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Human Inte ' =
Keyboards Properties
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Network adapters
Portable Devices
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-
€D 3D Viewer
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Microsoft Store
Bijoy Bayanno
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Xbox Console.

Microsoft Edge
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Acrobat Reader DO

Adobe Hustrator 2022

Adobe Photoshop Express:
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View
Sort by
Refresh

Paste

Paste shortcut
Undo New
Git GUI Here
Git Bash Here

Graphics Properties...

Graphics Options

New

Display settings

Personalize

@ Home Background

Personalization
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Start 5
Taskbar

Browse
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Settings

Gy Home Background

| |

Personalization

Il B Background I

&2 Colors

C8d Lock screen

Background

(=21 Themes [
I | Picture

4a  lFonts
Choose your picture

Choose a fit

II Finl

1

528  Start s
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: (Personalization)
. Taskbar location on screen
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Right-
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Lock screen-
Themes-
, Fonts-
Start-

Taskbar-
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Color-

(Bottom)
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Themes

& Desitop lcon Settings Aelabict Setthngs
Deskicp kons

Oeshazp ioore High contrast settings
Aomputer )
[ Uvers Fies Sync your settings
[ Networc

Q@ Gethelp
L Give feedback

foas v

Change Icon-
Ok-

. Apply-

.Remane

Pin to Quick access
Manage
Pin to Start

Map network drive...
Disconnect network drive...

Create shortcut
Delete
ename

Properties
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View-

Auto arrange Icons
Auto arrange Icons

Large icons-

Small icons-

Large icons
> ® Medium icons
Small icons

Paste

Paste shortcut

Undo Delete
<% Git GUI Here
< Git Bash Here

0“0 arrange icons
Align icons to grid

~~ Show desktop icons

- Graphics Properties...
&3 Graphics Options

New

Display settings
& Personalize

. Create Shortcut
. Delete
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Create shortcut
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Microsoft Edge Enter
Microsoft Edge
Google chrome download
Enter
. DOWNLOAD CHROME-
ACCEPT AND INSTALL-
Run-
Yes-
Pin to taskbar-
- Get Help
Get Help Get Help
Enter-
All Apps Documents Settings Photos Web More » Feedback o0
Best match
A Get Help [ &
App
AP0 Get Help
Kl Tips > App
Search the web
pe get - See web results > 7 Open
Photos (1+) <= Pin to Start
Websites (1) <2 pin to taskbar
Documents (6+) £33 App settings
Settings (4+) Y= Rate and review
2?  Share
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Exit Close-

Properties-

g NGO T SN T Properties X

General Securty Details Previous Versions

v% r%mmwﬂﬁm : File Name

Microsoft Word Document (docx) <
B @ e

C:\Users\user\Desktop
4.30 MB (4,518,700 bytes)
4.31 MB (4,521,984 bytes)

File Type

File Location

File Size

Saturday, March 26, 2022, 5:01:30 PM
Tuesday, March 29, 2022, 6:02:53 PM
Today, March 29, 2022, 40 minutes ago

File Created Date

File Modified Date

[lReadonly  [JHdden

File Attribute | © Thisfile came from another
computer and might be blockedto L Itk
help protect this computer.
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File Explorer-

File Explorer

OneDrive, Desktop, This PC, Network

Quick access-

Enter-
(Windows+E)

G File Explorer

Settings

" Power

i All apps

£ File Explorer

Quick
access

Quick access

OneDrive

This PC
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This PC

Network

W 7 | FileExplorer
Home  Share  View
* = D & tut il :% x Eﬁ T New item - / Flopen - Ffseletall
- %2 Copy path * = ~ Fleayaceess~ L 55 Select none
PintoQuick Copy Paste Move Copy Delete Rename  New i . i
Se [f] Pasteshotet | 1o+ tor v folder . History G Invert selection

Clipboard Organize New Select

A * > Quickaccess » v b P?mh Quick access

= » Frequent foiders (9)
> o Quickaccess Search Box
> Recent files (20)

> @ jve - Personal
N !::c\ Quick Access

» [l ooiveF)Pinter | OneDrive

Network | v Network

(Clipboard)

(Copy)
(Paste)

(Cut)

(Copy path)

(Paste shortcut)

(Organize)
(Move to)

(Copy to)
(Delete)
(Remane)
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(New)

(New folder)

(New item)

(Easy access)

(Open)

