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A4. Identify and Navigate Components of the Desktop
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To correctly demonstrate two methods to open a program

Lesson Duration:

15-20 minutes (may be repeated on several days as needed)

Pre-Instruction:

The instructor should be familiar with the two different ways to open programs.

The instructor should be familiar with the different programs available on the computers in the lab or classroom. 

The lesson needs to be taught in conjunction with Lesson A5 – Correctly Exit All Programs.

Materials Needed:

Computer

Learning Objective:
Learner will correctly open a program from the program icon and from the Start menu and Program list.

Presentation/Procedure:

· Ask the learners which programs, if any, they have used in the past.  

· Ask the learners what ways they know to access or open a program.

· Identify and explain each of the icons on the desktop.  
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· Using a computer, roll pointer over the different icons and show the learners how the screen displays the description of the icon.
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· Emphasize that not all programs can be found on the desktop.  Some programs may not be represented by icons on the desktop.  Thus, if no icon appears, it is necessary to click on the Start button to access the Start menu.  The Start menu contains shortcuts to files, applications, and resources on the system.





· Explain that some programs can be behind different names (e.g., depending on the configuration, Microsoft Word, Excel and PowerPoint may be part of Microsoft Office).

· Identify the different programs within Accessories by sliding the mouse pointer up to Programs and then over to Accessories where a number of programs such as Calculator and Games can be found.   
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Practice:

· Have learners open Microsoft Word by double-clicking on the Microsoft Word icon.  Have them practice opening and closing it a couple of times by clicking on the icon and then closing it from the exit button (see Lesson 5A Correctly Exit All Programs).    

· Practice opening and closing Word a couple of time by clicking on the Start button and then going to Programs.  From the list of programs and applications, learners should select Microsoft Word (it may be under Microsoft Office). 

· Instruct learners to close all programs.  Have learns open Calculator or one of the other programs in Accessories.

Evaluation: 

Have learners (individually) open a program such as Microsoft Word utilizing two different methods.

Closure:  

Review the two methods to open a program and discuss observations made during the individual learner evaluations.
Vocabulary:

(See Glossary for definitions)

Start menu, Programs, Accessories, icon, Start button, Program menu

Resources:

Teknimedia:  PC 100 -- Lessons 20 & 21

Instructor Comments:

· Instructors may pick any program to open.  They can use this exercise to briefly acquaint learners with the many programs available.  

· This competency needs to be taught in conjunction with Lesson 5A Correctly Exit All Programs.

Instructor Reflections:
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