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Week 1

At the end of Week 1 the Students will be able to:

(i) Explain the difference between Systems SoftwBregram generators and
Application Packages
(i) Know the different categories of computer Pag&s
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Systems Softwar e:

A System Software is a program that controls ambsris operations of a computer system.
System software includes variety of programs s@gcOgerating system, Database
management system; Communications control progeeangell as Service and Utility
programs.

Program gener ators:

These software programs enable an individual $dyeereate a program of their own with
less effort and programming knowledge. With a progigenerator a user may only be
required to specify the steps or rules requirechi®ior her program and not need to write any
code or very little code.e.g are Adventure Makdicey Stagecast creator and Yoyo games
Stage Cast creator:

This program generator gives one the power to er@atinteractive simulations, stories,
games, etc.

Adventure M aker:

This is a program generator that enables usene#decpoint- and click games and virtual
tours for windows.

Yoyo game:
This Program enables individual to come and plagkerand share online casual games.

Application Packages:

These are prewritten computer programs designespieeial or general purpose tasks. Some
applications packages perform single functionsjevbihers integrate several functions in a
single package

Softwar e Packages

Software packages could be categorized into theviolg classes:

(i) Word processing Packages

(i) Electronic spreadsheets

(iif) Database Management Systems (DBMS)

(iv) Desktop publishing Packages (DTP)
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Week 2

At the end of week 2, the students will be able to:
(1) Identify the modes of Packages acquisition
(2) State the criteria for Packages Acceptability

(3) Understand Windows
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M odes of Packages Acquisition

These are ways the users acquire the software geskar use: Software packages could be
acquired through the following ways:

(i) Buying from Software Developers

(i) Renting from Software Houses

(iii) Buying from Software Vendors

(iv) Hiring from Software Developers

(2) Criteriafor Packages acceptability

(i) Whether the Packages meet the users needs

(i) Whether the packages meet up with the proogssquirements

(iif) Whether the packages are affordable by these need them

(iv) Whether the packages are reliable

(v) Whether the packages are

(3) Concepts of Windows.

Windows is a graphical multi user interface thaugons that represent tasks and allows
multitasking operation

What isa Graphical User Interface?

A Graphical User Interface (GUI) is simply an aduitl part of the operating system that
displays windows and drop down menus, and alsolesgbu to drive your computer using a
mouse. Examples of operating system that use aif@@llide Windows and IBM's OS/2.

The advantages of using a GUI

All programs look similar and when you switch frenprogram supplied by one manufacturer
to one from a different manufacturer, you will fittte transition very easy.
Application programs work in the same way as théeulying operating system.

The GUI also allows programmers to easily writeststent looking programs
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Week3

At the end of week 2, the studentswill be ableto:

(I) Know what Spreadsheet is

(2) Know concept of Spreadsheet

(3) Know advantages and disadvantages of spreadshee
(4) Know application areas of Spreadsheet
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SPREADSHEET

A Spreadsheet is a Programmable Application Packegemostly operates with Rows and

Columns of numbers on the Screen and allows the tiesenter Values, Labels and Formulas

for automated calculations of some expected restdtshe name suggests, Spreadsheets were

simply a means of spreading figures or numeric datas over a sheet of paper and carrying

out calculations on them.

Typical examples of Spreadsheet Programs inclueléoifowing:

>

>
>
>
>

Ms Excel
Lotus 1-2-3
Multiplan
Supercalc
Viewsheet
Pipedream
Quattro

Eureka

WORKBOOK

A Workbook is a File in which users work and stthreir data. Each Workbook contains

many Worksheets that allow users to organize varidods of related information in a single

File. Stated in another way, a Workbook is a caltecof several Worksheets. Ms Excel

Workbook contains a minimum of one Worksheet anthaimum of two hundred and fifty

five (255) Worksheets.

WORKSEET

A Worksheet is the Primary document that the usesin Ms Excel to store and work with data. A Vébiet

consists of cells that are organized in Rows andi@os. A typical Worksheet is made up of 256 Colarhg

65,536 Rows. It is sometimes called a Spreadsheet.
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CELL

A cell is any rectangular box in the Worksheet ikdbrmed as a result of the intersection of a Row a
Column. A Cell is identified by a Cell name or Adds, which is formed by combining a Column namé it
Row name.

RANGE

A range is any rectangular collection of Cells.

LABEL

A Label is any Worksheet data entry that consittexi. A Label cannot be used for Computations or
Calculations but are mostly used for Column headirthe Worksheet.

VALUE

A Value is any Worksheet data entry that consiktsumbers. A Value is used for Calculations or
Computations.

FORMULA

A Formula is any Expression that computes a Nunresalt. Usually, a Formula begins with the sign of
equality (=).

FUNCTION

A Function is an in-built Formula for automatic @alations. A Function is sometimes refers to a#-ui
calculations and data manipulations that performkvem Formulas and Values.

FILL HANDLE

A Fill handle is a cell pointer’s box that you c@lick and drag to extend and copy the cell's cotsteltis also a
black square box at the bottom right hand cornemcédctive cell through which the user can clic& drag to
copy and paste the cell’'s contents.

WIZARD

A Wizard is a Step-by-step set of dialogue boxas guide the user through the creation of a doctimetinat
guide the user on how to accomplish a specific.task

OFFICE ASSISTANT

An Office Assistant is an Animated cartoon Chanathiat appears on the Screen and offers usefutads the
user uses Office Program.

ARGUMENT

An Argument is a value that a Function operateh witit is a value that a Function uses in perfogni

calculations. Argument usually appears inside ecfon's parentheses.
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ABSOLUTE ADDRESS

An Absolute address is an address that referemtissusing their specific addresses and does reotgshif the
cell holding the Formula is copied.

RELATIVE ADDRESS

A Relative Address is an Address that referenchs loased on the current cell’s location and whilange if the

cell holding the Formula is copied.

ADVANTAGES OF SPREADSHEET
» Spreadsheet automates most of the manual commgatsing Formulas and Functions.
» Spreadsheet comes with a large worksheet editeeyfar the User’'s work.
There is inclusion of Facility for creating sopkisted and Professionally looking charts.
There is inclusion of Database Management Fadiityhe user’'s need.

Communication is possible between Spreadsheet &rsgand other Windows - based Programs.

YV V V VY

With Spreadsheet, Financial documents and othdideoriial documents can be protected from
unauthorized access.

» Spreadsheet is a Flexible and a User Friendly &pptin Package.

DISADVANTAGES OF SPREADSHEET

» Protected documents (Pass worded documents) chametrieved if the name of the Password is
forgotten.

» Corrupted Spreadsheet files can cause draw badiiagers since it can lead to lose of vital
information.

» Despite its popularity, flexibility and ease of usany Users can still not afford to acquire thiftvgare
Package.

» Hidden Source code makes it quite impossible feruser to modify the Program to include additional

Facilities or Features he/she may need to work.with

TASKS SUITABLE FOR SPREADSHEET AUTOMATION

The following tasks are particularly suitable fgr&ad Automation:
> Payroll Calculations

> Invoicing
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A\

v Vv VY Vv YV V VY

Budget Preparations/Calculations & Analysis
Sales Analysis & Forecasting

Inventory Control

Investments Plans

Examinations Results Processing

Balance Sheet Preparation

Journals and Ledgers Transactions

Preparation of various Accounts
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Week4

At the end of week 2, the studentswill be ableto:

(I) Know what Word processor is

(2) Know concept of Word processing

(3) Know advantages and disadvantages of spreadshee
(4) Know major features of a Word processor
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Word processor:

This is an Application software package that ermtile user to type, edit, format, store,
retrieve and print mainly text-based document.iRainother way, this package turns an
electronic computer into an electronic typing maehiExamples of Word processors include:
(i) Ms Word

(i) MultiMate

(iii) AmiPro

(iv) Word Perfect

(v) Note pad

(vi) Word star

(vii) Letter Perfect

(2) Concepts of Word Processing:
Word processing is the activities of typing, editiformatting, storing, retrieving and printing
mainly text-based document with computer

Software

What is an Operating System?

» The operating system is a special type of progtahlbads automatically when you start
your computer. The operating system allows yous®the advanced features of a modern
computer without having to learn all the detaildofv the hardware works. There are a
number of different types of operating system imown use. The IBM PC (Personal
Computer) was introduced way back in 1981 and wiggnally supplied with an
operating system called DOS (Disk Operating Systdim) operating system was very
basic, and you had to be a bit of a computer expstto understand how to use it. It was
NOT user-friendly. Later on, Microsoft introducedilows and this is the operating
system that is most widely used on PCs today. Taptioate matters further, there are a
number of different types of Windows. The first eig used version of Windows was
called Windows 3.1. This was more powerful than DED8 far easier to use. It had a
Graphical User Interface (GUI), i.e. you couldvefiit using a mouse and drop down
menus. Later versions of Windows include Windows\W&hdows NT, Windows 98,
Windows 2000 and Windows XP. The good news isltdtat versions of Microsoft
Windows look almost identical to each other andadirenuch easier to use than Windows
3.1

Main functions of an operating system

» The operating system is a special type of progtahlbads automatically when you start
your computer. The operating system allows yous®the advanced features of a modern
computer without having to learn all the detailfofv the hardware works. There are a
number of different types of operating system imown use. The IBM PC (Personal
Computer) was introduced way back in 1981 and wiggnally supplied with an
operating system called DOS (Disk Operating Systdim) operating system was very
basic, and you had to be a bit of a computer expstrto understand how to use it. It was
NOT user-friendly. Later on, Microsoft introducedimfows and this is the operating
system that is most widely used on PCs today.
To complicate matters further, there are a numbdifferent types of Windows. The first
widely used version of Windows was called Windowk J'his was more powerful than
DOS and far easier to use. It had a Graphical Wserface (GUI), i.e. you could 'drive’ it
using a mouse and drop down menus. Later, diffesdaeases of Windows were
introduced. The good news is that later versiongiofosoft Windows look almost
identical to each other and are all much easies&than Windows 3.1.
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IBM produced an operating system called OS/2 bstwlas largely ignored and is only
used by a few companies.

UNIX and Linux are other examples of operating syst that may be run on PCs

Other types of computers, such as those manufachyé\pple have a completely
different operating system.

What isa Graphical User Interface?

A Graphical User Interface (GUI) is simply an agmhtl part of the operating system that
displays windows and drop down menus, and alsolesgbu to drive your computer
using a mouse. Examples of operating system tleaa iUl include Windows and IBM's
0S/2.

The advantages of using a GUI

All programs look similar and when you switch franprogram supplied by one
manufacturer to one from a different manufactuyeg will find the transition very easy.
Application programs work in the same way as theeulying operating system.

The GUI also allows programmers to easily writesistent looking programs.

What is an application program?

An application program is the type of program @i use once the operating system has
been loaded. Examples include word-processing progi(for producing letters, memos
etc), spreadsheets (for doing accounts and woskititgnumbers), databases (for
organizing large amounts of information) and graplarograms (for producing pictures,
advertisements, manuals etc).

Word processing

A word processing program (such as Microsoft Waidthws you to easily produce
letters, memos, etc. You can easily mail mergstafinames and addresses to produce
mass mailers, individually addressed to customessiloscribers.