(Properties)

(Open)

(Edit)

(History)

(Select)

(Select all)

(Select none)

selection)

(Invert

New ltem *

£ Eaty dccess
4]

folder
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Documents-
New Foldar-
S.tudent
New Item-

) Microsoft Word
Document, Microsoft Excel Worksheet

Document

& | 4 | = | Documents

I o sree view
b 4.t '_1 % x liﬁ@l '%""'““‘JE' T Open~  FHselectall

%= Copy path ‘ 7 Easy access ~ [ Eait 5 Select none
Pinto Quick Copy Paste Move Copy Delete Rename  New Properties ? )
SCcess [7] Paste shotat o o~ = folder +  @History 7 Invert selection

Clipboard Organize New Open Select

<« v 4 > ThisPC > Documents > v O £ Search Documents

A Name Date modified Type Size

I Desktop

& Downloads #
@M ocuments f:ia’t;‘
Pictres  #
[ This PC

o Quick access
i | Final Work 3/10/2022 1:12AM  File folder

| Custom Office Templates 5/20/20212:45PM  File folder
3/24/2022 10:24 AM  File folder

3items  1item selected
Toas v.¢ (FISIF 8 T2 CoAl GIR AIFNFIA FAD

(Ctrl + Shift + N)
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Document, Microsoft Excel Worksheet

Foldar-

Views
Sort by
Refresh

vV

Paste

Paste shortcut
Git GUI Heres
Git Bash Here

B9 Graphics Properties...
S Graphics Options >

News

Il Display settings
w2l Personalize

| 2|
Ex
=

New-

Folder
-~ Shortcut

- | Bitmap image

= Microsoft Word Docurment
= Microsoft PowerPoint Presentation
S wWinRAR archive
] Text Document
>« I Microsoft Excel Worksheet
Sl wWinRAR ZIP archive
O

N

Microsoft Word

Foldar New Microsoft Word Document

) PNG

Open-

Open-

New

Remane-

JPEG

Open-

Open with-
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Move to-

Copy to-

5 | [ || = | Documents

Home Share View
IE TRy Newitem S T Open~ [ selectall
» @0 _BXEﬁl sl 1% -l |-

5 £ Easy access ~ [ Edit 1 Select none
Pinto Quick Copy Paste Mou Copy  Delete Rename  New Pro perties o0 )
ceets [#] Paste shortcut ae S folder L@ History Invert selection

Clipboard Desktop | New Open Select

% P s ThisPC > Document ¥ Downloads il 2 Search Documents
R Documents 1 G
Name D Music ~ Date modified

o Quick access I
3 & Pictures
[ Desktop .
J

Final Work [ videos 21:12AM  Filefolder
¥ Dowrloads # I 1 Costom o Bl chooseloation,, | 22021 245PM  Filefolder

~

= Pictures 5 New folder 2)

[ This PC % || Newfolder
= v

B Desktop
Jitems  1item selected

foas =13 at ct=sta st

E 1 & | = Documents

e
,:gu, [7] Paste shortat 4o

Clipboard

%l

« ~ 4 [E > MisPC > Documents

022 1 12 AM File foldef
021 Z45PM  Filefolder

S RN N BT

a“
!
:
}
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Copy-

Paste-
Documents
Send to- Documents-
Documents-
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Clista ey PR AT (0| Ny

1 91 (PRI

o Vllioneh

Ryt e, o st

History-

Manage  RecycleBin

| ;
Home  Share  View Picture Tools

Delete-

Delete-

ol i)
A > RecycleBin

foas 0.0

Recycle Bin

) Restore the
selected items-
Restore-
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Properties-

General-

. General-
Security-
Customize-
Previous Versions-

@ New Microsoft Word Document (3) Properties ~ Final Work Properties

\% [New Microsoft Word Document (3) | [Final Work

Type of file: Microsoft Word Document (.docx) Tes File folder
0 Word Change.. l L ion: C:\Users\user\Documents
C:\Users‘\user\Desktop Size: 1.70 MB (1.789.052 bytes)
0O bytes 1.71 MB (1,794,048 bytes)
: Obytes ins: 4 Files, 0 Folders

Monday. March 21, 2022, 9:19:38 PM : Thursday. March 10, 2022. 1:12:48 AM
Monday. March 21, 2022, 9:19:38 PM
Yesterday. March 21, 2022, 9:19:38 PM : [@Read-only (Only applies to files in folder)

