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publication. It is therefore subject to change.
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electronic, mechanical, or otherwise, without the prior written permissi ing Solutions Inc.

The information in this courseware is distributed on an “as is’
taken in the preparation of this courseware, neither the auth
person or entity with respect to any liability, loss, or
instructions contained in this courseware or by the col

arranty. While every precaution has been
ng Solutions Inc. shall have any liability to any
aleged to be caused directly or indirectly by the
d hardware products described therein.

Any other brand name or product mentioned inhis publi is a trademark or registered trademark of their respective
companies and are used for identification purp
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All rights reserved.
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CCI Learning SolutionsInc.
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is courseware require you to use the data files provided for the book.

can be downloaded from http://www.ccilearning.com/data. Complete instructions on
ad the files are located on page viii.
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1005 Standard

Approved by Certiport

We are pleased to announce that our courseware has been approved for the IC3 Certification. Thig book fulfills
the basic requirements for the Computing Fundamentals IC? exam. What this means is that af

Internet and Computing Core Certification Program. Please refer to the IC3 Courseware
this book to see where each of the features are covered Passing these exams demon
to employers and customers. The exams are availabl e through participating 1Q test

IC3 ... What Is It?

IC3, or the Internet and Computing Core Certification program, is a globa
providing proof to the world that you are:

certification program

= Equipped with the needed computer skillsto excel in adigitakwo

®  Capable of using a broad range of computer technology —fro
systems, applications and the internet.

®=  Ready for what the work employers, colleges and

®=  Positioned to advance your career through addi
other desktop application exams.

ware and software, to operating

t to throw your way.
ertifications such as CompTIA’'s A+, and

IC3 ... Why Do You Need It

Employers, Colleges and Universiti W that exposure to computers does not equal understanding
computers. So, more than ever, basi and Internet skills are being considered prerequisites for
employment and higher education:

This is Where IC3 s!
IC3 provides specific i e knowledge and skills required to be a functional user of computer
hardware, softwar e Internet. It does this through three exams:

= Computi as

] K i

. line

By passin
fad
S need.

IC? exams, you have initiated yourself into today’s digital world. You have also given
accepted and validated credential that provides the proof employers or higher education

re about IC3, visit www.certiport.com/ic3
ind atesting center near you, visit www.certiport.com/iQcenterLocator
Q CERTIPORT

About Certiport:

Certiport, Inc. isthe leading provider of global, performance-based certification programs and services designed
to enable individual success and lifetime advancement through certification. For more information about
Certiport’s offerings, visit www.certiport.com

Note: Certiport is aregistered trademark of Certiport, Inc. in the United States and other countries.
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Courseware Conventions
The following conventions are used throughout the courseware:
= [talic characters represent terms
= Bold characters represent menu options, menu choices or toolbar buttons

= theword “type” meansto type: the indicated text
= this typeface indicates text to be typed, for example the save as file name
= theword “press’ meansto press the specified
= jnstructionsfor exercises are in numbered steps

= jnstructions throughout this courseware assume that you will_be

Exercise text meant to be typed is typeset in this fo %
(T) is used to indicate pressing the key jar the &
to leave a blank line.q

aragraph symbol
a paragraph or

Using the Book

The goal of this courseware is to provide you wi °oest training solutions available for IC3
Certification.
| the
d

Course Length: This courseware cover tives in the Computing Fundamentals exam, with
anumber of exercises designed to emp force concepts. It has been designed to fit within
a 20 to 25 hour course. Suggest in een provided with each lesson as a guide; this will
vary depending on the size and el your class.

Step by Step Process: h col vered has an accompanying step by step exercise (where
applicable) to demonstrat th ure works. The exercises take users through each step of the
process to accompli i propriate screen captures to show the progress.

This book pr es of ways to complete a task. Whenever you see this symbol, it shows an
~ alternate th o lete that task or additional information you need to know about the feature. As
you prggre imes there are hints or tips to help accomplish the task faster or more productively.

Isfor Digital Literacy courseware provide a variety of exercises to teach a concept.
cises are set up in the following method:

ides hands on, step by step exercises that guide students through procedures and commands. They
e presented immediately following a topic explanation and provide basic instructions on the most
productive method of using a feature.

@ Practice Exercise

Are also hands on, step by step guided exercises and provide extra practice and reinforcement or may
present an aternative method of completing a task.

Additional exercises, case studies and projects are available for further practice of these concepts.
Contact your course provider for access to the Essential Skills for Digital Literacy Supplemental
Exercise Workbook.
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Courseware Setup
This courseware was developed using specific software and hardware configurations. In order to
complete this courseware, you will require the following minimum requirements:
Hardware Requirements

= 233 MHz (500 MHz or higher recommended) = Mouse or other compatible pointing device
= 64 MbRAM (128 Mb or higher recommended) = 101 enhanced keyboard
= 300 Mb or higher free space on hard drive = Printer (must have access righ

print)

In order to fully recognize some of the components that make up a computer, it is preferable ve
access to these actual components, wherever possible.

Software Requirements

= Microsoft Windows XP Professional
= Microsoft Internet Explorer 6.0 or higher

The explanationsin this courseware are based on the default
of the Microsoft Windows XP Professional program.
classroom lab) may be configured differently. If so, pl
Microsoft Windows User’ s Guide to verify the setup.

s est ed during the installation
uter (or the computers in the
your instructor, or consult the

The objectives outlined in each lesson can be ly using the material and exercisesin
this courseware, and by paying close attenti ructor. You should not hesitate to ask
guestionsif you have problemsin working erial.

