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Course: 
Windows 98  End User
Duration:
One-Day
	COURSE OBJECTIVES:
	To get delegates to a point where they are comfortable navigating around Windows and using the mouse. The Windows file management system is covered along with other standard Windows applications.


	WHO SHOULD ATTEND:
	Anyone who will be using this version of the Windows operating system on a PC.


	EXPERIENCE NEEDED:
	No experience of Windows is required. In fact, no PC experience is necessary for this course. Any experience in a previous version and some basic use of the mouse and keyboard would be an advantage.


	COURSE CONTENTS:
	

	
	

	1: Introduction to Windows 98

How to Start Windows 98
2

What is Windows 98
3

Using the Mouse
4

Special Mouse Effects in Windows 98
5

The (Start Button
6

The Windows 98 Desktop
7

Arranging Windows
9

The Taskbar
12

The Active Desktop
13


	3: File and Folder Information

Files and Folders


Using My Computer


Windows 98 Folder Options


Moving and Copying Files and Folders Using My Computer


Using the Keyboard

Windows Explorer

The Windows Explorer Menus

Changing Views in Windows Explorer


Formatting a Floppy Disk



	2: The Desktop and Icons

The Desktop & Icons
2

My Briefcase
4

Control Panel
5

Printers Folder
6

Using the Keyboard
7

Dialog Boxes
8

Modifying Screen Properties
	4: Data Transfer and management

File Management with Windows Explorer


Creating and Using Shortcuts


Create a Shortcut to an Application (or Program)


A Special Folder


Using the Find Files and Folders function

How to Exit Windows 98 or log off
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