Spreadsheets

A spreadsheet program (such as Microsoft Excedyallyou to work out a company’s
income, expenditure and then calculate the baldheeables you to make ‘'what if' type
projections of how the company will fair in the du¢ and to forecast how changes in
prices will affect profits.

Databases

A database program (such as Microsoft Access) allgou to compile information and
then to search this information to extract justittiermation you require. For instance, if
you have a database of all the equipment housdiihvéh office you can very simply
produce a report listing only the equipment aboger&ain value.

Presentation

A presentation program (such as Microsoft PowertPailfows you to produce
professional looking presentations, which can lretgd out directly onto slides for use
with an overhead projector. Alternatively, you chsplay your presentations directly on a
computer screen.

Web browsing
These applications allow you to view and interaithvthe World Wide Web (WWW).

Web authoring
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® These applications allow almost anyone to createlasite, quickly and easily.
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Week 5

Getting to Know Windows

Understanding Windows XP

What is Windows XP?

* Windows XP is the newest Microsoft operating system. Base@mdows 2000
Professional and powered by the newindows Engine, Windows XP is said to be more
reliable, efficient, secure, and easy to use. Wfeatnew to Windows XP include: an
updated user interface; new multimedia, commurooatiand networking features; a new
Help and Support Center; plus other new and imgt@sgeriences.

Note: Windows XP is available irlome andProfessional editions. This training manual
coversWindows XP Professional.

The New Windows Engine

» Windows XP is built on the code base Wfindows 2000 andWindows NT that feature a
32-bit computing architecture and a fully protecteemory model. Enhancements added
to Windows XP include improved document recovemypiioved application and hardware
compatibility, system memory protection, and systtafility.

Windows XP System Requirements

To use Windows XP Professional, your system must have:

» 300 megahertz or higher processor clock speed ifmimi 233 megahertz).
128 megabytes RAM or higher (minimum 64 megabytes).

1.5 gigabytes available hard disk space.

Super VGA (800x600) or higher resolution video @adapnd monitor.
CD-ROM or DVD Drive.

Note: To use certain features in Windows XP, your systéll require additional
functionality. For example, Internet and e-maildtionality requires an Internet
connection.

Using the Microsoft Web Site

» TheMicrosoft Windows XP Professional Web site provides Windows XP users with
support, downloads, tips, and product informatidiou can visit their Web site at
http://www.micr osoft.com/windowsxp/pr o/default.asp.

Getting to Know the Windows XP Environment
Working with the New Windows XP Interface
» Windows XP offers a bright new visual design. Btart menu,taskbar, and other

desktop elements all have new looks. FeaturestoéMindows XP keep the desktop and
taskbar less cluttered and tB&rt menu personalized to your preferences.
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¢m Deskto
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Taskbar

Using the Start Menu

* TheStart menu provides access to the most useful item®angomputer including all
programs, most recent documents, help and sugpuattpther items on your computer.
Windows XP includes mor8tart menu customization options.

To accessthe Start menu:
* Click theStart button at the bottom-left of the screen:

Using Icons

» Files, folders, and programs are represented msica file's icon is represented by the
program the file was created in. Folder icons ligl@ok like a folder. Some folders can
have a customized icon applied to them. The ndrtieedile, folder, or program is
displayed under the icon.

» TheRecycle Bin is the only folder displayed on the desktop when fjrst start Windows
XP:

To open afile, folder, or program:
» Double-click on the file, folder, or program icon.

Using Windows

* Windows are frames on the desktop that contaicdméents of opened files, folders, and
programs:
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L 2] Recycle Bin |Z] |E IE|
File Edit Wiew Favorites Tools  Help -#-'

=
(

\;;J Back ':_u} I'ﬁh /:1 Search ',L_' Folders v

- |
Address | 2l Recycle Bin | ed o

Recycle Bin Tasks

_jJ Ernpky the Recycle Bin
R; Ristore all items

Other Places

@ Deskbop
||_1:] My Bocurments

"Q fy Computer
bg P Mebwork Places

Details

Using the Desktop

* The desktop is the background displayed on yourpeten screen. File, folder, and
program icons can be displayed on the desktopafsy access to your most commonly
used tasks, documents, and programs. Openingffileiers, and programs displays
window frames on the desktop.

» The desktop can be customized with themes and bawwkds to personalize the look of
your computer.

Using the Taskbar

* The taskbar displays opened files, folders, andnaras. When multiple windows are
open, you can click on file, folder, or programtbus in the taskbar to switch between
windows.

*',_i‘" Eta."‘t | 9 Recyole Bin

* The taskbar also contains a notification area whHeesurrentime andWindows
Messenger program are displayed by default. The notificatwea is at the very right of
the taskbar:

A, 435 FM
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Working with the Start Menu

Starting and Ending your Computer Session

Logging On
* A new feature to Windows XP, thdelcome Screen lists all user accounts.

Tolog on:

» Click your user account.

* Type your password.

» Click the arrow in the green box.

OR

» Click your user account.
* Type your password.
» Press thé&nter key on your keyboard.

Logging Off
» Logging off does not shut down your computer. Wiea log off, all open programs are

closed.
Switching Between Users

* When you switch between users, all programs keepimg and the computer switches to
another user. When you return to your user ac¢cgout open programs are exactly as
you left them.

To keep programsrunning and switch between users:
* Click Start > Log Off. This opens & og Off Windows dialog box.
» Click Switch User.

Restarting the Computer
» Click Start > Turn Off Computer. This opens durn off computer dialog box.
* Click Restart.

Sending the Computer into Hibernation

» Sending your computer into hibernation saves ekargtin computer memory onto your
hard disk. When your computer is awakened fronetméation, all programs and
documents that were open when you sent your comjutehibernation are restored on
the desktop.

To send your computer into hibernation:
* Click Start > Turn Off Computer. This opens & urn off computer dialog box.
» Click Hibernate.

Shutting Down the Computer
» Shutting down the computer turns your computer off.

To shut down the computer:

» Click Start > Turn Off Computer. This opens durn off computer dialog box.
* Click Turn off.
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Getting to Know the Start Menu

Accessing the Most Frequently Used Programs

» The most frequently used programs are automatidaiylayed at the beginning of the
Start menu. Although only five programs are displayethatbeginning of th&tart
menu when you use Windows XP for the first time, $tart menu will display up to six
frequently used programs by default.

Accessing Internet and E-mail Programs

* By default, Internet and e-mail programs are diggdbabove the most frequently used
programs. You will notice that a separator linadis the two sections. The top section
above the most frequently used programs is knovthegginned itemslist. Thepinned
itemslist is static and does not change or update like th&t frequently used programs.

To access Internet and e-mail programs:
* Click theStart button.
» Select the Internet or e-mail program you wantgero

' F-"f Internet
[ Internet Explorer k

(W5 E-mail
Cutlook Express

Note: Customizing the@inned itemslist is discussed later in this chapter.

Accessing All Programs
» Clicking onAll Programsin theStart menu opens a list of applications available orryou

computer.

To access All Programs:
* Click Start > All Programs.
» Select the application you want to open:

‘9 MM Explorer

@ ‘'windows Update

! 5@ Bccessories »
lf;ﬂ izames *
WAL Windows Maovie Makel l@ Startup

reg ) Files and Settings Try
. Wizard ¥ Msn Explorer

Lﬁ Cutlook Express

¢ Femote Assistance

{B Windows Media Player
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Note: When a menu item has a right pointing triangbet te it, clicking on the menu
item will open another menu displaying additionama options.

Getting to Know Default Folders in the Start Menu

Accessing Accessories

» TheAccessories folder is a default Windows XP folder listed undédl Programs in the
Start menu.

* TheAccessories folder contains Windows XP programs and helpfolddo get the most
out of Windows

To accessthe Accessories folder:

» Click Start > All Programs >Accessories.

@ Accessibility 2
'@ Carmrunications 3
..n:_al Entertainment k
i Tystem Tools 3
b Address Book

b

Bl Command Prompt

Calculator

"__} My Documents

23 My Recent Doc

'..ﬁ” My Pictures

" :B? MMy Music

& Windows Catalog

_.g}. Mokepad

YW paint

&) Program Compatibility WWizard
téj Synchronize

&) Tour Windows ¥P

J Windows Explarer
@, Windows Maovie Maker
& Accessories. ;:]5 WordPad

L

‘“ Windows Update

Note: Programs and tools in tieccessories folder are discussed in more detail when the
specific functionality is covered in tlieundation andlnter mediate training manuals.

Accessing Games

* TheGames folder is a default Windows XP folder listed undédl Programs in theStart
menu.

» TheGames folder contains Windows XP games includifigeeCell, Hearts, I nter net
Backgammon, Internet Checkers, Internet Hearts, Internet Reversi, Internet Spades,
Minesweeper, Pinball, Solitaire, andSpider Solitaire.

To accessthe Gamesfolder:
* Click Start > All Programs > Games.

Note: Games are discussed in more detail inl ther mediate training manual.
Adding Applications to the Startup Menu

» TheStartup folder is a default Windows XP folder listed undél Programsin the
Start menu.
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* Any applications in thé&tartup folder begin automatically each time you start Wdws
XP. TheStartup folder is empty by default.

To add applicationsto the Startup folder:
* Click Start > All Programs.

* Right-click onStartup.

* From the pop-up menu, sel€apen:

Open
i
& H Cipen F'.Ilers
W' MSMExplore  Explore
E;J Outlook Expr Explore All Users

Remote Assi Delete
Rename

-
@ Windows Me-f :
Sort by Mame

I Bicycle Game
Properties

= MirracnFE R

» This opens th&tartup window.
» Create a shortcut of the application you want w tactheStar tup folder.
* Cut and paste the shortcut into &tartup window.

Note: Creating shortcuts and cutting and pasting fil@slers, and programs, is discussed
in more detail later in this training manual.

Running Programs and opening Folders and Documents
* TheRun command on th&tart menu allows you to run programs, open folders and
documents, or go to a Web site.

To display the Run command:
e Click Start > Run. This opens th&un dialog box:

—m=m  Type the name of a prograrm, folder, document, or
' Internet resource, and Windows will open it For wou,

Open: | calc |

| ok %_J[ Cancel | | Browse... |

* Type the name of the program, folder, documen¥yeb site you want to run or open.
* Click OK.

Customizing the Start Menu

Selecting a Start Menu Style

* The Windows XPStart menu has a new design and layout. For those tissrprefer the
Start menu style of older Windows versions, iart menu can be changed to the

Classic Start menu.
Selecting a Start Menu Icon Size
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* IntheStart menu, an icon is displayed to the left of eaclgpm, folder, or file,
providing a visual representation of the correspoggrogram, folder, or file. The size of
the icons can increase or decrease the overalbsibe Start menu.

Toincrease or decrease the size of Start menu icons:

* Right-click on theStart button.

* From the pop-up menu, selddtoperties. This opens th&askbar and Start Menu
Properties dialog box.

* Click the Customize button.

» Select thd_argeicons or Small icons option button in th&elect an icon size for
programs area:

Select an icon size for programs
I

:)'E () Large icons J’ %Small iConE

Changing the Number of Programs Displayed in the Start Menu
* TheStart menu displays six frequently used programs by defaMhen you remove a
program from the frequently used programs lisg replaced by another program.

To customize the number of frequently used programs displayed in the Start menu:

* Right-click on thetart button.