A computer can be made up of a vari comporents, some of which are either not discussed in
great detail or at all in this cour e. ives in the IC® program are designed to provide you
with the basic fundamental know orking with computers and achieve a digital literacy
competency. For more inform about other computers or types of computers not discussed in this
courseware, please speak t@.your | for additional resources you can access.

ram, with more features than you can master in a single course.
dous amount of material in a simple, easy-to-learn format. You

Windows is a large 0

This courseware pr

should read ah du course; you should also reread regularly. This will increase your
retention of i c ts and skills, and will help you cope with the size and power of these
programs eto learn.

r
If yo usifig another version of Windows, you will find that all of the concepts are the same; what will
hange some of the steps required to accomplish the task.

quisite Skills

Qcourseware has been designed to provide the essential skills for digital literacy and therefore is
ded for those who have never used a computer, or have minimal experience, although some

familiarity with using a mouse and keyboard can be helpful.
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Course Objectives

The main objectives of the Essentia Skills for Digita Literacy — Computing Fundamentals
courseware are to introduce new users to computers, the different types of computers that exist, how
they’re used, what makes up a computer, and an introduction to the Windows operating system. Upon
successful completion of this courseware, you will be able to:

= jdentify types of computers, how they = jdentify how software and hardware work
process information and how individual together to perform computing tasks and how
computersinteract with other computing software is devel oped and upgr
systems and devices = identify different types of so d the

= jdentify the function of computer hardware tasks to which each type of softw ost
components suited or not suited

= jdentify the factorsthat go into the decision = jdentify what an o sand how
on how to purchase computer equipment it works, and solv lems related

= jdentify how to maintain computer to operating g
equipment and solve common hardware =  manipulate & the Windows

problems desktop, files &

to change system settings, and
d remove software

Working with the Data Files

The exercises in this courseware require y use data files provided for the book. In order to

maximize the usage of these data files, it mended that you reserve a minimum of 50Mb of

space on your hard drive (or network, icab
d

Follow these steps to download th om the CCl Web site:

1  Navigateto http://www: a g.eom/data

2 Enter 1105intheC X and click the|_Fmd b= | button.

3 In the Downlo ed e 1105-1-student-data.exe file and click Run. Click Run
againin the — Security Warning window, if necessary.

3 ClickO ' Download dialog box.

Extractor dialog box use the Browse button to specify the Windows Desktop
to unzip the file and then click on Unzip.

od A Files folder, containing the required Student work files, has now been
oaded to your desktop. It is recommended that the folder be renamed using your own name
e starting the exercises in this courseware. Y ou can reinstall and use the work files as many
es as you like.

All student data files have been checked for viruses at the time of development. The courseware
developer is not responsible for any virus infection that may occur as a result of the customer or
distribution channel manipulation. Please ensure your anti-virus software is current with the latest virus
pattern to prevent new viruses from infecting the system.
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for Digital Literacy

Unit 1: Recognizing«€o ters

This unit covers the knowledge and skills required to identify
different types of computers, the components of a personal
computer (including internal components such as
microprocessors) and how these components work together. The
domain also includes the knowledge and skills relating to
computer storage as it applies to hardware components like
floppy and hard disks and performance as it applies to processor
speed and memory. It also includes the knowledge and skills
required to identify how software works, software categories
such as operating systems, applications and utilities, popular
products in each category, and which application is best suited
for a specific purpose.

Lesson Topic

1 Computers All Around Us
Looking at Networks
Elements of a Personal Computer
Understanding Memory
Identifying Input/Output Devices
Working with Storage Systems
Looking at Printers
Basic Troubleshooting Techniques
Buying a Computer
Looking at Software Applications
Using the Computer

© 0 ~NO Ul WN
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2 RECOGNIZING COMPUTERS

Lesson 1: Computers All Around Us

Objectives Suggested Timing: 1 Hour
In this lesson you will look at different types of computers and how these types of computers are being used. On
completion, you should be comfortable with the following concepts:

= Supercomputer = Personal Digital Assistant

= Mainframe =  Pocket PC

= Minicomputer = Cellular Phones

= Persona Computer = Other Electronic Computing ices

= Notebook or Laptop

How Computers Can Be Used

E The personal computer (PC) is a very powerful tool. Not only can it lations much more

quickly than a person can, it can also do many complex tasks simultane his type of computer is
i also called a microcomputer. Although it does not seem that less than 20 years ago a computer
with the same processing power would have filled an enti day, as computers keep getting

smaller, power and speed are the main characteristic an differentiate among various
types of computers. With increased power and speed, more people accessing the same or
various information without sacrificing perform

The following section describes the relation B’N
other types or sizes of computers, such e
laptops.

personal computer) or microcomputer with
mputers, minicomputers, and notebooks or

Large Systems

E A supercomputer is considered
s It is very expensive
1.1.10 of information
processed on a
supercompu in 1958
with tr o ancement in
technol the past years.
Supercom| generdly  have

ized ftware programs
d are typically used for
d engineering tasks such
asting weather, nuclear energy
ch, resource exploration, or animation. Supercomputers put al its power into running and
forming calculations on a few programs as quickly as it can. Typically, it can handle very large
databases and perform a huge number of calculations very quickly.

COMPUTING FUNDAMENTALS 1105-1 © CCI LEARNING SOLUTIONS INC.



RECOGNIZING COMPUTERS 3

1.1.2

Personal Computers

piC’|

1.4.3

Mainframe computers are large enough to fill an entire
room and require a large capital investment. They can
simultaneously handle hundreds of different programs
and users without sacrificing performance. They
process large volumes of data at an incredible speed.
These computers would need ten or more technicians
to maintain them. Mainframes are commonly found in
government agencies or large organizations, e.g.,

or universities. Often, users include
public who need access to this information. For instance, you access a mainframe
you use your bankcard at an automated teller machine (ATM).

Mainframe computers can sometimes be call
control the flow of data to and from comp
companies that have been in business f¢
time still use their mainframes to store
data.

Minicomputers can fill part o
cost tens of thousands of
process data at a dower rate and in smaller volu
computers. Several people can use a minicompu
number of users increases, each user woul
Minicomputers are commonly found

companies and legal or accounting firms.
registers) in a department store or the
aminicomputer.

y; but as the
ction in speed.

-sale terminals (cash
ocery store would link to

Microcomputers sit on, beside or under a desk. They process
data quickly and are designed for one user. The cost is
relatively low, depending on the type, model and features.
These computers are found in small businesses, schools and
homes.

The advent of technology has greatly enhanced the
availability of these computers for the home or office. The
size of the components that can be used in or with a computer
have decreased significantly as well as becoming more cost
effective, thereby making these components much more

them much easier to move around an office. They however
are still too big to be considered portable, in the same manner as notebooks.

[ : _
\ i affordable for the end user. A desktop computer has
‘ ‘f PC decreased in size and weight over the last few years, making

While there are many different types of programs that can be used with a microcomputer, there are
generally two types of microcomputers. the PC (personal computer) based on the origina IBM
machine, or the Macintosh designed by Apple.

