browser control
Q EP Virus & threat protection Account protection
Bevice securily No action needed. No action needed.
Device performance & health

juu]
@
& Family options
o)

Protection history

3 &

Firewall & network App & browser control
protection The setting to block potentially
No action needed. unwanted app downloads is

tured off. Your device may be
vulnerable.

Turn on
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Windows Security
6
(® Home
| O Virus & threat protection
& Account protection
() Firewall & network protection

B App & browser control

Device security

S

Device performance & health

Virus & threat
protection

Protection for your device against threats.

D Current threats

No current threats.

Last scan: 10/9/2024 3:00 PM (quick scan)
0 threat(s) found.

Scan lasted 1 minutes 10 seconds

29363 files scanned.

 an )
6

Have a question?

Get help

Who's protecting me?

Manage providers

Help improve Windows Security

Give us feedback

Change your privacy settings

<& Family options )
Scan options View and change privacy settings
O  Protection history AllGwed Hiveats for your Windows 11 Pro device.
Privacy settings
Protection history <~ 3
Privacy dashboard
Privacy Statement
Virus & threat protection
settings
No action needed.
Manage settings
€3 Settings
Windows Security = (m]
Allowed threats . ;.
Change your privacy settings
— RFEETON ey View and change privacy settings
- for your Windows 11 Pro device.
@ Home Privacy settings

O  Virus & threat protection

<& Account protection

@ Firewall & network protection
B  App & browser control

O Device security

@ Device performance & health
& Family options

D Protection history

€3 Settings

O Auick scan

Checks folders in your system where threats
are commonly found.

O Full scan o

Checks all files and running programs on
your hard disk. This scan could take longer
than one hour.

O Custom scan

Choose which files and locations you want to

check.

O Microsoft Defender Antivirus (offline scan)

Some malicious software can be particularly
difficult to remove from your device.
Microsoft Defender Antivirus (offline scan)

can help find and remove them using up-to-

date threat definitions. This will restart your
device and will take about 15 minutes.

Privacy dashboard

Privacy Statement

For Review Purposes Only




How to update an antivirus program

An antivirus program can only protect against malware if it knows about it. Every day,
new viruses are created. To protect your computer, you should download updates to
your antivirus program very often.

X

To update your antivirus program:

> |n the Virus & threat protection section, under Virus & threat protection updates,
click Protection updates. €

> In the Protection updates window, click the Check for updates button. €)

R

> Your computer is now protected. E
Windows Security - m] X %
< Scan options View and change privacy settings

Allowed threats for your Windows 11 Pro device.

= . X Privacy settings
Protection history

tiome Privacy dashboard
Privacy Statement
Virus & threat protecti . =
Vst e protesiion Virus & threat protection
& Account protection settings
No action needed.
() Firewall & network protection
Manage settings
B App & browser control g g
O Device security
~ Virus & threat protection
% Device performance & health o updates
%  Family options Security intelligence is up to date.
Last update: 10/13/2024 11:44 PM
& Protection history
Protection updates o
€3 Settings
Windows Security -
< I .
~ Protection updates
n View information about your security intelligence Have a question?
X H To check when you version, and check for updates. Get help

did your last update,
1O Vil check the date next

& Ac to Last update. Security intelligence

Help improve Windows Secur|

Microsoft Defender Antivirus uses security Give us feedback
() Firewall & network protection intelligence to detect threats. We try to
automatically download the most recent
B3 App & browser control intelligence to protect your device against the . i
newest threats. You can also manually check for Change your privacy settings
O Device security updates. View and change privacy setti

for your Windows 11 Pro devic

% Device performance & health Security intelligence version: 1.419.487.0 ) .

Version created on: 10/13/2024 3:44 PM Privacy settings
& Family options Last update: 10/13/2024 11:44 PM Privacy dashboard
O  Protection history o upiates e Privacy Statement
€3 Settings
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What else should I know?

Always keep your computer updated. All programs on your computer and the
operating system may need updates to fix problems and improve their protection.
Always say yes to updates!

Find a setting Q

{} Home
B system
9 Bluetooth & devices
@ Network & internet
/ Personalization

B Apps

; Accounts

9 Time & language
#® Gaming

K Accessibility

Privacy & security

9
@ Windows Update

Windows Update

You're up to date

u Last checked: Today, 10:29 AM Check for updates

Don’t open email messages from an

unknown sender. They may contain

viruses. Any type of attachment can
also be dangerous. Be careful!