* From the pop-up menu, seldtoperties. This opens th&askbar and Start Menu
Properties dialog box.

* Click the Customize button.

» Click the up and down arrows on tN@mber of programson Start menu box in the
Programs area:

Froarams

The Start menu containg shortouts to the programs vou use most aften.
Clearing the lizt of shortcuts does not delete the programs.

A
R ]

Murmber of programs on Start menu:

* Click OK.
* Click OK again to exit th& askbar and Start Menu Properties dialog box.

Note: To clear all programs displayed in the frequen#gd program list, click thélear
List button.

Displaying Recent Documents

 TheMy Recent Documents folder displays the most recent documents you logesmed.
TheMy Recent Documents folder is located among ti&art menu items with a blue
background:
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[ _‘; My Documents

m H}f-Rén_:e_n‘t Documents k|

C:,-f My Pictures
; _4'? My Music

:Jj My Computer

Toremove the My Recent Documentsfolder from the Start menu items:

* Right-click on theStart button.

* From the pop-up menu, seldatoperties. This opens th&askbar and Start Menu
Properties dialog box.

» Click the Customize button.

» Click theAdvanced tab.

» Uncheck the List my most recently opened documienmtsin the Recent documents area.

e Click OK.

» Click OK again to exit th@ askbar and Start Menu Properties dialog box.

Note: To clear all documents displayed in Mg Recent Documents list, click the
Clear List button.

Clearing Recent Documents from the Classic Start Menu

* Right-click on theStart button.

* From the pop-up menu, seldatoperties. This opens th&askbar and Start Menu
Properties dialog box.

» Select theClassic Start menu option button.

* Click the Customize button.

* Click theClear button in theStart menu area.

* Click OK.

* Click OK again to exit th& askbar and Start Menu Properties dialog box.

Using Advanced Options from the Classic Start Menu

* Right-click on thetart button.

* From the pop-up menu, seldatoperties. This opens th&askbar and Start Menu
Properties dialog box.

» Select theClassic Start menu option button.

* Click the Customize button.

* Click the up and down arrows on the scroll bardmi through theAdvanced Start
menu options.

» Check and uncheck your preferred options.

* Click OK.

» Click OK again to exit th@ askbar and Start Menu Properties dialog box.
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Customizing the Desktop and Taskbar

Customizing the Desktop

Applying a Desktop Theme

* A desktop theme affects the whole look of your deskincluding the desktop
background, screen saver, window appearance, pgirted sounds. You can choose
between th&Vindows XP or Windows Classic theme, or create your own theme. By
default, the Windows XP theme is applied the firsie you start Windows XP:

Display Properties

Themes | Desktop | Screen Saver | Appearance | Settings |

A theme iz a background plus a set of sounds, iconz, and other elements
to help vou personalize your computer with one click,

[ (0].4 H Cancel ][ Apply ]

Applying a Desktop Background
» The desktop background can be customized withtangictexture, or color. You can
choose from Windows XP backgrounds or use your iovages.

To apply a desktop background:
Right-click on the desktop.
* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
» Click theDesktop tab.
» Select a background from tBeackground list.
* Click OK.

Applying your own Image to the Desktop Background

» Select the picture in tHdy Pictures folder that you want to apply as the desktop
background.

» Click the Set as desktop background link in the task panel:

Picture Tasks

‘;}' Wigw as a slide show

) Crder prinks onling

J‘ﬂ Print this picture

W Seb as deskiop background
%} Copy ko C0D

Applying a Screen Saver
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» A screen saver is activated automatically afterymmputer has been idle for the number
of minutes specified in thé/ait box. The screen saver will automatically retuon yo
your work unless you have password protected treencsaver.

To apply a screen saver:

* Right-click on the desktop.

* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
» Click the Screen Saver tab.

» Select a screen saver from B een Saver drop-down menu.

» Click thePreview button to preview the screen saver.

e Click OK.

Note: To change screen saver settings, such as theaadpeed of a screen saver, click
the Settings button.

OR

» Click Start > Control Panel > Appearance and Themes.

» Click Choose a screen saver in thePick a Task area. This opens thigsplay Properties
dialog box at thé&creen Saver tab.

» Select a screen saver from ®m& een Saver drop-down menu.

» Click thePreview button to preview the screen saver.

* Click OK.

Password Protecting a Screen Saver

* Right-click on the desktop.

* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
» Click the Screen Saver tab.

» Check theOn resume, password protect box.

e Click OK.

Note: Your password is the same password with whichlggwn to Windows XP.
OR

» Click Start > Control Panel > Appearance and Themes.

» Click Choose a screen saver in thePick a Task area. This opens thi#splay Properties
dialog box at thécreen Saver tab.

» Check theOn resume, password protect box.

* Click OK.

Changing Window Appearance
» Colors schemes and font sizes can be modifieddtwmize the appearance of windows.

To change window appear ance:

* Right-click on the desktop.

* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
» Click the Appearance tab.

» Make the windows customizations you want.

* Click OK.

Note: To change individual elements of the window appeee such as the active title
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bar, the inactive title bar, the font, and menuestyclick theAdvanced button and make
your changes.

Changing Screen Settings

* A higher screen resolution reduces the size ofstemyour screen, including windows,
the Start menu, and icons, and increases the relative spagew desktop. A lower
screen resolution increases the size of items angareen and decreases the relative
space on your desktop.

To change the screen resolution:

* Right-click on the desktop.

* From the pop-up menu, seldatoperties. This opens thBisplay Properties dialog box.
» Click the Settings tab.

» Click and drag thé&creen resolution bar until you reach the resolution you want:

Screen rezalution

Less Mare
'IEI% by VB3 pixelz

OR
» Click Start > Control Panel > Appearance and Themes.

» Click Changethe screen resolution in thePick a Task area. This opens ttizisplay
Properties dialog box at th&ettings tab.
» Click and drag thé&cr een resolution bar until you reach the resolution you want.

To change the number of screen colors:

* Right-click on the desktop.

* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
* Click the Settings tab.

» Select theColor quality you want from the drop-down menu.

Changing Desktop Icons
» Desktop icons can be changed Kby Computer, My Documents, My Network Places,
and theRecycle Bin.

To change desktop icons:

* Right-click on the desktop.

* From the pop-up menu, seldtoperties. This opens thBisplay Properties dialog box.
» Click theDesktop tab.

* Click the Customize Desktop button. This opens tHaesktop Items dialog box.

» Select the icon you want to change.

» Click theChange I con button:
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el B, i‘) j

:-3@ l_,) i e

by Metwark.  Recycle Bin - Red
Flacesz [Full] [i

My Computer [EREERTEEEE

Change Icun..w I Restore Default

» Selectanicon.

Click OK.

Click OK to exit theDesktop Items dialog box.

Click OK again to exit th@®isplay Properties dialog box.

Using the Desktop Cleanup Wizard

» TheDesktop Cleanup Wizard cleans up your desktop by moving unused desktop
shortcuts to a folder callddnused Desktop Shortcuts. By default, théDesktop
Cleanup Wizard runs every sixty (60) days.

Torun the Desktop Cleanup Wizard:

* Right-click on the desktop.

* From the pop-up menu, selddtoperties. This opens thBisplay Properties dialog box.
» Click theDesktop tab.

» Click the Customize Desktop button. This opens tHeesktop |tems dialog box.

» Click theClean Desktop Now button. Complete the wizard steps.

* Click OK to exit theDesktop Items dialog box.

* Click OK again to exit th®isplay Properties dialog box.

Note: Uncheck thdRun Desktop Cleanup Wizard every 60 days box if you do not
want the wizard to run automatically every 60 days.

Customizing the Taskbar

Changing the Taskbar Appearance
» By default, the taskbar uses the new taskbar gngujgiature and is always displayed on
top of any opened windows.

Note: Taskbar customizations can also be performelde@ontrol Panel under
Appearance and Themes.

Locking the Taskbar
» Locking the taskbar secures the taskbar locatidhcannot be moved.

Tolock thetaskbar:

* Right-click on an empty area of the taskbar.

* From the pop-up menu, seldatoperties. This opens th&askbar and Start Menu
Properties dialog box:
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Taskbar and Start Menu Properties

Taskbar | Start Menu.:

Tazkbar appearance

[: a = | 5
f{- siart T2 2 Internet.. | [ Folder

[ Lack the taskbar

[ Awuto-hide the taskbar

Keep the tazkbar on top of other windows
Group similar taskbar buttons

[ Showe Quick Launch

Matification area

Show the clock

ou can keep the notification area uncluttered by hiding icons that you
have not clicked recently.

Hide inactive icons

[ Ok l [ Cancel ] Apply

e Check thd ock the taskbar box.
 Click OK.

Auto-hiding the Taskbar
» Auto-hiding the taskbar hides the taskbar on thekidg. To display the taskbar, point
your mouse cursor at the location of the taskbar.

To auto-hide the taskbar:

* Right-click on an empty area of the taskbar.

* From the pop-up menu, seldatoperties. This opens th&askbar and Start Menu
Properties dialog box.

* Check theAuto-hide the taskbar box.

e Click OK.

To modify taskbar notification settings:

* Right-click on an empty area of the taskbar.

* From the pop-up menu, selddtoperties. This opens th&askbar and Start Menu
Properties dialog box.

» Make the changes you want in tRetification ar ea:

Matifization area

Shaow the clock

Y'ou can keep the notification area uncluttered by hiding icons that pou
have not clicked recently.

Hide inactive icans
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» Click OK.

Note: To customize notification behavior for differet@ms, click theCustomize button.
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Working with Windows

Understanding Windows

About Windows

* Windows are frames on the desktop that contaicdméents of opened files, folders, and
programs. The content of a window changes acogridirthe type of file, folder, or
program opened.

Using the Title Bar
» Thetitlebar is the horizontal bar at the top of each window:

(-] My Documents E”E| ;

* Thetitlebar contains the program or foldeon, thetitle of the window, and the
Minimize, M aximize, andClose buttons.

Using the Program or Folder Icon
» The program or foldeicon displays a pop-up menu with options to minimizeximize,
or close the window, or restore, resize, or moeavtimdow.

To display the program or folder icon pop-up menu:
* Click on the program or folder icon in the titlerba

Using the Scroll Bars
* When the contents of a window are too large tmfthe screen, scroll bars appear to
scroll both vertically and horizontally through tivndow:

12 My Pictures E]@El

File Edit  Wiew 2 g8
*r
@Back o] >
Address L.f_}j F:\D :| 50
= l__ 3
b
L T
< [ B
—

Toscroll vertically:
* Click the up and down arrows to scroll up and dokawindow

OR click and drag the vertical scroll bar to scrgdland down the window.

To scroll horizontally:
* Click the left and right arrows to scroll the wirvd®o the left and right

OR click and drag the horizontal scroll bar to sctb# window to the left and right.
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Manipulating Windows

Minimizing Windows
* Minimizing a window displays the window in the task as a button:

{18 My Pickures

* Minimizing windows is useful if you need to viewetldesktop or just want to temporarily
hide the open window.

To minimize an open window:
» Click theMinimize button on the title bar:

OR

* Click on the program or foldecon on the title bar.
» From the pop-up menu, selddinimize.

Note: Click the program or folder button in the tasktmarestore the open window.

Minimizing All Open Windows
* Minimizing all open windows is a quick way to acsesd view the desktop.

