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[bookmark: _GoBack][image: ]                     Basic Computer Skills (基本電腦技巧)
1.  Getting Started (新手開始)
[image: ]您也可以按Vista的開使鍵，打開選單來尋找以及開啟程式。
· The desktop is the very first screen you see after your computer starts. 
當您剛開啟電腦時，您看到的第一個屏幕叫 桌面。
· Desktop contain icons. 
桌面上有圖標。
· Icons are shortcuts to programs, files or places.
圖標是開啟程式或資料夾 的捷徑。
· Double click to open an icon.
按兩次即可開啟圖標。
You can also click on the Vista Start Button to access programs from the Start Menu.


2. [image: ]Start Menu (開使選單)
The top 2 programs are always the same.
最上方的兩個程式是默認程式；永遠都一樣。


Access your files here under Computer.
可通過Computer尋找以及開啟資料檔。

The lower left area lists programs recently used.
左下方會列出常用的程式。




To search for a file or program, type it in the Start Search Bar.
若想尋找程式或檔案，可輸入於Start Search 欄Bar.

All Programs displays a list of all the programs installed on the PC. 
按All Programs會顯示出電腦上所安裝的所有程式。








3. Managing  Windows (使用室窗)Close (關閉)

Closes and exits active window.
離開並且關閉室窗。

Maximize (放大)/Restore (恢復)

Window fills entire screen or restores to original size.
使室窗放大填滿螢幕或恢復至原本大小。






Minimize (縮小)

Shrinks window to Task Bar
縮小並隱藏室窗至工作列。

[image: ]
· Place the cursor on the window corner until double arrow cursor [image: http://i.msdn.microsoft.com/dynimg/IC433309.jpg]/[image: http://i.msdn.microsoft.com/dynimg/IC433309.jpg]/[image: http://i.msdn.microsoft.com/dynimg/IC433309.jpg]appears.  
移動鼠標至室窗邊緣直到雙箭頭出現。
· Enlarge - click and drag the mouse down and/or right. 
若要放大－按並牽引滑鼠下/右。
· Reduce - click and drag the mouse up and/or left.   
若要縮小－按並牽引滑鼠上/左。
***To click and drag, press and hold down the mouse, moving in the direction you want

4. Resizing (調整大小)
[image: ]· Press and drag the title bar (My Computer).
按下並牽引標題覽。
· Release when you’ve moved it to where you want the window to be 
當您放開, 視窗就會移動並待在您所放開的地點。

5. Moving a Window (移動室窗)
[image: ]
6. Taskbar (工作列) The taskbar shows you every page, file, or program that you have open.
Click on the buttons to see the window appear or disappear.
［工作列］顯示每一個您所開啟的文件夾，檔案，或程式。
按一下即可打開或隱藏您的室窗。




[image: http://z.about.com/d/windows/1/5/5/6/-/-/taskbar.gif]


7. Finding your Files (尋找檔案)
Click on the Start Vista Button  [image: http://uksbsguy.com/blogs/doverton/WindowsLiveWriter/DownloaddetailsWindowsVistaServicePack1R_9651/Windows%20Vista%20Start%20Button_2.png]   in the lower left corner, then on Computer.  The following window will pop up:
在左下角，按Start Vista Button，然後按Computer，會冒出以下室窗：

[image: ]                                               [image: ]文件
圖片
音樂
Files saved on to your hard drive are usually found here.
您儲存在電腦上的檔案通常會在這。
This lists other places on your computer where files & information are stored.
這裡列出在您電腦上其它可以儲存檔案和資料的位置。
You can store files here on a USB.
您可以儲存檔案在USB上。




8. Safely Removing your Removable Device (安全移除裝置)
Click on the Green Arrow in the bottom right corner and click on “Safely remove USB Mass Storage Device.
在右下角按有綠色箭頭的圖示，並按Safely remove USB Mass Storage Device。

[image: ]

[image: ]
The following window might pop up, click on Stop:
若冒出這個室窗，按Stop。
















9. [image: ]Control Panel (控制台)

Adjust your computer’s personal settings here 
這裡可以調整/更改電腦裝置/設定。






Select from one of these categories to change your settings. 
從以下項目選擇即可更改裝置。




[image: ]

10. Help and Support (幫助)
Like a manual built into your computer, you can research by topic or do a keyword search.
像一個裝進電腦的說明書，您可以依照主題或關鍵詞來做搜索。
Get help on a specific topic by using the Search Help, or browse topics by using the Table of Contents.
按進Help and Support後，您可瀏覽目錄或使用搜索。

[image: ][image: ]Windows Basics is a great way to learn and review. Find it in Help and Support.
Windows Basics是一個很有幫助的程式。您可以在Help and Support裡找到。
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Session Information (click and drag to move)
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