Welcome to C.L.I.C.K.
Training 101



Whatis C.L.I.C.K.?

e C.L.I.C.K. stands for...
Computer
Literacy
In
Computer
Knowledge




Class Outline 101 C.L.I.C.K.

* Computer Components

* Computer Navigation

- Keyboard

- Mouse

- Starting the computer
- Start menu

* Computer Accounts

- CougarNet
- Accessing the internet
- Log out

* Computer Ethics




Computer Components

Central processing unit

Monitor

Mouse

Printer




Mouse

Scroll wheel

* navigates up and down.

Left button

* Presses button under cursor
e Selects item under cursor
* Gives focus to item under cursor

Double-click

(tap left button twice quickly)

* This opens selection under the
cursor

Click-and-drag

(click and hold left button):

* Moves item under cursor
e Drag selection box

Left
Button

Cursor

Right
Button



Computer keyboard Layout
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Keyboard hand placement
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Important keyboard shortcuts

Ctri+Alt+Del
* Login or log out of computer
Enter Key

* Execute an operation Window (ok)Word/Email (move to next line)
Back space key

* Used to delete any character before current position of the cursor.
Space Bar
* Moves your cursor forward.

Sjaaagjaaagjanaalss

’ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁf?ﬁzm
ST LTI =)
Salganaan myoaas

SSSSSSSSSSSS

27
@
8 ﬂ'
g€ |]

I

8

=
I-i
pr—————y
i ] |
=
2 |l 3
o

ﬁwaWNWWMEWWM | 0 B
] e e e ] 0 R




the Computer

ing

Start

* Click on the indicated button
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Turn on the Monitor




Log into the computer

Press CTRL + ALT + tollogfon




Press Ctrl + Alt +Delete

Carr >
()




Logging into the Computer:

* Log in to the
computer with

COUGARNET
account.

» Note: MUST have a
COUGARNET
account.




Start Menu:

The startup screen of Windows7: After clicking on the Windows
Orbit:

bAedin Cente

¥

Memores exPrasce Label Design

Compute
Caontrol Fanel
Deevices and Printer

Dt ault Programs




All Programs

e “All Programs”
populates all the
software installed
on the system.




Start menu components

* Shut down

Turns off your computer and display.
Devices and Printers

* Switch user

Switch user
Switches users without logging off or Log off
closing your programs or files. Lock
° Log off Restart
All of the programs you were using Sleep
are closed, but the computer does not I"'% e

turn off.

* Restart

Closes all open programs, shuts down
Windows, and then start Windows
again




How to access Internet Explorer

Option one Option two

e Click on the Start menu and e Click on the icon for internet
then click on the internet explorer that is located on the
explorer icon @ task bar

Intemet Bxplorer

@

Connect T

Control Paned

Default Programs

Help and Support




Components of a Window

Minimize H

* Hides the window

Maximize @

* Window covers whole
desktop ‘ —

Close ﬂ

e This gets rid of the window

and exits the program !




Accessing Internet

* To access internet, we can
use any of the available | -
browsers such as: l

EInternet
& Mozilla
E1Chrome
@ Opera

 We will use “Internet
Explorer”

First Wave of Signage Being Installed in Arts District
s the University of Houston geds set to welcome the Alley Theatre to campus, new wayfinding signage is being installed in the arts district

* Click on the icon and lets

begin @

SEARCH PLANT OPS:




Browsing the Internet

e Let’s browse the UH
Plant Ops website

e Type the given link in

the address bar:
www.uh.edu/plantops

e Type something in
the search engine of

the plant ops web%

About Us -

Newsand Events - IWantTo..~ Projects = Resources - Programs - FAMISatUH-  ContactUs




ACCESSUH.UH.EDU

@ E httpain

| & Convert ~ (B Select

i UH Home & Apply to UH

* [mportant:

www.accessuh.uh.edu/login.php

About Us - News and Events - I'Want To ___ - Projects - Resources - Programs - FAMIS at UH - Contact Us

. |

* This gives you access
to Email, P.A.S.S,,
and FAMIS

CAMPUS
WAYFINDING

P.A.S. S.

Cj'_.,Con\rert > (G Select

UH Home -~ ApplytoUH  Students  Focubly &Staff  Alumini Parents  Visitors

Email (Exchange) PASS

|

UNIVERSITYof HOUSTON

List of Services

|| AccessUH

FAMIS

I:i']'f:ili‘['!.II WDrk Dr[lEf = MTESS GCougarflet ID: | Dion't know your CougarNet 1D? irR‘*Help
S}I'S[el‘l'l “ CougarMet Password:

CougarNet Login mylUH [PeopleSoft) Login

Change your CougarNet Password. AccessUH FAQs

L Change CougarNet Password
Change myUH Password
Chat with IT Support
Call 713-742-1411




How to print a document
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. C | i C k O n F i I e Fiﬁ Home Insert Design Transitions Animations Slide Show Revii
,:.] Save .
e Click Print and th
I C rl n a n e n Save as Adobe PDF P;t frers |1
H : ° = Open
ClICk On the prlnt Icon ' Close Printer
] Info \-’1._ (Een_125_1 on plantops N
Lk = cad
J_—’J Recent Printer Properties
Print i Settings
Print Current Slide
'%: _|

Slides:
Save & Send

» Make sure that you |
are using the correct 2 opon et
. B it 3 J_(Ic.ll.ate.cl o
printer R

Full Page Slides




How to log off

* Click the Start € . o —
button . H Internet Explorer o | Log of

¥ Al Programms

e Point to the arrow
next to the Shut
down button.

* Then click Log off.



Computer Ethics

* Do not give your password to anyone.
Passwords are intended to protect your
computer and your files.

* Please use a computer in ways that ensures
consideration and respect for other people.

> Note : Abuse of guidelines will revoke entrance
into lab. Below is the link for the UH IT policies
and procedures that should be followed:

>




This concludes
Training 101

QUESTIONS?