1. Learning the basics
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@ Fill in the blanks.

antivirus malware scan update threats

restart sender secure software

When a computer is not working as expected, one of the simplest

troubleshooting strategies is to the device, as this

can often resolve many issues by refreshing the system.

An program is designed to detect and remove

from your computer.

It is important to your antivirus software regularly to

ensure it can protect your system from the latest

Running a helps check your computer for any

harmful files or programs.

Do not open email messages from un unkown

To keep your computer always download

only from trusted sources.
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@) Read the questions and put a check mark for the correct answer.

1. What is the main purpose of antivirus software?

a. To organize files and folders

c. To increase the speed of the computer

‘ b. To detect and remove malware

2. What should you do to keep your antivirus software effective?

‘ a. Uninstall it every month.
‘ b. Disable it when using the Internet.

c. Update it regularly.

3. Which of the following is an example of malware?

a. A file manager

‘ b. A spreadsheet application

c. A computer virus




9 Why is it important to keep your computer safe from viruses?
How can checking for updates help protect your computer?

0 Your computer screen suddenly freezes while playing a video.

Follow the steps to troubleshoot the problem

1. Use Get Help to solve the problem:

+ Open your computer, find the Get Help application, type your question,
and follow the instructions.
« Write down what you learn.

2. Check for viruses:

« Open Windows Security.
« Perform a quick scan to check for any malware or threats. If you have
extra time, run a full scan.

3. Update your antivirus program:

» Check for antivirus updates.
« Write down the last update date.

For Review Purposes Only
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Create a personalized and organized workspace on your computer
about viruses, how they work in the human body, and how they
work on computers.

1. Create a folder named "Viruses" on the desktop. Inside this folder,
create subfolders (for example, "Human body" and "Computers").

2. Open Microsoft Word and create two documents, one for each
subfolder. In one of these documents, you would write a short
paragraph defining what a virus is in the human body. In the other,
you would write a definition of a virus on a computer.

3. Rename the files to reflect their content clearly (for example,
"Virus_Computer.docx").

4. Add shortcuts for frequently used programs (for example, Word) to
the "Viruses" folder.

5. Change the desktop background to an image related to viruses.
6. Adjust the screen resolution and icon size for better visibility.

7. Compress the "Viruses" folder and document the size difference
between the original and compressed folders.

8. Extract the compressed folder into a new location.
0. Update the antivirus software.

10. scan your computer with an antivirus program to ensure it is safe.

1. Learning the basics
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Reflect

1. How did creating shortcuts help you save time and stay organized?

@‘@‘Hﬂ‘@j‘@ i

2. Why was compressing your folder useful, and how would this help
if you needed to share your files with someone else or save space
on your computer?

3. Why do you think scanning your computer with antivirus software
is important? Do any of the tasks in this project, for example,
creating shortcuts and downloading images, increase the risk of
viruses infecting your computer?
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Discover

Apple iOS

You can create shortcuts for
apps using the Shortcuts
app, which comes pre-
installed on iOS. The
Shortcuts app allows you to
edit, organize, and manage
shortcuts. You can also add
shortcuts to the Home
Screen.

Additionally, the Files app on
iOS allows you to compress
and unzip files. You can also
change date and time
settings in the device
settings.

Google Android

Android allows you to search for files or
folders stored on the device using File
Manager. It also allows you to organize
shortcuts on the home screen for quick

Settings

access. Apps like File Manager can
help create and manage shortcuts for
specific files, folders, or apps. Last,
Android supports compressing and

unzipping files.

YouTube:

6:05AM FriDec 6 = 54% @ )
Settings General
Screen Time
About
Software Update
°
a Control Center
AppleCare & Warranty
a Display & Brightness
o Home Screen & AirDrop
App Library
o AirPlay & Handoff
@ Multitasking & Gestures
Accessibility
iPad Storage
Wallpaper
Bap Background App Refresh
o Siri & Search
Apple Pencil Date & Time
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Check out your new skills!

> | can create and delete shortcuts.

| can manage shortcuts to access files faster.

>
> | can compress and extract files to save space on my computer.
>

| can change my computer's settings, such as the screen

resolution and time zone.

> | can run antivirus scans to protect my computer from malware
and keep it safe by updating my antivirus program regularly.

antivirus
compress
file

folder
hardware
malware

personalization

Recycle Bin

scan
screen resolution
shortcut
software

speaker

update

virus

zip