To minimize all open windows:
* Click the Show Desktop button on the taskbar:

&

Note: TheShow Desktop button is displayed on the taskbar when@uéck Launch
toolbar is displayed. Th@uick Launch toolbar is discussed in more detail later in this
training manual.

Maximizing Windows
* Maximizing a window makes the window cover the vehstreen.

To maximize a window:
* Click theM aximize button on the title bar:

OR

» Click on the program or foldecon on the title bar.
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» From the pop-up menu, selddaximize.
Note: Double-clicking the title bar maximizes and restoa window.
Restoring Windows
* Restoring a window puts a window that has been miaeid or minimized back to its

previous size.

Torestore awindow:
* Click theRestore Down button on the title bar:

OR

» Click on the program or foldecon on the title bar.
* From the pop-up menu, seldestore.

Note: Double-clicking the title bar maximizes and restoa window.

Closing Windows
» Closing a window ends a program or closes a fillller.

To close awindow:
* Click theClose button on the title bar:

OR

» Click on the program or foldecon on the title bar.
* From the pop-up menu, seldtiose.

Resizing and Moving Windows

Resizing the Window Border
* Resizing windows is useful if you want to view mdn@n one window at a time.

Toincrease or decrease window width:
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Click and drag the left or right window border:

s air
X

¥ £
l'Search

:iGD
o

Cascading Windows

Cascading windows arranges all open windows (notawvs minimized to the taskbar)
so that title bars are listed under each other:

To cascade windows:

Right-click on an empty area of the taskbar.
From the pop-up menu, selégascade Windows.

Note: To undo the windows cascade, right-click on aptyrarea of the taskbar and
selectUndo Cascade.

Tiling Windows Horizontally

Tiling windows horizontally resizes each open wiwdmot windows minimized to the
taskbar) so each window is horizontally stacked.

Totilewindows horizontally:

Right-click on an empty area of the taskbar.
From the pop-up menu, seldale Windows Horizontally.

Note: To undo the horizontal window tile, right-click@n empty area of the taskbar and
selectUndo Tile.

Tiling Windows Vertically

Tiling windows vertically resizes each open windgwt windows minimized to the
taskbar) so each window is arranged and displagetdtally:

L.ﬁ /:] Search
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Totilewindows vertically:
* Right-click on an empty area of the taskbar.
* From the pop-up menu, seld@ate Windows Vertically.

Note: To undo the vertical window tile, right-click @m empty area of the taskbar and
selectUndo Tile.

Moving a Window
» Click and drag the windowitle bar to the position you want.

OR

» Click on the program or foldecon on the title bar.
* From the pop-up menu, seléddbove:

Size k
—  Minimize

IO Maximize

| ¥ Close Alt+F4

* Click and drag the windowitle bar to the position you want.

Understanding Windows Menus

Getting to Know Windows Menus

* Window menus change according to the type of fidieler or program opened. This
section discusses the menus displayed in an opegrfo

=1 My Documents

File  Edit ‘Wiew Favorites  Tools  Help

Using the File Menu
» TheFile menu offers tasks to manage files and foldersneStasks offered in thele
menu include creating a new file or folder, operangxploring a file or folder, creating

shortcuts, renaming or deleting a file or folderd &ending a file or folder to different
locations.

Using the Edit Menu

» TheEdit menu also offers tasks to manage files and fold8mne tasks offered in the

Edit menu include copying, cutting, and pasting filed &iders and undoing and redoing
file and folder actions.

Using the View Menu

» TheView menu offers tasks to change how files and foldeesswindow are viewed.
Some tasks offered in th&ew menu include changing how files and folders are
displayed in the window, showing or hiding toolbarsl the status bar, selecting the
details displayed in detail view, and arranginghi&o
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Using the Favorites Menu

» TheFavorites menu offers a quick way to access Internet pdgkters, or files added to
your Favorites list. Tasks offered in theavorites menu include adding and organizing
favorites.

Using the Tools Menu
» TheTools menu offers tasks to manage network drives, symike offline files and
folders, and set folder options.

Using the Help Menu

» TheHep menu offers a link to thelelp and Support Center, offers to check the legality
of your Windows XP copy, and displays informatidroat your copy of Windows XP.
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Week 6

Working with Accessories

Using Notepad

About Notepad
* Notepad is a Windows XP accessories program that is usedréating simple text
documents.

Opening Notepad
* Click Start > All Programs > Accessories > Notepad.

Entering Text in Notepad
» Begin typing in theNotepad window:

2 Untitled - Notepad E]@

File Edit Format Wiew Help

Wrapping Text

* When you type ifNotepad, your text stays on one line so tietepad document gets
wider and wider to accommodate the amount of t@xt.view all text, you need to use the
horizontal scroll bar.

* To have lines wrap at the end of a line and begiava line when your text reaches the
end of the document window, you need to turiord Wrap.

Toturnon Word Wrap:
* From theNotepad main menu, seleétormat >Word Wrap.

Note: Text will move to different lines when you resizaur Notepad window.

Saving a Notepad Document

» From theNotepad main menu, seleé¢iile > Save. The first time you save a new
Notepad document, you will be prompted for a file name arfde location.

» Select a file location.

» Enter a file name.

* Click Save.

Printing a Notepad Document
* From theNotepad main menu, seleéiile> Print. This opens th€rint dialog box.
* Click Print.

Exiting Notepad
* From theNotepad main menu, seleéiile > Exit.

Page 41 of 86



Students training Manual

Using Paint

About Paint

» Paint is a Windows XP accessories program that is usedetate drawings and make
basic edits to images.

Opening Paint

* Click Start > All Programs > Accessories > Paint:

i untitlad - Paint

< |

5 EEEEEEEEEEEEEE
 FrEr ECEE T EE

For Help, click Help Topics on the Help Manu,

|

Drawing a Line with a Pencil
* Click thePencil button on thél ool Box:

v

» Click and drag your mouse on the drawing canvas:

Note: To change the color of a drawing tool, click éocan theColor Box.

Drawing a Line with a Brush
* Click theBrush button on thel ool Box:

A
» Click and drag your mouse on the drawing canvas.

Drawing a Line with an Airbrush
* Click theAirbrush button on thél ool Box:

"~
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» Click and drag your mouse on the drawing canvas.

Adding Text
¢ Click theText button on thel ool Box:

A

» Click and drag your mouse on the drawing canvasdate a text box.
* Begin typing.

Adding Shapes

* Click on one of the shagmuttons on th& ool Box:

N ¢
O &
© O

* Click and drag your mouse on the drawing canvas.

Filling Shapes with Color
e Click theFill button on thel ool Box:

@

» Select the color you want from ti@olor Box.
» Click inside the shape you want to fill:

Erasing a Drawing
* Click theEraser/Color Eraser button on thél ool Box:

&

» Click and drag your mouse over the drawings yout\eaased.

Opening an Existing Image

* From thePaint main menu, seleéiile > Open.

* Locate and select the image you want to open.
» Click Open.

Saving an Image

» From thePaint main menu, seleé¢iile > Save. The first time you save a neRaint
document, you will be prompted for a file name arfde location.

» Select a file location.

» Enter a file name.
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* Click Save.

Exiting Paint
* From thePaint main menu, seledile > Exit.

Using the Clock
About the Clock

* Your computer clock is automatically synchronizeithva network time server or Internet
time server depending on whether your computemiember of a domain.

Displaying the Clock
» Double-click on the clock in the taskbar notificatiarea. This opens tBate and Time
Properties dialog box:

Date and Time Properties

| Date & Time Time Zone | Internst Time

Date Tirne

I -~

[ 443520 |3

Current time zone: Pacific Standard Time

[. K l ’ Cancel

Setting the Date and Time
To set thetime:
* Click the up and down arrows next to the time box.

To set the date:

» Select the month from the month drop-down menhébD@ate area.

» Click the up and down arrows next to the year botheDate area to set the year.
» Click a date on the calendar in thate area to set the day.

Setting the Time Zone
* Click theTime Zone tab:
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Date and Time Properties

E_Ii)ate & Time| Time Zone | Internet Time

£ Canadal; Tijuans-

Automatically adjust clack For daviight saving changes

[. OF, ][ Cancel ]

» Select a time zone from the drop-down menu.
e Click OK.

Using the Calculator

About the Calculator
» Calculator is a Windows XP accessories program that is usedltulate equations. The
calculator can be viewed as a standard calculatasimple calculations or a scientific

calculator for complex calculations.
Displaying the Calculator

» Click Start > All Programs > Accessories > Calculator:

Calculator
Edit wisw Help

0,

[T e | ¢ ]
[Mtll?llallﬂllfllwtl
el s Jls [ el =]l =]
E3ER R 3 B i
L8 ol ol | o]

Switching between the Standard and Scientific Calculator

Backspace

b+ +/-

=
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* From theCalculator main menu, sele&tiew > Scientific:

E Calculator
Edit Wiew Help

OiHex ®Dec (O0ct O Bin () Degrees () Radians () Grads
Ciny [Hyp ’_ ,_ lBackspace] l CE ‘ l E l
L0 (=]

noonEon
nRnEnC
3 +

5]

ra

=]

o ooioinonn

Using the Number Pad
» Click the calculator buttons on the calculator nempad to enter equations

OR use the number pad on your keyboard to enter iemsat

Exiting Calculator
* Click theClose button on theCalculator title bar.

Using the Command Prompt

About the Command Prompt
* Command Prompt is a Windows XP accessories program that is usetypang MS-
DOS commands.

Opening the Command Prompt
* Click Start > All Programs > Accessories > Command Prompt:

ommand Prompt

Microsoft Windows BP [Uersion 5.1.26801
CC>» Copuyright 1985-2881 Microsoft Corp.

F:“Documents and Settings™

Exiting the Command Prompt
» Typeexit at theCommand Prompt.
» Press thé&nter key on your keyboard.
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Week 7
Working with Filesand Folders

About Folders

» Folders on a computer provide a storage systentasitoifolders in a filing cabinet.
Folders can contain files and other subfoldersnddivs XP provides a number of default
(personal) folders to start your computer filingtgym.

» Afolder is typically represented by a folder icohhe folder name is under the icon:

Folder

Using My Computer
» TheMy Computer folder displays all hard disk drives and removadtteage devices
connected to your computer:

My Computer

» Double-clicking on a drive or removable storageicewdisplays its contents.
To open the My Computer folder:

* Click Start > My Computer.

4 My Computer |Z”EWXI
Fle Edit Vew Favortes Toos Help 3
W Bt =) I?? /:‘Search ||~ Folders v

address | 5 My Computer v B
o M]. Files Stored on This Computer

System Tasks

Wiew system information I Shared Documents J ‘Administrator's Documents
I Addor remove programs ~ l

[ change 2 setting
| Hard Disk Drives

Other Places =a e
By Local Disk (C) = ﬂ Lacal Disk (Dt
&3 My Network Places

(2} My Documents
=) Shared Dacuments Devices with Removable Storage

B control Panel

Q% 3% Floppy (A1) @ D Drive (E:)
Details w

Bahrian on 'Inet-01" (2} | Network Drives
Metwork Drive
File System; NTFS

Free Space: 5.95 GB w Bahrian on 'Tnet-01' (Z:)

Tokal Size: 146 GE ==

» Using My Documents
» TheMy Documents folder provides a place to store all of your fila&hen you save a
document, the default save location is kg Documents folder:
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My Documents

To open the My Documents Folder:
* Click Start > My Documents.
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Week 8

Working with Filesand Folders

About Folders

» Folders on a computer provide a storage systentasitoifolders in a filing cabinet.
Folders can contain files and other subfoldersnddivs XP provides a number of default
(personal) folders to start your computer filingtgym.

