To ogpen a document in the program Notepad (1)
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Single dick Fileonthe
Menu Bar and Open on
the drop-down menu.

A dialogue box appeas.

At thetop d thedialogue
boxisthe“Look in” box-
and it says Desktop.

Noticethe threeicons
below this box are the
same & those onthe
Desktop.

In ather words, the
dialogue boxis showing
you theicons onyour
desktop.

Youcan nav chocse the
placewhere your
documents are kept. This
isusualy My Documents,
so doube dick onitsicon.
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To open adocument in the program Notepad (2)

Whereit says“Lookin”,
you can now seethe words
My Documents.

Just below you can see @l
the folders within the My
Documents folder. In this
case there aetwo folders—
one for the students and
one for the teacherswho
work onthis computer.
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To open adocument in the program Notepad (3)

Let’s assume that you want
to lookinto the Students
folder. Doulde dick to

open it.
Whereit says“Lookin”

you can now seethe word
Students.

Just below this you can see
the folders belongngto
Channy and Darawho are
students.
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To open adocument in the program Notepad (4)
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Let'sdoulde dick Dara’'s
folder to openiit.

Whereit says“Lookin”
you can how seethe word
Dara.

Just below thisyou can see
the documentsin this
folder.

Doulde dick onthe
document you want to
open. Inthiscase we have
chosen to open the
document “ssShutdown”.

The dialogue box closes
and the document opens
and fill s the Notepad
window.
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