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Windows Basics

Common Computer Tasks

Intfroduction

Learning how to use a computer can feel overwhelming at times. Fortunately, there
are some common computer skills that will work the same way in almost any
situation. Once you learn how to use these skills, you'll be able to use them to perform
a variety of tasks on your computer. In this lesson, we'll talk about some common
commands you can use in almost any application, including cut, copy, paste, and

undo.

The Menu bar

Most applications have a Menu bar at the top of the window. Each menu has a set of
commands that will perform a specific action within the program. While each
application is different, there are some common commands that work the same way,
no matter which application you're using. Whenever you open a program for the first
time, try clicking these menus to see the various options available.
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File menu commands

You'll find the File menu on the leftmost side of the Menu bar in almost every
application. The File menu will usually have the same type of commands. For example,
you can create a new file, open an existing file, and save the current file, among other

functions.
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Cut, copy, and paste

Many applications allow you to copy items from one place and then paste them to
another. For example, if you're working with a word processor, you might copy and
paste text to avoid typing the same thing over and over. If there's something you want
to move from one place to another, you can cut and paste instead.

To copy and paste:

Select the item you want to copy. In our example, we'll select aword in a

n document.

Right-click the mouse and select Copy from the menu that appears. You can
also press Ctrl+C on your keyboard.
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Locate and right-click the desired location for the item, then select Paste. You
can also press Ctrl+V on your keyboard.
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The item will be copied to the new location. Notice how the original text that
was copied has not been moved or changed.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen |

When | was introduced to skydiving five years ago, | knew | had found a life-long passion.
After considerable training, practice, and [of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that I believe make me a good fit for this position:

To cut and paste:

Select the item you want to cut. In our example, we'll select a paragraph of
text in a document.

Right-click the mouse and select Cut from the menu that appears. You can
also press Ctrl+X on your keyboard.
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Locate and right-click the desired location for the item, then select Paste. You
can also press Ctrl+V on your keyboard.
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° The item will be pasted, or moved, to the new location. In our example, we
used the cut and paste commands to move the second paragraph above the
first paragraph.
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To copy and paste files:

You can use the cut, copy, and paste commands for a variety of tasks on your
computer. For example, if you wanted to create a duplicate copy of a file, you could
copy it from one folder to another.

G Right-click the file and select Copy from the menu that appears. You can also
press Ctrl+C on your keyboard.
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Locate and right-click the new location, then select Paste. You can also press

Ctrl+V on your keyboard. In our example, we'll paste the file to the desktop.
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The duplicate file will appear. Notice how the original file has not been moved

or changed. Also, note that if you make a change to the original file, it will not
update any copies of that file.
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Copying afile is not the same as creating a shortcut. You can review our lesson on
Working with Files to learn more about using shortcuts.

Undoing changes

Let's say you're working on a text document and accidentally delete some text.
Fortunately, you won't have to retype everything you just deleted! Most applications
allow you to undo your most recent action when you make a mistake like this. Just
locate and select the Undo command, which is usually in the upper-left corner of the
window near the Menu bar. You can also press Ctrl+Z on your keyboard. You can
continuing using this command to undo multiple changesin a row.
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‘ Note that the Undo command will work almost all of the time, but not in every
situation. For example, if you empty the Recycle Bin to permanently delete afile,
you can't undo the action.

Now you know some of the most commonly used commands, which you'll be able to
use in almost any application on your computer. As we mentioned earlier in this
lesson, you can also use keyboard shortcuts to perform these commands even faster.
We'll talk more about keyboard shortcuts in our lesson on Keyboard Shortcuts in
Windows.

Previous: Finding Files on Your Computer Next: Adjusting Your Settings
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