© CCI LEARNING SOLUTIONS INC. COMPUTING FUNDAMENTALS 1105-1



4 RECOGNIZING COMPUTERS

There are a variety of styles used for PCs and Apple
computers; the ones shown here are examples of traditional
styles. The computer you use will depend on what
requirements you or your company has in order to
accomplish specific tasks. Sometimes the choice is based on
preference. For example, Microsoft Office is available for
both the PC and Apple machines. For all intents, the
software works exactly the same on either; machine.
. Accordingly, a company who has had Apple

their customized software may choose to ith these

types to handle their daily documents using Micro

for the Macintosh.

Macintosh

s to handle
rams available

Traditionally, the majority of ca
their work requirements. This may primarily be due to the wide variety
to the PC machine and the relative lower cost of a PC as compar machine. As well,
Apple machines have traditionally been the choice for many speci stries such as graphics
design or publishing. As newer software programs were elop he PC machines, the
differences between the PC and Apple machines decreased @ Many companies and schools

now have a mixture of PC and Apple machines.

Notebooks or Laptop Computers

, and are similar to the desktop models in

am m the fact that you could rest the computer
min ture sessions, etc.) where no desk was available
weren't as popular, despite the portability, was the
ts such as cramped keyboard and the placement of
ced the ability to have smaller and lighter components
the size of a paper notebook, hence the name “notebook”.
ds, notebook mouse, and docking stations, can be purchased
ately to enhance the enjoyment and experience of using a
otebook.

Notebooks tend to cost the same or dightly more than a desktop
computer, but provide a great advantage to the users who want
portability. Notebooks are popular with sales people, rea estate
agents, students and others whose work requires them to be on the
move constantly. Having a portable computer allows them to add,
search, and even print information from their computer whenever
they need, wherever they may be.

E Notebook/Laptop computers are portable mi

speed, performance and usage. Laptops go
on top of your lap and work (e.g., duri
to rest the computer. One of the r
weight of the computer as well
keys. The advent of technolo
and reduce the size of the laptop
Accessories such as exp le k

1.1.2
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RECOGNIZING COMPUTERS 5

The cost of notebooks is now relatively low in comparison
to when they were first introduced; hence the increase in
the number of users who now have a notebook as their
only computer. In the past, users may have bought a
personal computer to handle al their daily work and data
and a notebook for travel purposes; information would be
entered into the notebook and then be transferred from the
notebook to the personal computer or vice versa, as
needed. Generally, this was due to the limitations of the
notebook in the way of limited storage size, and the cost
of memory chips. With notebooks being as powerful as
desktop models, there is no longer a need to have to
transfer information from the notebook back to the desktop.

installed on the
using the keyboard

Notebooks work in a similar manner to desktop computers with softwar
notebook before you can perform any tasks. Information isinput into
or the mouse.

Tablets
These computers appear similar to a notebook but us
write or select items using a special pen desi

E tablet. All tablets have the touch screen cap
easy data entry where you need only to to

2 device to the selected item on the sc he entry
recognized by the software. The stylo i in technol ogy
to those used for PDAs or Poc atively, the

using the built-
t support or require
processing, entering

tablet also allows you to type
in keyboard for any software th
the touch screen technol eg.,
budget figures, etc.

Some areas that currently have tablets for data entry include
hospitals, home inspectors, engineers and salespeople. An example
of how this would work is a home inspector who has the specialized
software for his industry and as he completes certain aspects of the
inspection, he can click on appropriate check boxes using the stylo
pen. The stylo would also be used to click on any scroll bars or
next/previous page buttons in that software. Another example where
tablets can be used is for electronic/interactive books where you
subscribe to the company who has the book in electronic form, order
the “book” and download it to the tablet. Then using the software
that allows you to read the book, you can then move from page to
page with the stylo using the appropriates buttons on the screen, or
even write notes on specific pages of the book for reference.
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Personal Digital Assistants

biC’|

1.1.3

Small palm-sized computers that are used as personal organizers are referred to as Personal Digital
Assistants (PDAS). These types of computers have software installed with features for making
appointments, contact lists and writing notes — similar to manual organizer systems like Day-Timer,
Franklin Covey, or Day Runner.

B ] I ©B &
a'v- =
1 . L "
‘ll- % LY |
2 F
i I =3 .

1 =

@& | (a

Monochrome PDA

With a Pocket PC, you have software inst
documents in addition to having the organi
PDAs (e.g., Microsoft Office Small Busi
cameras, video/audio, or Internet capabiliti

at comes with all
DASs also have digital
ion to the office system and

f
I

£ LIl
"-.

Fit
i

coegz ek

Newer cellular phones also includ technology so you can access the
Internet as well as use the buil create documents, listen to music, OO TR
take pictures or video, (similar to using an instant messaging
program such as MSN or
e-mail program such iCr

g B

Pocket PC with
Digital Camera

The cost varies with the number of features and capabilities for each cellular phone, Pocket PC, or
PDA. Whether you purchase a Pocket PC with PDA and cellular phone services depends on your
needs and requirements. Additional services such as connection to the Internet, e-mail capability and
extra software would be a separate expense over and above the purchase price of the item.
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Workstations

piC’|

1.1.2

Other Types of Computers

piC’|

1.1.3

A workstation is essentially any computer. It generally has been considered a computer that requires a
lot of power for processing files, such as drafting, desktop publishing, graphics design, video editing
and programming. Because of the high amount of resources needed, these workstations may not have
adisk drive and could be connected to a centralized system that has enough space and power to handle
the software and storage requirements. In general, the operating system used for these computers will
either be Unix or Windows NT.

Workstations can either be connected to a network where multiple users share the ftware or

datafiles, or used by one person only.

In addition to the aforementioned, you can find computer technology in a Ices, some of
any of the newer
e problems (or potential
problems) with the vehicle. Automated Teller Machines (ATMs) wi anking institution use a
i the bank’s database or
locations other than a banking
that recognizes the banking

network to verify your profile and

account details.