[ Hidden
DlResdony  Cltdden

Properties-
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docx

Microsoft Word document

xlIsx

Microsoft Excel workbook

txt

Unformatted text file

aac, adt, adts

Windows audio file

wmv

Windows Media Video file

ipg. jpeg

Joint Photographic Experts Group photo file

pdf

Portable Document Format file

(Documents)

(Pictures)
jpeg, png

(Music)

(Videos)

h Downloads
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E 1 [ || = Documents

Home Share @

Ij [Tl Preview pane @] Extra large icons [&] Large icons
[ Mediumicons  FE Small icons
Medium i EEE small i
Navigation [TH Details pane g : :
o [ Detalspane: | |gg 11

Panes Layout

& v 4 [E5 TisPC > Documents »
Name
v 3 Quick access
[ Desktop
& Downloads
Documents
[&=] Pictures
I This PC
| New folder
| New folder
| Screenshots
| Send to Editor

|| Custom Office Templates
|| Final Work

> @ OneDrive - Personal
> & This PC
> [ CD Drive (F) GP Inter

> b Network

I : [ item check boxes P

Sort oy

[T] File name extensions

Hide selected  Options

by~ [ [ Hidden items items -

Current view

Date modified

5/20/2021 2:45 PM
3/10/2022 1:12 AM

Show/hide

v O £ Search Documents

Type Size

File folder
File folder
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Open file location-

All Apps Documents

Best match

a Work with user application

programs- 3

Microsoft Word Document
Last modified: 3/21/2022, 7:09 PM

Apps

»3 Word

B WordPad
Office

Settings

B Work Folders

E: Manage Work Folders

B Access work or school
Search the web
Work - See web results
workday
workplace

workday login

Open-

Enter-

Last modified

Open file location

P s e cie |

Copy path

| S3corer e s v
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W = FileExplorer
Home Share View
R, & Ccut (i .. 03 Mew tem - [ Elopen - FHselectan
* 5 m = Copy path - a x __I] ) Easyaccess - hoﬂ“ [ Eant 59 Select none

Pinto Quick Copy Paste Move Copy Delete Rensme New ;
beoe [f] Pasteshotat 't~ 1o = tolder O History  (f inwert selection

Organize New Open Select

w8
Dot e (@ Work with user application

programs- 3 (1).docx
O Work
programs.docx
programs- 3.docx
Text for work bt
. workspacexml - idea
New Microsoft Excel
Worksheetxlsx

workspacexml - idea
© workspacexm| - idea
e workspacexm| - jdea

. Frequent folders (9)
> Recent files (20)

(Perform Basic Computer : i BT LY/50)
Operation)

RTPMC2005A1




This PC-

. Properties-

) Tools-
. Scan drive-

Ok-

B | ThishC

File Computer  View

¢ v 4@, Thisec v O | SerchThisPC
" Videos a Vv Devices and drives (6)

v [ This PC i
> [ Desktop W W

, Local Disk VMs (D) Spare (E) USB Drive
> 5 Documents I () (6)

> ¥ Downloads
> ) Music w

» [& Pictures USB Drive
. Mo (H:)

12 items

Format-
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. Quick Format-

Open

Open in new window

Pin to Quick access

TreeSize Free

Turn on BitLocker

Open AutcPlay...

Scan with Windows Defender...

Share with

Open as Portable Device

7-Zip

CRC SHA

Show this folder on the desktop
Include in library

Scan with Malwarebytes

Pin to Start

e (Job Sheet)-
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(Learning objective):

(Objective):

Add or Remove Programs

- Programs and
Features - Apps & features

& Settings

@ Home Apps & features

Find a setting MiniTool MovieMaker 801 MB
7112021

Apps
93 MiniTool Partition Wizard Free 12.5 176 MB
_ fa 7/6/2021
Apps & features

iE MiniTool Photo Recovery 49.5 MB
12/5/2019

¥ 8 MiniTool Power Data Recovery 10.0 156 MB
- 7/20/2021

:=  Default apps

Offline maps

10.0
Apps for websites

— | Modry uninsat

MiniTool ShadowMaker 327 MB

Startup 1/14/2021

MiniTool uTube Downloader 309 MB
7/2/2020

98 MiniTool Video Converter 321 MB
6/23/2021
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Add or Remove Programs

: Apps & features Add or Remove Programs
Enter
. Apps & features

Add or Remove Programs

: Settings-
. Apps- Apps & features

Add or Remove Programs

. (Control Panel)
. Programs and Features-
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: Apps & features Add or Remove Programs

