Section 1 
Getting Started – 

Starting the Computer- The Windows Desktop - Arranging Icons - The Taskbar - The Start Menu - Opening Windows - Sizing and Moving Windows - Scroll Bars - Close a Window - View System Properties - Using Help - Shut Down and Restart

Section 2 
Managing Files – 

Disks, Folders and Files - Folder View -  Moving Files - Selecting Multiple Files - Viewing Object Properties - Renaming Files and Folders

Section 2 Managing Files - Deleting Files and Folders - The Recycle Bin - Copy a Floppy Disk - Search Files/Folders - Advanced Searching - 

Section 3 
Print Management – 

Printers - Change the Default Printer - Print Information - View Print Job - 

Section 4 
Running Applications – 

Run an Application- Entering & Formatting Text - Saving Text - Print a Document - Switch between Applications - Closing an Application  - Create a Desktop Shortcut Icon - Create a Menu Shortcut

Section 5 
Control Panel – 

Control Panel - Date/Time - Display Options - Select a Background - Screen Saver - Appearance - Settings and Effects - Sound and Multimedia- 