» Afolder is typically represented by a folder icohhe folder name is under the icon:

Folder

Using My Computer
» TheMy Computer folder displays all hard disk drives and removadtteage devices
connected to your computer:

My Computer

» Double-clicking on a drive or removable storageicewdisplays its contents.

To open the My Computer folder:
» Click Start > My Computer.

? My Computer |Z”E”‘XI
I

Fle Edt Wew Favorkes Tools Help

3 oo D ¥ Osewch [ roers | [

fdddress | 1 My Computer v Be
= Files Stored on This Computer

System Tasks

View system information s Shared Dacuments /’ Administrator's Dacuments
T Addor remove programs = |

[ change a setting
| Hard Disk Drives

Other Places

g@ Local Disk (C:) @ Local Disk (01}

&3 by Nistwark Places
(L) My Documents
) Shared Docuinents
B control Panel

Devices with Removable Storage

- 31 Floppy (A:) @ D Drive (E:)

=

Details

Bahrian on Tnet-01° (29) | Network Drives
Histwiork Drive

File System; NTFS
Fies Space; 5.95 6B
Total Size: 14.6 68

= Bahrian on ‘Inet-01' (Z:)

» Using My Documents
 TheMy Documents folder provides a place to store all of your fila&hen you save a
document, the default save location is kg Documents folder:
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4

My Documents

To open the My Documents Folder:

Click Start > My Documents.

Using My Pictures

By default, theMy Picturesfolder is situated in th®ly Documents folder. When you
save pictures from your digital camera or scanagour computer, or save a file in a
graphics program, such Rkcrosoft Paint, the default save location is they Pictures
folder:

&

.-':'f My Pickures
..-r""'"'-'_;

To open the My Picturesfolder:

Click Start > My Pictures.

Note: TheMy Picturesfolder contains some sample pictures.

Using My Music

By default, theMy Music folder is situated in th®ly Documents folder. When you use
Windows Media Player to copy music from a CD or download music from lifernet,
the default save location is tey Music folder:

- mf-' My Music
i

To open the My Music folder:

Click Start > My Music.

Note: TheMy Music folder contains some sample music.

To determine file types

Within the Windows Explorer window each file wilebmarked with a small icon, as
illustrated. In the example shown the first filsglays an icon representing Microsoft
Word, and if you look along the line of informatiabout this file, it clearly states
(assuming that you are using the details mode to view the files) that the file is indeed a
Microsoft Word Document. The second file is marked ad/acr osoft Power Point
Presentation file in the same way.

‘@ ecdl-module-7. doc 1.453KE  Microzoft Waord Docurnent
front cover. ppt 16EE  Microzoft PowerPoint Prezentation

This indicates that somehow Windows knows what adfite is and what a PowerPoint
file is. This is because when Word and PowerPogrevinstalled onto the PC the
installation program gave Windows information abfilets that would be created using
these packages.

If you were to double click on say, the Word fillee Word program would open up, and
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the data file that you double clicked on would pthyed within the Word program. To
use the jargon, files created within Word are "agged" with Microsoft Word and all
Word document files have a file extension of .doc

In some cases Windows does not have detailed irfitsmabout certain file types. In the
example illustrated, there are two files and tlomgcused to display them are the generic
Windows default icons. This means that if you wereouble click on these files they
would not run or be displayed within a program, tfee simple reason that Windows does
not know what to do with these files. There is file "association" for these particular
files.

=] CCT.zip
;ﬂ cot_buttonz. PSD

Some more examples:

Note that the icons shown for some of these fiesywill vary depending on what
programs you have installed on your computer.

%ecdl.e:-:e
The .EXE extension indicates that the file is aecetable (program) file.

4 ecdl gi
The .GIF extension means that the file containsrege. GIF files are commonly found
on the Web.

ﬂ’ ecdl.jpg

.JPG or .JPEG is another common type of image file.

&] ecd html
.HTML (HyperText Markup Language) is the formatttiiéeb pages are stored in.

(2] ecdl.mdb

.MDB files contain an Access database.

ecd pdf
.PDF is used by the Adobe Acrobat program. PDE filentain documents that can be
viewed or printed.

@ ecdl.itf

.RTF (Rich Text Format) is used for word processecuments. It is supported by many
different kinds of word processing application sis iuseful for converting documents
from one program to another.

.TXT files are simple text only files, commonly ated using the Windows Notepad
application.

@ ecdl. s

XLS files contain an Excel Workbook.

To display commonly used folder s on the desktop:

Right-click on the desktop.
From the pop-up menu, seldtoperties. This opens thBisplay Properties dialog box.
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» Click theDesktop tab.
» Click the Customize Desktop button:

Display Properties

__-Themes;' Desktop [Screen Saver Appearance .Settings_

| & Mone) Al | Browse
| [ Bliss '
i[ﬂEIue Lace 16 ‘
| [ Coffee Bean

' ‘ﬁ FeatherT exture
; Gane Fishing

LR e i

| Customize Desktop... [

[ (] 8 ][ Cancel ] Apply

» Check the icons you want displayed on your desktdpeDesktop icons area:

Dezktop icons

by D ocuments by Metwork, Places
ky Computer Internet Explorer
* Click OK.

* Click OK again to exit thd®isplay Properties dialog box.

Using the Recycle Bin

* When you delete a program, file, or folder, it isved to theRecycle Bin. TheRecycle
Bin gives you the opportunity of later retrieving yalaleted items if you change your
mind. Items in th&ecycle Bin still take up hard disk space. When Rezycle Bin is
full, Windows XP automatically cleans out enough@pto accommodate the newest
deleted items.

» By default, theRecycle Bin is located on your desktop:

Displaying Folders on the Desktop
* Windows XP makes it easy to display the most comynosed folders and programs on
your desktop for easy access.
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Managing Files and Folders

Opening a File or Folder
» Double-click on the file or folder you want to opefhe file or folder is displayed in a
window.

Note: To open programs, files, and folders from $hart menu, only a single-click is
required.

Copying, Cutting, and Pasting Files and Folders

» Copying files and folders is useful if you wantcpy (duplicate) a file or folder, and
place it in another location. Cutting a file otdier is useful if you want toove a file or
folder to another location.

To copy or cut filesand folders:

» Right-click on the file or folder you want to copy cut.

* From the pop-up menu, selédbpy or Cut.

» Open the location you want the copied or cut iterbd placed.
* Right-click in the location.

* From the pop-up menu, selddste.

Creating Shortcuts for Files and Folders

» Creating a shortcut is useful when you frequentlyeas a program, folder, or file, or
when you want to place a program, folder, or filghieStart menu. The desktop is a
convenient location to place shortcuts.

To create ashortcut from a program, file, or folder:
» Right-click on the program, file, or folder for vafi you want to create a shortcut.

* From the pop-up menu, selétteate Shortcut.
* Cut and paste the shortcut to the location you want

OR

» Right-click on the program, file, or folder for v you want to create a shortcut.
» From the pop-up menu, selécteate Shortcut.

» Click and drag the shortcut into a folder or orte tlesktop:
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N
— Sample
| 512 x 384
Bitrmap Image

— (=4 S5ample Pictures
[ Shiorkouk
1 KB

kcut to Sample

Note: When you delete a shortcut, the original progrile, or folder is not deleted.

To create ashortcut from a location:
* Right-click on the location you want your shortcut.
* From the pop-up menu, selédew > Shortcut:

S o

Properties

a Briefrase
@ Bitrnap Imnage
Wordpad Document

Text Docurment
G:I W ave Sound
E Compressed (zipped) Folder

Renaming Files and Folders

* Right-click on the file or folder you want to renam
* From the pop-up menu, seld¢name.

* Type a new name:

» Press thé&nter key on your keyboard.

Deleting Files and Folders

Todeleteafileor folder located on the desktop:

* Right-click on the file or folder you want to dedet
* From the pop-up menu, seldat!ete.

OR

» Select the file or folder you want to delete.
» Press th@elete key on your keyboard.
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Todeleteafileor folder located in afolder:
» Select the file or folder you want to delete.
* From the main menu, seldeie > Delete:

FEN Edit Wiew  Fe

Preview

Edit

Prink

Cpen With 3
Send To 4
ew 3

Create Shorbout

Rename g

Properties

Close

OR

» Select the file or folder you want to delete.
» Press thdelete key on your keyboard.

Changing File and Folder Views
* When viewing files and foldemsithin afolder, files and folders can be viewed as:

» Details:
| Mame Size | Type Date Modified
S Sample 577 KE  Bitmap Image 21812002 4,59 FM
{52 5ample Pictures 1KE Shorbeut 21412002 7:51 FM
« AList
” ,ﬂ Sample

{51 5ample Pickures

* lcons
PN B
Sample Sample
Pictures
o Tiles
~

Sample Sample Pickures
B12 x 304 Shorkcuk
Bitrmap Image 1KE

Page 55 of 86



Students training Manual

e  Thumbnails;

L ﬂ

! =

Sample Sample Pictures

Displaying the File and Folder Structure
* Click theFoldersbutton on theStandar d Buttons toolbar:

i Folders

5

Navigating Folders
» TheStandard Buttons toolbar contain8ack, Forward, andUp navigation buttons:

@Back . @ - ?

* When you click thdack navigation button, you return to the previous eukfolder.

» TheForward navigation button becomes active once you hav&edicheBack
navigation button. ThEorward navigation button returns you to the opened folaer
navigated back from.

* TheUp navigation button moves you up one level in tHddpbstructure. For example,
theMy Music folder is located in th#1y Documents folder. If theMy Music folder is
open and you click thep navigation button, you will be taken to thly Documents
folder regardless of the folders that B@ck or Forward in your navigation.

Displaying File and Folder Properties

» Files and folders have property sheets that inclofd@mation such as the type, size and
location of a file or folder; the date a file otder was created, modified, or accessed; file
and folder attributes; the name of the program dpans a file; and the number of files or
subfolders contained in a folder.

» File and folder property sheets vary dependinghertype of file or folder.

Todisplay propertiesfor filesand folderswithin a folder window:

» Select the file or folder (in the folder window) fehich you want to display properties.
* From the main menu, seldeie > Properties:
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FIEM Edit  Miew  Favorites
Open
Explore
Search..,
Add b Playlist
Play

Shating and Security,..
Send To *
Mew 3

Create Shorkcut
Delete
Rename

W

Close

OR

Modifying Folder Options

Modifying folder options allows you to customizevihéolders appear and function.
Options include opening folders with a single- ouldle-click, choosing the default folder
view (details, tiles, etc.), specifying a prograsropen certain file types, and working with
offline files and programs when not connected te&vork.

To modify folder options:

Open the folder for which you want to modify optson
From the main menu, selétbols > Folder Options:

BN Help
Map Metwark Drive. ..
Disconnect Nebwork Drive...
Synchraonize. ..

[l ]

This opens th&older Options dialog box.
Make the folder modifications you want.
Click OK.

OR

Click Start > Control Panel.

Click Appearance and Themes.