Enter
. Optional features-
. Add a feature-

. Install-

Apps & features Add or Remove Programs

Default apps-

Apps & features Add or Remove Programs

Uninstall-
Modify-
Move-
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This PC-

CD-ROM
(setup.exe)

Extract-

"microsoft.com/software-download/windows10"
Enter-
. Download tool now-

(.exe)

Accept- Decline-
Upgrade this PC now-

. Change what to keep-
Keep personal files and apps
Keep
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personal files only

Nothing
. Install-
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(Objective):

(Learning objective):
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(OEM Toner Cartridges)
(New Compatible Cartridges)
(Remanufactured Cartridges)
(Refilled Cartridges)

OEM
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. Settings- Device installation
. Change device installation settings-
, Yes-

. Save Changes-

Get even more out of Windows
With a few quick selections, you'll be on your way to enjoying the full Microsoft
experience.

[ p—

| Device intalation| & x|
7 Changedeie insalaton settlngs<-———'—|l 2]
Smmmmm X @ Network & Intemet

Do you want to automatically download manufacturers’ apps and custom icons Wi meple e VPN
available for your devices?

@anl

(O No (your device might not work as expected)

T

B

Printer Add a printer or scanner-

. Add a printer or scanner- (+)
. Add Printer-
. Next
. Have a disk
Yes Finish

(Perform Basic Computer
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. Settings- Devices-
. Printers & scanners-

. Add a printer or scanner-
. Add Printer-

.Yes Finish

s Devices and Printers

i« v 4 Fa » Control Panel > All Control Panel ltems > Devices and Printers

Add a device IAdd a printer I

~ Devices (5)

! B* Add a device
- Choose a device or printer to add to this PC

DESK'K)P OP8HS HP V214a Searching for devices

~ Printers (5)

ﬂ@g

Microsoft Pr
to PDF

[ O

The printer that | want isn't listed

(The printer that | want isn't
listed)

Control Panel Enter-
DeV|ce and Printer

. Printer properties- Sharing-
. Share this printer-

(Perform Basic Computer ) : i 8T b'8/505
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Settings- Devices

. Printers & scanners-
. Printers & scanners-

. Manage- Set as default-

Printers & scanners

-_—r e

Eg] HP LaserJet Pro MFP M127-M128 3

s s s

EEJ HP LaserJet Pro MFP M127-M128 PCLmS (redirected 3)

Eg] HP LaserJet Pro MFP M127-M128 Series Fax
HP LaserJet Pro MFP M128fw
Toner/ink low

Microsoft Print to PDF

Microsoft XPS Document Writer

% STAGE PDF Converter

% STAGE PDF Converter (redirected 1)

(Add a printer or scanner)

(Perform Basic Computer
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Ctrl P

File-

Print

Printer

Microsoft XPS Document W..

-
=@ ready

Printer Properties

Settings

Print All pagc /Izl

The whole thing

Print One Sided

Only pr
Collated
1,23
Portrait Orientation
Letter
5" 5 11
Normal Margins

Left: 1 Right: 1"

1 Page Per Sheet

=t
\m
e

Page Setu
oo

of 1 ? 32% —

Orientation

. Letter-
. Margins-
. Page per Sheet-

Copies-

Print All Pages

Print All Pages-

Print Current Page

Custom Print

Menually Print on Both Sides-
Collated-

Portrait

Landscape Orientation

RTPMC2005A1

(Perform Basic Computer
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. Pege Setup-
. Margins-

Margin® » {iayout}

- - i~ &
PageSdupI 2 | 4 3 I 4 4|
x i Paper [ Layout.
Printer PR

Ia Microsoft XPS Docurnent W... _ | Section stagt: [Newpage =)
Beady X __| supp endnotes
Lromtersreparmiz: 3 Headers and footers
[[] pifferent odd and even
[] Different first page
Print Al Pages s
From edge:

The whole thing Footer: _ﬂ
> =4
Page

Print One Sided Vertical alignment:

Only print on one side of th...