Computers can be found in many other i r ch as manufacturing, not just for robotic

technology but the systems that control o pr tion equipment. Many of the equipment in
ve C

the health industry are computerized ized software to help analyze the information
received into the machine.

asis such as calculators. Many calculators use the same

erform the calculations entered. The computer isredly a

forms tasks based on the hexadecimal computations of 1 or

Computers exist in devices u n
type of chipsfound in compute or
very large and advanced ulato

0 (zero).

network to verify and complete your transactions. ATM
ingtitution have a special software that connects th
institution you currently use and then connects to th

Computers may be d ze but in order for them to communicate with other systems, there
needs to be a networ the scenes that connects everyone together in order to share the
information. or be anything from a minicomputer that diagnoses the automabile engine
to a satellj Paosition System used by PDAs, Pocket PCs, cellular phones, or automobiles
onther

ry

n you looked at a different types of computers and how these types of computers are used.
uld now be comfortable with the following concepts:

Supercomputer = Personal Digital Assistant
Mainframe = Pocket PC

Minicomputer = Cellular Phones

= Personal Computer = QOther Electronic Computing Devices
= Notebook or Laptop
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Review Questions

1. Supercomputers can handle multiple software programs and users simultaneously in order to
process the information in as efficient manner as possible.

a True b. Fase

Itaneously

2. Mainframe computers are designed to handle multiple software programs or users si
without sacrificing speed.

a True b. Fase

3. Anexample of a minicomputer could be a cash register or an automated t W
a True b. Fase

4. What are the two general types of microcomputers?

5. What would be an advantage of buying a notebook rather ad
a. Portability d. ove

b. Sze

c. Relativelow cost

mputer?

6. Tablets are another type of notebook, w. ard is the only data entry method available.

a True

8. What' sthe difference betw and a Pocket PC?

a. Pocket PCs a digital c. Pocket PCs have additional software for
creating documents or multimedia (i.e.,
video, pictures, music, etc.) files

and more powerful d. Nothing

9. Wo tially any computer.
a b. Fase
mputing devices need a means of communicating with each other, whether it is installed
j e device or via a network that connects the devices together to share information.
True b. Fase

&
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Lesson 2: Looking at Networks

T e e T D e T Tl e T e T Ca Ot T

=== T

Objectives Suggested Timing: 1 Hour

In this lesson you will look at what a network is and how it allows computers to share information. On completion,
you will be familiar with the following concepts:
= What anetwork is "  Features and benefits of networks

= Different types of networks = How computers connect and interact withi a network

What is a Network?

E Microcomputers are often linked together to form a network. This linkage allo to access
the same data. A network is a system that allows two or more computers 0. co and share
resources with each other.

1.1.10

Networks can sometimes be called centralized systems as all data flg these computers.
The storage system on a network is generally quite large and designec software programs and
data files. Not all networks or centralized systems have connec to them; some have a
combination of PCs, Macintosh machines, dumb terminal that displays information only),

smart terminals (monitor that displays information with capabilities and has limited
processing capabilities), Unix systems, or Linux systaé
r

so have portable devices such asa
tablet, PDA or cellular phone connected to a n
you are away from the office. EK

cess to information or e-mail when
Types of Networks

A network can be small or large, depen company or user requirements.

LAN A network connecti medium number of computers together in a confined

uters over long distances (i.e., between branches or officesin
es) is called aWide Area Network.

ing computers in a metropolitan area is called a Metropolitan Area

WAN A network ¢
MAN

CAN connecting computers in a limited area such as a campus or military base is

a Campus Area Network.
ork connecting computers in a home environment is called a Home Area Network.

uter requires a network interface card (NIC) and the appropriate cables to connect it to a
omputer called the network server. The cost of setting up a network varies, depending on
number of users and their requirements.

nframe computers generally store customized software applications
and large amounts of data needed by people using the computers
connected to them. In order for people spread across different locations
to have access to this data, networks need to be set up. In the past, people
who needed the information would generally have a computer with
access to and from the network connecting to the mainframe computer;
no actual information would be stored on the computer at their site. A
trend away from this is called client/server technology. A client/server
network has PCs connected that can function on their own as well as
connect to the server to access information. In this arena, the server
stores the data and the PC houses the application software.

© CCI LEARNING SOLUTIONS INC. COMPUTING FUNDAMENTALS 1105-1



10

RECOGNIZING COMPUTERS

Features and Benefits

piC’)

1.1.11

Connecting to a Netw

There are many benefits to being on a network, with the main one being the ability to share
information, for example, the company’s palicies are maintained in the Personnel department. If these
policy documents were available for viewing on a computer, you could access them from a network
without having to leave your workstation. Another example could be the ability to print documents on
the printer two floors away. Some features and benefits of having a network include:

= Larger storage capacity for company data that can be increased significantly more so than on
a standard desktop

= |Lower costs to upgrade the network only for larger storage, more
connections, etc. versus buying new faster computers for every employ

= Share resources such as data files, software programs, printers, intern i

= QOrganize data in a more effective manner for access by any work versus
copying files from individual workstations

= Maintain updates on programs from one location rather than puter workstation

= Administer and manage secure access to data and S e network through the
network software

= Set up new users with the same computer co

faster

sting workstations

= Ability to back up (or restore) the com the network (central area) for security

and disaster purposes

= Set up different and roaming pr who share workstations (e.g., log into the

network from any workstation
= Secure remote access by users trips, or working at home, etc.

In order to be connected netw ou need to have a network interface card (NIC) installed on
your system and havei tly to recognize the network. Regardless of whether you connect
to a network with a ¢ ess connection, you still need to have a network card installed on
the computer. If nnect to a network using wireless technology, you will need a router
to the network in addition to the NIC.

is installed, the computer must then be

anyan Vines, you will need to have the client * R,
of that network software installed on your system

he network will recognize the computer and allow you

to the files or programs on that network server.
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Interacting with Networks

piC’)

When your computer has been set up to recognize the network (server), you can then log into the
network. This generally requires a valid user id (set up by the network administrator) and a password

1.1.11 (originally provided by the network administrator and then administered by the user). This process is
the same, regardless of whether the computer system is PC, Macintosh or Unix.
Depending on your requirements, the computer will then run a script (mini-program) that tells the
network what access rights you have on the computer. These could include which drives/volumes,
printers, modems, folders, etc., you can access. The number of files, programs, or drivesiavailable to
you will depend on your login id and what rights or privileges have been assign by the
network administrator, as directed by your manager and/or company policies.
< Local Disk (1) —
Lo Budio CD (D) & o)
_:'“ﬂS'-.-'-.-'Dng on ‘coilotusers$ (F:) 2 Shared on Teil 00 [E7]
__‘“ﬂShared D.n I"_:':”'?DI (G:) S Fmarzen$ on 'Coil 00° [F:)
<% Apps on ‘Cailon (H:) 52 Shared on 'Coil 00 [G:)
__'“ﬂ.ﬁ.ccpac on 'Coilo (I::l E.ﬁ.pps on 'Ceil oo [H]
__fl'ﬂaildata an "Coilod (M::l E.&CCDEC on ‘Tl 00 [l] ‘
_"ﬂF'uI:uIlshlng on ‘Ceilol’ (H:} g b aildata on 'Coil0n [M]