Click Folder Optionsin theor pick a Control Paneicon area. This opens thlder
Options dialog box.

Make the folder modifications you want.

Click OK.

Modifying the Folder Window Toolbar
To show or hidefolder window toolbars:

From the main menu, seléé¢tew > Toolbars. This displays a list of toolbars available.
Toolbars with a check next to them are alreadylaysu:
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O Favorites  Tools Help

M v Standard Buttons
Status Bar v Address Bar

Explorer Bar k Links
& Thumbnails v Lock the Toolbars
Tiles Cuskomize. ..

» Check or uncheck the toolbars you want to showide.h

Using Task Panels

* A new feature to Windows XP, task panels provideasy way to access the most
commonly used folder tasks. The task panel dispdalyst of hyperlinked tasks to the left

of the folder contents:

- A Frequenth... hostname.txt Internet #
Recycle Bin Tasks A5 Explarer
’ ; A .
gj Emipty the Recyrle Bin | r” r’J I-‘|
B Restore all ibems — . e
| InkernetEm... My Music  PinnedItems.,..

1.

» Several folders offer additional specialized hyipded tasks. For example, they
PicturesandMy Music folders offer links that help you manage your @ietand music
files. TheRecycle Bin offers links to empty thRecycle Bin or restore items from the
Recycle Bin. TheMy Computer folder offers links to view system information,dadr
remove programs, and change system settings.
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Working with Filesand Folders

About Folders

» Folders on a computer provide a storage system similar to folders in a filing cabinet.
Folders can contain files and other subfolders. Windows XP provides a number of default
(personal) folders to start your computer filing system.

» Afolder is typically represented by a folder icon. The folder name is under the icon:

Folder

Using My Computer
» TheMy Computer folder displays all hard disk drives and removable storage devices
connected to your computer:

[y Computer

» Double-clicking on a drive or removable storage device displays its contents.

To open the My Computer folder:
* Click Start > My Computer.

2 My Computer E“E]b__(l
File Edit ‘“iew Favorites Tools Help ";"‘
& ot (=] I? /" Search || Folders v

Address | W My Computer V| 5o
I o .| Files Stored on This Computer

System Tasks

Views syskem information ' Shared Documents "J Administrator's Documents
;’;',I Add or remove programs = |

G- Change a setting
| Hard Disk Drives

Other Places

= =

IQ- ---.@ Local Disk (C:) = Local Disk (D)
‘g My MNetwork Places w
Ii_':'l My Documents
I5) Shared Documents Devices with Removable Storage
G’ Control Panel

L% 3% Floppy (A:) E 4 % D Drive {E:)
Details
Bahtian on 'Inet-01' (2:) _ Metwork Drives

TMetwork Drive

File System: NTFS

Free Space: 5.95 GB W Bahrian on Tnet-01' {Z;)

Total Size: 14.6 GB ——

» Using My Documents
» TheMy Documents folder provides a place to store all of your files. When you save a
document, the default save location is e Documentsfolder:
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4

My Documents

To open the My Documents Folder:

Click Start > My Documents.

Using My Pictures

By default, theMy Picturesfolder is situated in th®ly Documents folder. When you
save pictures from your digital camera or scanagour computer, or save a file in a
graphics program, such Rkcrosoft Paint, the default save location is they Pictures
folder:

&

.-':'f My Pickures
..-r""'"'-'_;

To open the My Picturesfolder:

Click Start > My Pictures.

Note: TheMy Picturesfolder contains some sample pictures.

Using My Music

By default, theMy Music folder is situated in th®ly Documents folder. When you use
Windows Media Player to copy music from a CD or download music from lifernet,
the default save location is tey Music folder:

- mf-' My Music
i

To open the My Music folder:

Click Start > My Music.

Note: TheMy Music folder contains some sample music.

To determine file types

Within the Windows Explorer window each file wilebmarked with a small icon, as
illustrated. In the example shown the first filsglays an icon representing Microsoft
Word, and if you look along the line of informatiabout this file, it clearly states
(assuming that you are using the details mode to view the files) that the file is indeed a
Microsoft Word Document. The second file is marked ad/acr osoft Power Point
Presentation file in the same way.

‘@ ecdl-module-7. doc 1.453KE  Microzoft Waord Docurnent
front cover. ppt 16EE  Microzoft PowerPoint Prezentation

This indicates that somehow Windows knows what adfite is and what a PowerPoint
file is. This is because when Word and PowerPogrevinstalled onto the PC the
installation program gave Windows information abfilets that would be created using
these packages.

If you were to double click on say, the Word fillee Word program would open up, and
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the data file that you double clicked on would pthyed within the Word program. To
use the jargon, files created within Word are "agged" with Microsoft Word and all
Word document files have a file extension of .doc

In some cases Windows does not have detailed irfitsmabout certain file types. In the
example illustrated, there are two files and tlomgcused to display them are the generic
Windows default icons. This means that if you wereouble click on these files they
would not run or be displayed within a program, tfee simple reason that Windows does
not know what to do with these files. There is file "association" for these particular
files.

=] CCT.zip
;ﬂ cot_buttonz. PSD

Some more examples:

Note that the icons shown for some of these fiesywill vary depending on what
programs you have installed on your computer.

%ecdl.e:-:e
The .EXE extension indicates that the file is aecetable (program) file.

4 ecdl gi
The .GIF extension means that the file containsrege. GIF files are commonly found
on the Web.

ﬂ’ ecdl.jpg

.JPG or .JPEG is another common type of image file.

&] ecd html
.HTML (HyperText Markup Language) is the formatttiiéeb pages are stored in.

(2] ecdl.mdb

.MDB files contain an Access database.

ecd pdf
.PDF is used by the Adobe Acrobat program. PDE filentain documents that can be
viewed or printed.

@ ecdl.itf

.RTF (Rich Text Format) is used for word processecuments. It is supported by many
different kinds of word processing application sis iuseful for converting documents
from one program to another.

el bt
.TXT files are simple text only files, commonly ated using the Windows Notepad

application.

@ ecdl. s

XLS files contain an Excel Workbook.
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To display commonly used folder s on the desktop:

* Right-click on the desktop.

* From the pop-up menu, seldatoperties. This opens thBisplay Properties dialog box.
» Click the Desktop tab.

* Click the Customize Desktop button:

Display Properties

__-Themes_. Desktop i_'Sc:reen Saver- Appearance 'Settings-

- 53 [Mone) * I Broisse.
| [ Bliss |

[ [, Blue Lace 16 |

' ,ﬂ Coffes Bean |

' ﬁ FeatherT exture

lﬁl Gane Fishing 3

|l e

| Customize Desktop... [

[ DK, ” Cancel ]

» Check the icons you want displayed on your desktdpeDesktop icons area:

Desktop icons

ky Documents hy Metwork, Places
ky Computer Internet Explorer
e Click OK.

* Click OK again to exit thd®isplay Properties dialog box.

Using the Recycle Bin

* When you delete a program, file, or folder, it isved to theRecycle Bin. TheRecycle
Bin gives you the opportunity of later retrieving yalaieted items if you change your
mind. Items in thé&kecycle Bin still take up hard disk space. When Rezycle Bin is
full, Windows XP automatically cleans out enough@mto accommodate the newest
deleted items.

» By default, theRecycle Bin is located on your desktop:

Displaying Folders on the Desktop
* Windows XP makes it easy to display the most comynosed folders and programs on
your desktop for easy access.
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Managing Files and Folders

Opening a File or Folder
» Double-click on the file or folder you want to opemhe file or folder is displayed in a
window.

Note: To open programs, files, and folders from $hart menu, only a single-click is
required.

Copying, Cutting, and Pasting Files and Folders

» Copying files and folders is useful if you wantcpy (duplicate) a file or folder, and
place it in another location. Cutting a file otdier is useful if you want tcove a file or
folder to another location.

To copy or cut filesand folders:

» Right-click on the file or folder you want to copy cut.

* From the pop-up menu, selédopy or Cut.

* Open the location you want the copied or cut iterhe placed.
* Right-click in the location.

* From the pop-up menu, seldtdste.

Creating Shortcuts for Files and Folders

» Creating a shortcut is useful when you frequentlyeas a program, folder, or file, or
when you want to place a program, folder, or filghieStart menu. The desktop is a
convenient location to place shortcuts.

To create ashortcut from a program, file, or folder:
» Right-click on the program, file, or folder for v you want to create a shortcut.

» From the pop-up menu, selécteate Shortcut.
* Cut and paste the shortcut to the location you want

OR

» Right-click on the program, file, or folder for v you want to create a shortcut.
* From the pop-up menu, selétteate Shortcut.

* Click and drag the shortcut into a folder or orfite tdesktop:
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N
— Sample
| 512 x 384
Bitrmap Image

— (=4 S5ample Pictures
[ Shiorkouk
1 KB

kcut to Sample

Note: When you delete a shortcut, the original progrile, or folder is not deleted.

To create a shortcut from a location:
* Right-click on the location you want your shortcut.
* From the pop-up menu, selédew > Shortcut:

S o

Properties

a Briefrase
@ Bitrnap Imnage
Wordpad Document

Text Docurment
G:I W ave Sound
E Compressed (zipped) Folder

Renaming Files and Folders

* Right-click on the file or folder you want to renam
* From the pop-up menu, seld¢name.

* Type a new name:

» Press thé&nter key on your keyboard.

Deleting Files and Folders

To deleteafile or folder located on the desktop:

* Right-click on the file or folder you want to dedet
* From the pop-up menu, seldat!ete.

OR

» Select the file or folder you want to delete.
» Press th@elete key on your keyboard.

Todeleteafileor folder located in afolder:
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Select the file or folder you want to delete.

From the main menu, seldeile > Delete:

FEN Edit Wiew  Fe

Preview

Edit

Prink

Cpen With 3
Send To 4
ew 3

Create Shorbout

Rename g

Properties

Close

OR

Select the file or folder you want to delete.

Press thd®elete key on your keyboard.

Changing File and Folder Views
When viewing files and foldemsithin a folder, files and folders can be viewed as:

Details:
| Mame Size | Type
S Sample 577 KE  Bitmap Image
{52 5ample Pictures 1KB  Shorteut
A List:
” ,ﬂ Sample

{51 5ample Pickures

Icons:
PN B
Sample Sample
Pictures
Tiles.
~

Sample
512 = 384
Bitrmap Image

Date Maodified

2082002 4:59 FM
2042002 7:51 PM

Sample Pickures
Shorkcuk
1KE
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e  Thumbnails;

L ﬂ

! =

Sample Sample Pictures

Displaying the File and Folder Structure
* Click theFoldersbutton on theStandar d Buttons toolbar:

i Folders

5

Navigating Folders
» TheStandard Buttons toolbar contain8ack, Forward, andUp navigation buttons:

@Back . @ - ?

* When you click thdack navigation button, you return to the previous eukfolder.

» TheForward navigation button becomes active once you hav&eticheBack
navigation button. ThEorward navigation button returns you to the opened folaer
navigated back from.

* TheUp navigation button moves you up one level in tHddpbstructure. For example,
theMy Music folder is located in th#1y Documents folder. If theMy Music folder is
open and you click thep navigation button, you will be taken to thly Documents
folder regardless of the folders that B@ck or Forward in your navigation.