Collated
.23 1,23 123

Portrait Orientation

Letter

85" x 11"

Normal Margins
Left: 1" Right 1"

1 Page Per Sheet

EI—-—»W

Control Panel Enter-
. Device and Printer
Printing Preferences-
Services- Align the Print Cartridges-

(Perform Basic Computer : : 8T ba/505
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Open All Active Printers, Printer Queue

Cancel

HP Laserlet Pro M402Zn
Printer Document WView

Document Mame Size Subﬁiitt.. Port
1:19:37 ... Documentsh*.p..

ﬁ Are you sure you want to cancel the
document?

[ Yes J[ Mo |

Control Panel
Devices and Printers

Cancel

Yes-

e (Job Sheet)-

BRI iR
-0

(Perform Basic Computer
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(Content):

(Assessment criteria):

(Condition):

(Learning Materials):
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- (Learning Out Come- 6):

(Learning Activities)

/
(Resources / Special instructions)

RTPMC2005A1 -

(Self Check)

(Answer Sheet)

(Perform Basic Computer
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(Learning objective):

(Objective):
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(Sign Out)

Exit Close-

New Tab > ==

SR
L?L_l =2
ndroid app Dever... o Android App C5UTS...

Gmail Images

Gulam Rafy Siddique
rafy@telnet.com.bd

Manage your Google Account

= Add another account

Sign cut «— |

Close Window-

(Perform Basic Computer : i 5T 58/50)
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) Save-
) Save as-
) Close-

Learning Out Come- 6 - Word Sign in ? — O X
Learning Out Come- 6
Desktop
Protect Document Properties
/‘ Control what types of changes people Size 66.2KB
Protect can make to this document, e
Document ~ Pages 4
Words 245
Total Editing Time 6214 Minutes
Inspect Document Title Add a title
= Before publishing this file, be aware Tags Add a tag
Check for that it contains: .
PREE : Comments Add comment
Document properties, author's
name and related dates
Headers and footers Related Dates
Custom XML data Last Modified Today, 10:44 AM
Content that people with RTINS 6 ‘,
disabilities are unable to read Eioes Metee tls ey
Last Printed 10/10/2021 1:21 PM
Account
Feedback : Manage Document Related People
1 ] There are no unsaved changes. Author 5
Options Manage £S5  Engineer...
Document ~
1
Don't Save

Microsoft Word

Cancel-

Want to save your changes to "Learning Out Come-6"7

If you click "Don’t Save’, a recent copy of this file will be temporarily available.
Learn more

Don't Save

Cancel

(Ctrl )

RTPMC2005A1
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. Eject

- v o B ThisPC »
Install or run program from your media

. v Folders (7) Opren i dobloy.
o Quick access Open

B Desidop B P E Desbtop Open in new window
& Downloads Pin to Quick access
Z Documents Dot h Downloads | WA Scan with Microsoft Defender...

&= Pictures Give access to
5 his PC Pin to Start

[ New fokder u Music b e Add b wchive..

| Newfolder Add to "Archive.rar®

| Screenshots " Videos 83 Compress and email..

| Send to Editor 3N Compress to “Archive.rar” and email
@ OneDrive - Personal  Devices and drives (4) ™ et
Local Disk (C:) NewVolume (L Copy

I8 CO Drive (F) GP Inter

jr=————— =
W 522 GB free of 111GB Mg 229GBfresof | Createshortcut

New Volume (E;) | CD Drive (F:) Properties
% Network | ] 0 bytes free of
| CDFS

Wy 22 GB free of 235 6B

He« Open Devices and Printers

ws HSPA Mobile Broadband Station
- Eject CD Drive (F:) GP Internet -~

(Perform Basic Computer
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. Ok-

Alt+F4
Sign out-

Shut Down Windows

Em Windows10

What do you want the computer to do?

Sign out v
Switch user |
1 Sleep
Shut down
Restart
| OK l Cancel Help
2
. Shut Down-
@ user
Documents
Sleep
Shut down
Restart
Power
£ Type here to search
) BRI Sife: FRFICTR SIfL:
59
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(Alt + F4)
(Enter)

Shutting down

Ctrl + Alt + Delete Log off-

(Perform Basic Computer
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The Competency Based Learning Materials (CBLMs) for CBT&A Methodology is developed with
the support of ILO Country Office for Bangladesh.

PPD Secretariat Building Complex, Plot-17/B & C , Block-F
Agargaon, Sher-e-Bangla Nagar, , Dhaka-1207, Bangladesh
IP Phone +880 9678777457, web: ilo.org/dhaka
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