A 4
When connected, every time you need to use a pl r afile that is stored on the network,
you are sending a request to the network for I eed at which you can access items will
depend on the speed of your network conn the microprocessor speed, the microprocessor
speed on your system, and the number of.other r s being made on the network.
Summary

<
N

k'is and how it allows computers to share information. Y ou
concepts:

=  Features and benefits of networks
= How computers connect and interact with a network

In this lesson you looked at wh
should now be familiar wigh:the fo

= \What anetwork i
= Different types o
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Review Questions

1. Explain what a network is.

2. Networks can sometimes be called centralized systems as all data flows to and from these
computers.

a True b. Fase

3. ldentify each of the network types shown in the following:

a MAN d. LAN
b. WAN e. CAN
c. HAN

4. Which part of anetwork stores the data and which holds the appli

a  Server b. PC

5. List three features or benefits of being on a network.
1

2.

3.

6. In order to be connected to a netw system must have which hardware item(s)?

a  Cables All of the above
b. Network Interfac e. Eitherborc

c.  Router only
7. Toaccessthe nvvwglo have a user login id and a password assigned to you.
: A into a network has the same accessto all files and programs.

which you can access items depends on what?

The speed of your network connection

The server microprocessor speed

The microprocessor speed on your system

The number of other requests being made on the network
All of the above

10. When you log onto a network the computer will run a script that tells the network what access
rights you have on the network.

a True b. Fase
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Lesson 3:

Elements of a Personal Computer
Objectives Suggested Timing: 1 Hour

B et et e R e S =5

In this lesson you will look at some of the elements that make up a personal computer. On successful completion,
you will be familiar with the following concepts:

= What makes up a personal computer = The microprocessor chip
=  What asystemunitis = The power supply

= What makes up a system unit = Expansion sots
= The motherboard

An Overview

. hardware and
the others are.
1.1.4

121 The central element is the user who needs to perform a task. Zhe n is task determines the
application program or software needed to accomplish the turn, the software the user selects
will require certain hardware components to function prop

E There are four elements that make up a personal computer system. T
electricity all work together to form the whole system. Each element i

led HARDware because you can

The equipment itself (the computer, monitor, print
Tware because they function only
set of instructions the computer uses.

physically touch the components. The programs
es of on/off signals in order to carry out the

while the computer is turned on. A software pr. '

By means of these instructions, the comput i

user’ stask.

These on/off signals begin when you ort the computer. Without electricity the computer

n
cannot function. Therefore, you ¢ | uter’s ability to function by a simple on/off switch.
Even internally, the computer a series of on/off signals, just as in earlier times the
telegraph functioned through a f signals.

For example, consider wh en you, the user, create a letter. The first thing you do is turn
on the power for the t en choose a word processing software program in order to write
the letter. You u type the letter, which appears on the monitor’s screen. When the
letter is finished, ftware to instruct the printer to print the letter. The software program
works with ponents (the keyboard, monitor and printer) to perform the functions that
you requi , dl four elements: the power, hardware, software and the user work together

System Unit or Box

Monitor

Mouse

.'."I.‘I'l'l.- T
=

! < Keyboard
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14 RECOGNIZING COMPUTERS

The previous picture shows an example of a personal computer system (PC). The system unit or box,
monitor, keyboard, and mouse are part of the system hardware. There are four major hardware
component parts on a system: the Central Processing Unit (CPU), Random Access Memory (RAM),
Input/Output (1/0) Devices, and Storage Devices.

These items can also be referenced as internal or external components. Essentially, an internal device
is something that can be installed inside the system unit, whereas an external device is something that
can be plugged into a connection on the computer, either at the front or the back of the system unit.

The following pages will describe some of the more popular items that can be installed an up with
your computer. Whether you purchase an internal versus external device d on your

requirements, e.g., amount of room on the desk, cost of the item (internal is usually less sive
VPC, these

than an external), experience with installing devices, etc.
ts will vary in

Also, take note that while this courseware addresses the elements and

same elements and components can also be applied to an Apple system: T

size or appearance, but the concept remains the same.
<— Tower Box

Looking at the System Unit

The System Unit or Box is
1% | often the most important and
Lia expensive part of the
122 computer system. It comes as
either a Desktop box or a
Tower box. They bath
provide the same
functionality.

Desktop Box

|

Whether you choose a tower
or a desktop model depends
on your desk space. Some
system units give you

CD drive will not read CDs completely, the system may hang more often, etc. Always check
hnical support before turning your desktop upright; they may need to set some switches
e computer to recognize that it will be sitting vertically now.

e the box, there are many separate devices that perform specialized functions for the computer. If
e of these devices falils, it is usually a matter of replacing the defective part. The power supply,
which provides electricity to the devices, is also located inside the box. Descriptions of these
components follow.
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The Motherboard

E The largest electronic circuit board in the computer is called the motherboard. It is the foundation of
the computer and consists of the CPU, RAM, and ROM BIOS.
1.1.4

1.1.5 The motherboard lies on the bottom of the box or the side of a tower, and smaller circuit boards are
22 plugged into prefabricated expansion slots. These smaller circuit boards are called daughterboards. An
example of a daughterboard would be a sound card that enables stereo-like sound quality.

AGP Slot

RAM Slots

CPU Slot

PCI Slots

Expansion Slots

T slMgned SO you can expand your computer by adding
ite ch.as a graphics card, memory, etc.

Expansion Slots

PCI Slots Component Interconnect; these slots allow you to add new

ts or cards in the computer, such as a modem or sound card.
can also be used on newer Macintosh computers.
ccelerated Graphics Port; this ot is meant for a card that can handle

3-D graphics.

AGP S
C

Central Processing Unit; this slot will contain the microprocessor chip.

ot
S

Random Access Memory; these dots are designed for these types of
memory chips (covered later in this module).