Displaying File and Folder Properties

» Files and folders have property sheets that inclofd@mation such as the type, size and
location of a file or folder; the date a file otder was created, modified, or accessed; file
and folder attributes; the name of the program dpans a file; and the number of files or
subfolders contained in a folder.

» File and folder property sheets vary dependinghertype of file or folder.

Todisplay propertiesfor filesand folderswithin a folder window:

» Select the file or folder (in the folder window) fehich you want to display properties.
* From the main menu, seldeie > Properties:
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FIEM Edit  Miew  Favorites
Open
Explore
Search..,
Add b Playlist
Play

Shating and Security,..
Send To *
Mew 3

Create Shorkcut
Delete
Rename

W

Close

OR

Modifying Folder Options

Modifying folder options allows you to customizevihéolders appear and function.
Options include opening folders with a single- ouldle-click, choosing the default folder
view (details, tiles, etc.), specifying a prograsropen certain file types, and working with
offline files and programs when not connected te&vork.

To modify folder options:

Open the folder for which you want to modify optson
From the main menu, selétbols > Folder Options:

BN Help
Map Metwark Drive. ..
Disconnect Nebwork Drive...
Synchraonize. ..

[l ]

This opens th&older Options dialog box.
Make the folder modifications you want.
Click OK.

OR

Click Start > Control Panel.

Click Appearance and Themes.

Click Folder Optionsin theor pick a Control Paneicon area. This opens thlder
Options dialog box.

Make the folder modifications you want.

Click OK.

Modifying the Folder Window Toolbar
To show or hidefolder window toolbars:

From the main menu, seléé¢tew > Toolbars. This displays a list of toolbars available.
Toolbars with a check next to them are alreadylaysu:
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O Favorites  Tools Help

M v Standard Buttons
Status Bar v Address Bar

Explorer Bar k Links
& Thumbnails v Lock the Toolbars
Tiles Cuskomize. ..

» Check or uncheck the toolbars you want to showide.h

Using Task Panels

* A new feature to Windows XP, task panels provideasy way to access the most
commonly used folder tasks. The task panel dispdalyst of hyperlinked tasks to the left

of the folder contents:

- A Frequenth... hostname.txt Internet #
Recycle Bin Tasks A5 Explarer
’ ; A .
gj Emipty the Recyrle Bin | r” r’J I-‘|
B Restore all ibems — . e
| InkernetEm... My Music  PinnedItems.,..

1.

» Several folders offer additional specialized hyipded tasks. For example, they
PicturesandMy Music folders offer links that help you manage your @ietand music
files. TheRecycle Bin offers links to empty thRecycle Bin or restore items from the
Recycle Bin. TheMy Computer folder offers links to view system information,dadr
remove programs, and change system settings.

Page 68 of 86



Students training Manual

Week 10

Using the Search Companion

About the Search Companion

» Enhanced for Windows XP, tt&e=arch Companion is designed to help you quickly find
what you're looking for. Th8earch Companion helps you find files, folders, printers,
computers and people, information in thelp and Support Center, and acts as a
starting point to search the Internet.

Displaying the Search Companion
* Click Start > Search

OR click the Sear ch button in a folder window:

}Fﬁearch

Searching for Pictures, Music, or Video
» Click thePictures, music, or video link in the Search Companion:

F g

What do you want to search
for?

Pictures, music, or yideo

Documents (word
processing, spreadsheet,
etcy

Al files and Folders
Computers or people

&) Information in Help and
Support Cenker

You may also wank ko,
7 search the Internet
Charige preferences

» Check the file type for which you are searching/andnter a file name.
* Click Search.

Note: Useadvanced sear ch options to search on more specific criteria.

Searching for Documents

* Click theDocuments (word processing, spreadsheet, etc.) link in the Search
Companion.
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» Select the criteria on which you are basing yoaraeand/or enter a file name:

[ ]

- -
Search by any or all of the
criteria below.

Last: time it was modified:
(*) Don't remember
) within the last week:
) Past manth

) Within the past year

all or part of the document
MAME!

You may also wank ko, ..

Use advariced search
opkions

[ Back H Search ]

e Click Search.

Searching for all Files and Folders

» Click theAll Filesand Folders link in the Search Companion.

» Select the criteria on which you are basing yoara®and/or enter a file name or word or
phrase in the file.

* Click Search.

Using Windows Explorer or My Computer
* Windows Explorer andMy Computer offer ways to manually locate and manage files
and folders within the hierarchical structure ¢#gj folders, and drives on your computer.

To open Windows Explorer:
* Click Start > All Programs > Accessories > Windows Explorer.

To open My Computer:
* Click Start > My Computer.
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Week 11

Working with Filesand Folders

Getting to Know Windows XP Folders

About Folders

» Folders on a computer provide a storage systentasitoifolders in a filing cabinet.
Folders can contain files and other subfoldersnddivs XP provides a number of default
(personal) folders to start your computer filingtgym.

» Afolder is typically represented by a folder icofhe folder name is under the icon:

Folder
Using My Computer

» TheMy Computer folder displays all hard disk drives and removadtteage devices
connected to your computer:

[y Compuker

» Double-clicking on a drive or removable storageidewisplays its contents.

To open the My Computer folder:
» Click Start > My Computer.

2 My Computer [ [=1E3)
th

Ele Edit View Favortes Toos Help

D ¥ P sead [k [

Agidress | 9 My Computer v Eds

" |_Files Stored on This Computer

s I’ Shared Dacuments /{ ‘Adninistrstor's Dacuments

| Hard Disk Drives

System Tasks

\fiew system information
Y Add o remove programs
[ change asetting

Other Places

) L:,Q' Local Disk (€1 = g LocalDik D)
&) 1y Nebuiork Flaces
L) My Documents
) Shared Documents Devices with Removable storage
B ControlPanel > =
°
g 3% Floppy (A5) O <D Drive (E:)
Details =
Bahrian on ‘Tnet-01° () | Network Drives
fetwork Drive
File System: HTFS o
Free Space: 5.95 GB w Bahiian on ‘Inet-01' (2:)
Totdl Size; 14.6 GB -

» Using My Documents
« TheMy Documents folder provides a place to store all of your filé&hen you save a
document, the default save location is thg Documents folder:
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4

My Documents

To open the My Documents Folder:

Click Start > My Documents.

Using My Pictures

By default, theMy Picturesfolder is situated in th®ly Documents folder. When you
save pictures from your digital camera or scanagour computer, or save a file in a
graphics program, such Rkcrosoft Paint, the default save location is they Pictures
folder:

&

.-':'f My Pickures
..-r""'"'-'_;

To open the My Picturesfolder:

Click Start > My Pictures.

Note: TheMy Picturesfolder contains some sample pictures.

Using My Music

By default, theMy Music folder is situated in th®ly Documents folder. When you use
Windows Media Player to copy music from a CD or download music from lifernet,
the default save location is tey Music folder:

- mf-' My Music
i

To open the My Music folder:

Click Start > My Music.

Note: TheMy Music folder contains some sample music.

To determine file types

Within the Windows Explorer window each file wilebmarked with a small icon, as
illustrated. In the example shown the first filsglays an icon representing Microsoft
Word, and if you look along the line of informatiabout this file, it clearly states
(assuming that you are using the details mode to view the files) that the file is indeed a
Microsoft Word Document. The second file is marked ad/acr osoft Power Point
Presentation file in the same way.

‘@ ecdl-module-7. doc 1.453KE  Microzoft Waord Docurnent
front cover. ppt 16EE  Microzoft PowerPoint Prezentation

This indicates that somehow Windows knows what adfite is and what a PowerPoint
file is. This is because when Word and PowerPogrevinstalled onto the PC the
installation program gave Windows information abfilets that would be created using
these packages.

If you were to double click on say, the Word fillee Word program would open up, and
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the data file that you double clicked on would pthyed within the Word program. To
use the jargon, files created within Word are "agged" with Microsoft Word and all
Word document files have a file extension of .doc

In some cases Windows does not have detailed irfltmmabout certain file types. In the
example illustrated, there are two files and tlomgcused to display them are the generic
Windows default icons. This means that if you wereouble click on these files they
would not run or be displayed within a program, tfee simple reason that Windows does
not know what to do with these files. There is file "association" for these particular
files.

=] CCT.zip
;ﬂ cot_buttonz. PSD

Some more examples:

Note that the icons shown for some of these fiiesywill vary depending on what
programs you have installed on your computer.

%ecdl.e:-:e
The .EXE extension indicates that the file is aecetable (program) file.

4 ecdl gi
The .GIF extension means that the file containsrege. GIF files are commonly found
on the Web.

ﬂ’ ecdl.jpg

.JPG or .JPEG is another common type of image file.

&] ecd html
.HTML (HyperText Markup Language) is the formatttiiéeb pages are stored in.

(2] ecdl.mdb

.MDB files contain an Access database.

ecd pdf
.PDF is used by the Adobe Acrobat program. PDE filentain documents that can be
viewed or printed.

@ ecdl.itf

.RTF (Rich Text Format) is used for word processecuments. It is supported by many
different kinds of word processing application sis iuseful for converting documents
from one program to another.

.TXT files are simple text only files, commonly ated using the Windows Notepad
application.

@ ecdl. s

XLS files contain an Excel Workbook.

To display commonly used folder s on the desktop:

Right-click on the desktop.
From the pop-up menu, seldtoperties. This opens thBisplay Properties dialog box.
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» Click theDesktop tab.
» Click the Customize Desktop button:

Display Properties

__-Themes;' Desktop [Screen Saver Appearance .Settings_

| & Mone) Al | Browse
| [ Bliss '
i[ﬂEIue Lace 16 ‘
| [ Coffee Bean

' ‘ﬁ FeatherT exture
; Gane Fishing

LR e i

| Customize Desktop... [

[ (] 8 ][ Cancel ] Apply

» Check the icons you want displayed on your desktdpeDesktop icons area:

Dezktop icons

by D ocuments by Metwork, Places
ky Computer Internet Explorer
* Click OK.

* Click OK again to exit thd®isplay Properties dialog box.

Using the Recycle Bin

* When you delete a program, file, or folder, it isved to theRecycle Bin. TheRecycle
Bin gives you the opportunity of later retrieving yalaleted items if you change your
mind. Items in th&ecycle Bin still take up hard disk space. When Rezycle Bin is
full, Windows XP automatically cleans out enough@pto accommodate the newest
deleted items.

» By default, theRecycle Bin is located on your desktop:

Displaying Folders on the Desktop
* Windows XP makes it easy to display the most comynosed folders and programs on
your desktop for easy access.
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Managing Files and Folders

Opening a File or Folder
» Double-click on the file or folder you want to opemhe file or folder is displayed in a
window.

Note: To open programs, files, and folders from $hart menu, only a single-click is
required.

Copying, Cutting, and Pasting Files and Folders

» Copying files and folders is useful if you wantcmpy (duplicate) a file or folder, and
place it in another location. Cutting a file otdier is useful if you want toove a file or
folder to another location.

To copy or cut filesand folders:

» Right-click on the file or folder you want to copy cut.

* From the pop-up menu, selédbpy or Cut.

» Open the location you want the copied or cut iterbd placed.
* Right-click in the location.

* From the pop-up menu, seldtdste.

