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Subjects and Topics to be covered in each class are listed below:
Windows Basics-  2000/XP

Starting Windows Introduction to the Desktop

Window Terms and Parts

Using Menus

Working with Dialog Boxes

Sizing Windows

Moving and Closing Windows

Getting Help

Shutting Down Your Computer

Using and Customizing the Desktop 
The Start Button 

Using The Taskbar

The Taskbar Shortcut Menus

Customizing the Start Menu

Adding and Removing Programs 

Customizing your Display

Exploring Your Computer
Introduction to Files and Folders

Previewing Files in Folders

Creating and Working with Folders

Searching For Files and Folders

Managing Files and Folders
Selecting Files and Folders

Moving, Copying and Deleting Files

The Recycle Bin

Creating Shortcuts

Customizing the View While Exploring

Fonts & Printing
What is a Font?

Installing and Removing Fonts

Viewing Similar Fonts

Adding or Connecting to a Printer

Printing with Windows

Working with the Print Queue

Controlling your Print Jobs

Media Accessories and Hardware 
Windows Media Accessories

Adding Sounds to Events

Adjusting the Volume

Using the Sound Recorder

Playing Music CD’s

Using the Media Player
DVD Players

Adding New Hardware

Creating Digital Videos & Pictures

Using Multiple Monitors

Using the Internet and E-Mail

Introduction to the Internet Explorer- 60 Minutes

Exploring the World Wide Web

Revisiting Pages Using the History List

Using Search Engines

Printing Web Pages

Adding Favorites

Copying Files from Web Pages

Setting Outlook Express 

The Outlook Express Window

The Inbox

Reading Your Email

Creating and Sending an E-Mail Message

Managing Your System
More about the Control Panel

The File Registry

Fixing Common Errors

Disk Cleanup

Hard Drive Maintenance Tools

The Windows Backup Utility

Using Scheduled Tasks

Updating Windows

Using Windows Troubleshooters

The Microsoft Information Utility
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