Microprocessor Chip

The microprocessor chip is the “brain” of the
E computer and is located on the motherboard. This can
1.1.4 also be referred to as the CPU or Central Processing
122 Unit. It is the component that receives and executes
instructions from the software programs and the user.
Each model or type of CPU processes information
and ingtructions at a different speed measured in
Megahertz (MH2) or Gigahertz (GHZ2). Try to imagine
the MHz rating as a Miles Per Hour (MPH) rating,
where it isthe relative speed among the models.

—
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1.2.2

1.2.2
1.2.3

RECOGNIZING COMPUTERS

Examples of different microprocessor speeds include:

Processor (CPU) MHz or GHz Even though a microprocessor speed may be
shown at a set Hz rate, this may not always be

8088 (XT) 4 to 10 MHz SO i
indicative of the actual performance, depending
80286 (286 or AT) | 8 0 16 MHz on how the computer was configured and
80386SX/DX (386SX/DX) | 16 to 33 MHz constructed.
80486 (486) | 25 to 100 MHz MMX refers to MultiMedia 4 eXtension
Pentium | 60 to 200 MHz t(_achnology, or the abili_ty to play vi or audio
66 | 120 10 166 MH files on a computer. This occurs
X z . . .
instructions provided by that
Pentium (MMX) | 166 to 200 MHz enhances multi med|aperf
Pentium PRO | 150 to 200 MHz This technol ogy wasi Pentium |1
Pentium 11 | 200 to 400 MHz processors, and contin
Pentium 11 | 500 MHz to 1.2 GHz The Pentium newer type of
: : 200 G Mi Croprocessor ¢ for notebooks. The M
Pentium 4 or Pentium M | 1.4 to 3.2+ GHz stands f mobi rovides a number of
Pentium 5 | 5 GHz to 7 GHz memor ement tools for notebooks.

The Power Supply

Every system box has a power supply that converts t ternating current) coming from a wall
outlet to the DC (direct current) format need
by a computer. A power supply for a com
needs between 5v and 12v, with 5v n
the circuit boards and 12v for hard d
CD-ROMs. Newer computer syst g
use lower voltages.

Expansion Slots

Expansion dlots are t he back of

a system unit that, al expand the components within the system box. A circuit board
containing the n then be added onto the motherboard. These circuit boards could be
chips, sound cards, video adapter cards or internal modems, as examples.

Memory Chips

lll"llllllllll'lllllll111-“11- -lll|'1lllll "1 IlI'I. t’

addisddidfiddddpiddddfidddaiadd dddniddddbid 1dda i
Modem Card '\

Expansion Slots
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The previous pictures show the different types of slots on the motherboard for the component (card) to

be added. When you want to install a card, you need only to look at the bottom of the card and match
it to the same type of slot.

The aforementioned items are not a complete list of everything within a system unit. This lesson is meant
" as an introduction to the elements that make up a personal computer. Further details on specific
components within the personal computer can be found later in the book.

Summary

In this lesson you looked at some of the elements that make up a personal computer.
be familiar with the following concepts:

= What makes up a personal computer = The microprocessor V
= What asystemunitis = The power suppl

Id now

= What makes up a system unit = Expansion
®=  The motherboard

Review Questions

1. What are the four elements that make up a persol

2. _The equipment that makes up the computer:i
It.
a True b. F &
3. What are the four major hard &parts on a system?
4. What'sthe difference betw%nal and external device?
5. A system unit can be el er or desktop box.
False

are because you can physically touch

a True

6. Whatis f the motherboard?

M and ROM BIOS)
d RAM

, RAM, and ROM Bios
Daughterboards

does the microprocessor measure?

What does MM X refer to?

The power supply converts AC coming from a wall outlet to DC format, as needed by the
compulter.

a True b. Fase

10. Provide some examples of how expansion sl ots can be added to the motherboard.
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Lesson 4: Understanding Memory

e e S T
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Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to measure memory and how it is used within a computer. On successful
completion, you will be familiar with the following concepts:
= What is memory = RAM memory

=  How memory is measured = Cache memory
= ROM memory

Looking at Memory

piC’)

1.1.6
1.1.7

\3

In order for a computer to be able to store information, either about its ¢
computer needs to have memory chips installed. Memory is measured.i
one byteis equal to one character.

ata files, the
simple terms,

Officially, computers were developed using a numbering system o 0s. These two unique
numbers are designed to represent the charged or uncharged n of € ity. Thisis known as the
binary system. These two digits essentially make a bit bits make one byte. With the
advancement of computer technology, the availability f ty has grown:

1Kilobyte = 1,028 Bytes 1 Thousand Bytes
1 Megabyte = 1,028,000,000 B or 1 Million Bytes
1Gigabyte = 1,028,000,00 yt or 1Gillion Bytes
1Terabyte = ytes or 1Trillion Bytes

All data processed in a computer is.m
computer. Every file used in a soft
instruction for that feature. A
decrease accordingly, b on th
understand how memory
both program and dat

t

ytes, in various combinations as calculated by the
am by the computer has a specific file size, based on the
e'or revise files, the size of the data file will increase or
ation stored within the file. Accordingly, you will need to
which types might need to be increased in size in order to handle

In essence, the | le, the more memory you will need to process the information in the
file, and the nt of space will be needed to store the file. For example, if a datafileis
102Kb in size, s that the file contains 102,000 characters (in simple terms). These characters
could b aracters but they could also refer to any instructional codes inserted by the software
program i perform a task when the file is opened or printed, e.g., changing the font style,
bold r italics to text, insert a page break here, etc. A software program, (like Microsoft

equires at least 64Mb in the RAM area in order to process your documents, e-mails, and
he same time. It also needs at least 400Mb in storage space for the software program,

eans you will need a storage device that is at least ten times that size for all possible data files
other programs (e.g., Windows, Internet Explorer, etc.).

ven if afileis not being stored (printing the document only or creating an e-mail) on the computer, it
gtill requires memory to process it. For example, if you are creating a message to be sent via e-mail,
every piece of information you enter into the message form takes up one byte (in simple terms),
including the code entered when you pressed the key to move the text from the left edge of the
message screen.
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Read Only Memory (ROM) BI10OS

piC’)

1.1.6

Random Access Memory (RAM)

biC’|

1.1.6

The Read Only Memory - Basic Input/Output System (ROM BIQS) is a group of integrated circuits
responsible for starting the computer, checking the RAM and loading the operating system. This
occurs only when the computer is first turned on or each time you have to restart (reboot) the
computer. This is the type of memory commonly found in calculators or printers as it reads the
information entered and processes it during the time it resides in the memory. When the information is
complete, it clears itself and waits for the next entry. It does not perform any tasks other than to read
the information and process it based on the device where it resides. For example, when you send a
document to print, the printer will read the document and process it for printing. Wh rinting is
complete, the printer stops processing until another print job is received.