Creating Shortcuts for Files and Folders

» Creating a shortcut is useful when you frequentlyeas a program, folder, or file, or
when you want to place a program, folder, or filghieStart menu. The desktop is a
convenient location to place shortcuts.

To create a shortcut from a program, file, or folder:

» Right-click on the program, file, or folder for vafi you want to create a shortcut.
* From the pop-up menu, selétteate Shortcut.

* Cut and paste the shortcut to the location you want

OR

» Right-click on the program, file, or folder for v you want to create a shortcut.
* From the pop-up menu, selétteate Shortcut.

» Click and drag the shortcut into a folder or orte tlesktop:

Sample
212 = 354
Eitmap Image

==, Sample Pictures
Shorkout
1 KB
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Note: When you delete a shortcut, the original progrilim, or folder is not deleted.

To create a shortcut from alocation:
* Right-click on the location you want your shortcut.
* From the pop-up menu, seléd¢w > Shortcut:

= coe

Froperties

ﬁ Briefrase
Iﬂ Bitmap Image
wordpad Document

Text Document
G:I Wave Sound
E Compressed (zipped) Folder

Renaming Files and Folders

» Right-click on the file or folder you want to renam
* From the pop-up menu, selddename.

* Type a new name:

» Press thé&nter key on your keyboard.

Deleting Files and Folders
Todeleteafileor folder located on the desktop:

* Right-click on the file or folder you want to dedet
* From the pop-up menu, seldat ete.

OR

» Select the file or folder you want to delete.
» Press thdelete key on your keyboard.

Todeleteafileor folder located in a folder:
» Select the file or folder you want to delete.
* From the main menu, seldéte > Delete:

Gl Edit  Wiew F:
Preview

Edit

Print

Cpen With 3
Send To 3
Hew 3

Create Shortout

Renarne %

Properties

Close
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OR

» Select the file or folder you want to delete.
» Press th@elete key on your keyboard.
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Week 12

Viruses

Concepts

What is a virus and what does it do?

» Viruses are small programs written so that theyjaanp from one computer to another
(via disk or a network), and which can case disampor damage to the computer system.
Even data files such as a Word document can coatairus. As well as causing damage
to your data, or in some cases even destroying gaia, viruses can cause other effects;
such as using your email system to email all yooaiecontacts and in the process infect

other people’s computers.

How viruses infect computers

» Basically if you access files that are virus inéetthen that virus may be transmitted to
your computer. Never accept diskettes/CD-ROMs/D¥ias have not been properly
virus scanned first by your computer support teldever connect to the Internet without
an active virus checker program scanning all tles frou download. Even be careful
when using your organizations network, as one caenmn the network is capable

infecting all the other computers on the network.
Why use a virus checker?

» An up to date virus checker should help protectfyom losing data due to virus attack.

* You should find that you email system, does noja@®med up due to multiple email
viruses.

* You will have less chance of being sued for damé@es other organizations that you
accidentally infected with a virus.

* You will save time and money by preventing viruseits as opposed to dealing with the

effects of an attack.
What is virus disinfecting?

* Running a virus checker on a computer that contawisus is know as disinfecting the
PC, as the virus program will detect, then elinentie virus.

Handling Viruses

To run avirus checker

* Many virus checking programs will scan your PC wigen first switch on in the morning
and some will even run detailed scans automaticafiywvell as automatically updating
themselves so that you are protected against mes wjpes. In the example shown we
have started the Norton Anti Virus program (via 8tart menu). In this case we clicked
on theScan for Viruses button within the program. As you can see youaawose to
scan only certain drives or the whole computerth&tend of the process you should see a
message telling you that your computer is freeimises. If a virus is detected during the
scan and you work in a large organization inforrandd technical support team
immediately.

Norton AntjVirus 2001
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Regularly update your virus checking software

As new viruses are constantly emerging, it is tidalipdate your virus program on a
regular basis. Many programs will do this autonalyc For instance the Norton

Antivirus program has a facility they call 'Live digte’', which will update the virus
checker with information about more recent viruses.

x|

Welcome to Livelpdate
Y

Livellpdate checks for updates to your Symantec products. You
can decids which updates you want o install

2, LiveFeg

B Livelpdale

21 Norton Artivirus 2001

&4 Norton Antivirus Wis Definitions:
21 SARC Submission Software Lpdates
21 SeriptBlocking
2y SymEvent

Livelpdate wil use the Internet to get your
updates

LCanfigure...

Click Mext to see what updates are available,

ok [ New> | ceneel |

Help |
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Week 13
Working with System Tools

Viewing System Information

» System Information displays information for local and remote compsiiecluding
hardware configurations, computer components, soéiyand drivers.

To view system information:

» Click Start > All Programs > Accessories > System Tools > System I nfor mation.

* Click theClose button on theSystem Information window when you have finished
viewing system information.

Using the Backup or Restore Wizard

» TheBackup or Restore Wizard helps you back up or restore files and settinggaum
computer.

To usethe Backup or Restore Wizard:
* Click Start > All Programs > Accessories > System Tools > Backup.
» Click Next.

Backup or, Restore Wizard g
Backup or Restore
ou can back up files and settings, o restare them from a previous backup.
.0

Ywhat do wou want to do?

(*)Back up files and settings

() Restare files and settings

< Back “ Mext » ][ Cancel

» SelectBack up filesand settings or Restor e files and settings.
» Complete the wizard steps according to the selectiade.

Running the Disk Defragmenter

» TheDisk Defragmenter allows your computer to save and run files mofieiehtly by
consolidating fragmented files and folders.
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Torun the Disk Defragmenter:
Click Start > All Programs > Accessories > System Tools > Disk Defragmenter. This

opens théisk Defragmenter window:

5 Disk Defragmenter

File Action  View Help

2
Yolurne 5., File System Cap... Free Space %o Free Space #% |
=P (I FAT 93 MB 66 MB F0 % =
EDWINKP ... MTFS 5.00 B 514 MB 15%
=WINEP (F) MNTFS 5.00G8 916 ME 17 % W
£ i | ¥

Estimated disk usage before defragmentation:

Estimated disk usage after defragmenkation:

Analyze ] [ Defragment Pause

B Fragmented files W Contiguous files [ Unmaovable fles [ Free space

Select the drive you want to defragment.
Click the Defragment button.

Note: To analyze a drive before defragmenting it, ctitAnalyze button and review

the report.
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Week 14
Working with System Tools

Viewing System Information

» System Information displays information for local and remote compsiiecluding
hardware configurations, computer components, soéiyand drivers.

To view system information:

» Click Start > All Programs > Accessories > System Tools > System I nfor mation.

* Click theClose button on theSystem Information window when you have finished
viewing system information.

Using Disk Cleanup

» Disk Cleanup frees up space on selected drives by displayimpoeary files, Internet
files, and unnecessary program files that can betete

To use Disk Cleanup:

» Click Start > All Programs > Accessories > System Tools > Disk Cleanup.
» Select the drive you want to clean from the dropationenu.

* Click OK. This runsisk Cleanup:

Disk Cleanup

= Dizk Cleanup iz calculating how ruch space you will be
T able ta free on \WINZ0005EY [C:). This may take a few
minutes to complete,

Calculating. .

Scanning: Comprezs old files

» Check the files you want to delete.
* Click OK.
* Click Yesto delete the files.

Using the Backup or Restore Wizard

» TheBackup or Restore Wizard helps you back up or restore files and settinggaum
computer.

To usethe Backup or Restore Wizard:
* Click Start > All Programs > Accessories > System Tools > Backup.

Page 82 of 86



Students training Manual

* Click Next.

Backup or Restore Wizard

Backup or Restore
You can back up files and settings, or restore them from a previous backup.

[

YWwhat do you want to dao?

(*)Back up files and settings

(") Restore files and settings

< Back ” Mext > ]’ Cancel

» SelectBack up filesand settings or Restor e files and settings.
» Complete the wizard steps according to the selectiade.

Running the Disk Defragmenter
» TheDisk Defragmenter allows your computer to save and run files mofieiehtly by
consolidating fragmented files and folders.

Torun the Disk Defragmenter:
» Click Start > All Programs > Accessories > System Tools > Disk Defragmenter. This
opens théisk Defragmenter window:

% Disk: Defragmenter

File Action  ¥iew Help

o o E

Yolume 3..| File System Cap... Free Space % Free Spare 4
=IZIP (L) FaT 93 MB 66 MB T0%
EIWINEP ... MNTFS 5,00 GB 814 MB 15%
EWINEP () HWTFS 5.00GB 16 MB 17 %% v
£ i |3

Estimated disk usage before defragmentation:

|

Estimated disk usage after defragmentation:

Defragment Pause Stop Miew Repor

M Fragmerited files. Ml Contiguous Files Unmovable fles [ Free space

» Select the drive you want to defragment.
» Click the Defragment button.

Note: To analyze a drive before defragmenting it, ctleAnalyze button and rev the
report.
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Week 15
Working with System Tools

Viewing System Information

» System Information displays information for local and remote compsiiecluding
hardware configurations, computer components, soéiyand drivers.

To view system information:

» Click Start > All Programs > Accessories > System Tools > System Infor mation.

» Click theClose button on the&System I nfor mation window when you have finished
viewing system information.

Using Disk Cleanup

» Disk Cleanup frees up space on selected drives by displayimpoeary files, Internet
files, and unnecessary program files that can betetd

To use Disk Cleanup:

» Click Start > All Programs > Accessories > System Tools > Disk Cleanup.
» Select the drive you want to clean from the dropationenu.

* Click OK. This runsDisk Cleanup:

Disk Cleanup

= Dizk Cleanup iz calculating how ruch space you will be
T able ta free on \WINZ0005EY [C:). This may take a few
minutes to complete,

Calculating. .

Scanning: Comprezs old files

» Check the files you want to delete.
e Click OK.
» Click Yesto delete the files.

Using the Backup or Restore Wizard

» TheBackup or Restore Wizard helps you back up or restore files and settinggaum
computer.

To usethe Backup or Restore Wizard:

* Click Start > All Programs > Accessories > System Tools > Backup.
» Click Next.
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Backup or, Restore Wizard E|

Running the Disk Defragmenter

Backup or Restore

YWwihat do pou want to do?

(#)Back up files and settings

(") Restore filles and settings

ou can back up files and zettings, o restare them from a previous backup.

< Back ” Mext > ]’ Cancel
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SelectBack up filesand settings or Restorefiles and settings.
Complete the wizard steps according to the selectiade.

TheDisk Defragmenter allows your computer to save and run files mofigiehtly by
consolidating fragmented files and folders.

Torun the Disk Defragmenter:
Click Start > All Programs > Accessories > System Tools > Disk Defragmenter. This
opens théisk Defragmenter window:

5 Disk Defragmenter

File Action View Help

2
Yolume 5. File Systern Cap... Free Space % Free Space. #
E=ITIP (1) FAT 93 MB 66 MB F0 % =
EIWINEP_. .. NTFS 5.00 GB 514 ME 15%
EIWINEP(F MTFS 5.00GB 916 MB 17 % vl
.S | £

Estimated disk usage before defragmentation:

Estimated disk usage after defragmentation:

Analyze ] [ Defragment Pause

W Fragmented files W Cortiguous files [ Unmaovable fles [ Free space

Select the drive you want to defragment.
Click the Defragment button.
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Note: To analyze a drive before defragmenting it, ctitgAnalyze button and review
the report.
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