Random Access Memory (RAM) is a kind of
electronic pool of memory where the computer can
hold programs and data. It is located on the
motherboard with the CPU. The computer uses
RAM to temporarily hold the current software
program and the current data created by the user;
this may also be referred to as system RAM. RAM
is volatile — it only works when the computer i
turned on and the information “vanishes” wh
computer is turned off. Therefore, the
software programs must permanently resi
hard disk or CD-ROM. The computer
the programs into memory and remov
memory as required by the user. ¢ i
changeable storage location.

When discussing RAM, t
cards, and cache.

nt to remember that RAM is only a temporary,
you turn off the computer.

ferent areas where RAM may be used: system, video/sound

The computer’s
powerful comput
with 256 Mb re.

t, the following are examples of typical system configurations:

by an array of integrated circuits and memory chips. Newer, more
programs need more RAM, and it is not uncommon to find computers

MHz / GHz Typical RAM

4 to 10 640Kb

8 to 16 1 to 2Mb

16 to 33 1 to 8Mb

86 (486) 25 to 100 4 to 32Mb

Pentium 60 to 200 8Mb plus
6x86 120 to 166 16Mb plus
Pentium (MMX) 166 to 200 16 to 32Mb
Pentium PRO 150 to 200 32Mb plus
Pentium 11 200 to 400 32Mb plus
Pentium 111 500 to 1.2 64Mb plus
Pentium 4 1.4t02.2 128Mb plus
Pentium 5 5to7 256Mb plus

© CCI LEARNING SOLUTIONS INC. COMPUTING FUNDAMENTALS 1105-1
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RAM can be purchased and installed in a computer in these formats:

SIMM — Stands for Single Inline DIMM — Stands for Dual Inline Memory

Memory Module Modules

The number refers to the actual size of the memory chip mber of connectors needed to

match the construction (architecture) on the motherboz

RAM is measured in nano seconds (ns) or one billignt ond, or the speed it takes from the time

the request is made until it is completed (al cess time). A nanosecond is extremely

fast; a computer can perform alarge numb stru s in 10 nanoseconds.

Depending on the architecture of you ut me of the RAM may be allocated for the video
nit

r p
display (how fast the picture appears ov , sound cards, or as cache memory.

elps to speed up the processor by storing frequently used
e are two types of memory used for cache:

Cache Memory

E Cache (pronounced as “ ") m

instructions and data in.this
1.1.6

= DRAM constantly changes, using as much as it needs based on what

instructi performed. This RAM is constantly being “refreshed” based on what
needs.

= o ¢ RAM is a specific amount of RAM that never needs to be refreshed. This

itionally faster and more reliable due to the fact that it never changes.

i
ener astwo levels:

el 1 isknown as primary or internal cache and is built right onto the processor chip. This
ache is usually very small, from 8Kb to 64Kb.

° =  Level 2isknown as external cache and is made up of SRAM chips. The cache here is larger
(ranging from 64K b to 2Mb) but is also slower due to the SRAM chips.

Cache helps speed up processing time as a result of storing frequently used instructions and data.
When the computer sends an instruction, it will go to Level 1 of cache, then Level 2, and then onto
RAM. Each level search resultsin a delay in processing time. If the instruction is not found in these
three areas, it then moves onto searching the hard drive or a CD-ROM drive.
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Summary

In this lesson you looked at how to measure memory and how it is used within a computer. You
should now be familiar with the following concepts:

= What is memory = RAM memory
= How memory is measured = Cache memory
= ROM memory

Review Questions

1. Memory chips must be installed on the computer before it isable to store

a True b. Fase
2. Fill out the measurement on the following (in simple terms):
1Kb
1Th
1Mb
1Gb

3. Every word, number, or e-mail text in afil
a True b. Fadse

one byte of space.

4. Read Only Memory occurs only w omputer is turned on or restarted.

b.

er§ vol

pes of RAM that can be purchased?

a True

5. Why isRAM consid
6. Where can RAM
7. What arethe

measured?
C. Megahertz
d. None of the above

M
nds

.S the difference between DRAM and SRAM?

does having cache memory help processing speeds?
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Lesson 5: Identifying Input/Output Devices

e R R T A T R T S T e S S e LT R e R e S e e e R e ey e 5 b S R IR e R e E

Objectives Suggested Timing: 1 Hour

In this lesson you will look at what input or output devices are and be able to identify some of these devices. On
successful completion, you will be familiar with the following:
= What are input/output devices = Speakers

= Monitor = Scanner

=  Video cards = Joysticks

= Keyboard = Digital cameras

= Mouse = Digital video camerag/converters V

= Microphones =  Environmental/scientific devices Q
What are Input/Output Devices?

E A computer’s Input/Output (1/0) devices allow communication
There are actually three classifications of 1/0O devices you can use

betw user and the computer.

)

1.2.1
122 = send information to the computer, e.g., the keybe nouse, trackball or scanner
2.1.1 -

display/transmit information from the compuiter, et tor, printer, or speakers

All of these devices are commonly connected
" while you are using the computer, DO plu
i Otherwise, you may damage the connecti dev

ack in without turning off the computer first.

= communicate between comp s and networks

In simple terms, anything that c
format or type, is considered and
computer, regardless of the for

ter information into a computer, regardless of the
nything that can be used to display the information in a
idered an output device.

Looking at the

E The Monitor is

computer di
1.2.4 .
consider

., Similar to atelevision set that allows you to view the information the
put from a monitor is considered soft copy while a printer’s output is

The mo n/off power switch is usually found in the front, on the right side, or at the back of the
monitor. T also brightness and contrast controls that can be used to sharpen the screen image.
ontrolSare located under the screen or on the sides.

me in a variety of sizes, resolution, and types. The larger the screen size, the larger the
ill be on the screen and the more expensive the monitor will be. Resolution (the monitor’'s
ty to display images to particular mathematical levels of sharpness and clarity, usually measured
ot pitch), is aso a factor in determining selling price. Larger and higher resolution monitors are
used for working with graphics, pictures or desktop publishing projects.
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CRT Monitor

Flat Panel Monitor

The cost of monitors is relatively lower in today’s market than in
decrease for the newer flat panel monitors as they become more
generally used whenever there is atouch screen program available, e.
the pharmacy, game schedule information at an arena, restaurast.order
alows you to press an option on the screen using your finger |

types of monitors are designed with a special microproc
was pressed in the specialized program.

reen monitors are
information monitors at
ouch screen technology
of a mouse or keyboard. These
ize the touch as well aswhere it

Do not leave your monitor on with an image that ge (i.e., the document you are working
on) if you plan to be away from the comput time. The image from the screen can
become permanently etched into the monit bec visible when the monitor is turned off. You
can avoid this “screen etching” by turni brightness and contrast knobs to blank the screen
or turn the monitor off when not in u natively, use the screen saver feature that comes with
Windows (or another screen sav ft ram you can purchase or download) that provides
changing images when the comput ot use.

Using Video Cards

E In order for th it display
S nected to a _  ~
m s come with a
for the configuration * *

information, it
2 video card.
u can purchase other
re memory to handle large i~
cs, 3D graphics, or just to
in general for displaying information. In fact you can also install a second video card to be
information on two monitorsif you are using Windows 98 or higher.

and cost of these video cards vary significantly; the rule of thumb is the more options you
on avideo card, the more it will cost.

sing the Keyboard

The Keyboard is an input device, similar to a typewriter, which allows you to send information to the
computer. It is the primary tool for inputting alphanumeric data. You can also use your keyboard to

ij;; instruct your computer via a series of keystrokes. The following section outlines the keyboard keys

you should become familiar with when using a computer.
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Escape Key Function Keys

|

B gy W W S S g ra .

d

Windows Key Numeric Keypa .
.
ctrl Key Cursor Movement Keys \

There are a variety of keyboards available for the computer; abov displays the traditional
keyboard. Some of the newer keyboards address issues suc omics to reduce or prevent stress
on the wrists (i.e., carpal tunnel syndrome) or eyestrain. newer keyboards also contain
buttons to enhance the multimedia experience while u

i
i (AR

EEEH- O HER R
.J-'l'r'nl' o e B -

{4
14
==

Ergonomic Keyboard Q‘
Regardless of which keyhoard yo | keyboards share the same keys for document processing.

Special keyboards can.be p I game enthusiasts.

llluminated Keyboard

Typewriter

Often refer. RTY keyboard after the top left row of letters (just under the number row),
entering text or commands into the computer. When entering numerical data,
the key rather than the letter | L key. The same suggestion applies to the ()
e letter (O) key. Thisis especially important when you are using an accounting or
eet program that relies on numeric values to perform calculations.

Ing provides a basic description of the more commonly used keys. Although most of the
standard, there are some special keys not found on a regular typewriter. Some keys are also
in combination with other keys. Y ou press the first key and then hold it down while you tap the
ond key once. After the second key isreleased, you may release the first key.

Executes a typed command, performs a selected option from a menu, marks the end of a
line, or creates a blank line. This key performs the same function as the Carriage Return
key on the typewriter.

Deletes one character to the left of the flashing cursor each time you press it, usualy to
correct typing mistakes. If you hold this key down, the computer continuously deletes
characters to the left of the cursor until the key is released. This key is often marked
along with aleft pointing («) arrow.
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Delete

Spacebar

SC

| Print Scm I

G+ Paes)

© CCI LEARNING SOLUTIONS INC.

Also shown as the |Dal | key on the numeric keypad. Deletes the character above or to
the right of the flashing cursor each time it is pressed. It is used to correct spelling
mistakes. If you hold this key down, it will repeat its function until you release it.

Used to insert a blank space between words or sentences. It is also the safest key to
press when a software program prompts you to press any key.

Cancels a current selection, or generates a special code for the computer. Referred to as
the Escape key.

Advances the cursor to the right a specified number of spaces in a werd processing
program or to the next cell in a spreadsheet program. By holding dow key
and then pressing (Tab), you can move the cursor a similar dist
known as tabs.

Selects the uppercase letters for the typewriter keys and
symbols that share the number keys. Y ou can also use thi
keys in order to perform a function or task in a progr
thesaurus in Word.

unction with other
+(F7) activates the

Locksthe letter keysto produce only upperca

Provides a secondary meaning or function forll ery other key on the keyboard.
For example, you can hold down the
key to send a command to the co :

program, e.g., pressing (Ctr)+{B Jade o0 text in most application programs.
Providing you are using a ard, pressing this key will display the Start
menul.

ws keyboard, this key will open a shortcut menu
similar to right-clic item. The options available in the shortcut menu will
depend on wher nter was at the time the key was pressed.

ing or function for amost every other key on the keyboard.
You ca or Alternate key in conjunction with another key to send a
puter, or to perform a specific task in an application program, e.g.,
ivate the File menu in a program that has pull-down menus.

res a snapshot of the information on the screen. In DOS, it sends it to the printer;
indows, it sendsit to the Clipboard.

"y 1. some keyboards, and in some applications, you need to hold the key down and then press the
| Priril Serm

key.

Use to toggle (start and stop) the scrolling display of data on the screen.

Use to stop or freeze the computer. The computer will continue when any key is
pressed. Holding the key down while pressing the key sends a
Break code to the computer. This combination is used to unfreeze or unhang a
computer.
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Function Keys

The function keys are located along the top row of the keyboard. They are labeled through to
(F12). Each application program, such as WordPerfect or Excel, assigns a special meaning or function
to each key. The primary purpose of a function key is to provide a shortcut for commonly used
commands.

Cursor and Numeric Keypad

The Cursor and Numeric Keypad is located at the far right of the keyboard. You can t it on and
off by pressing the key in the top row of the pad. When the toggle light i N), the
e pad b

pad becomes a calculator or numeric pad. When the toggle light is inactive (OF es an

arrow or cursor movement pad. %

Using the Mouse %

E The mouse is a device used to move the mouse pointer around on th@ ing the mouse on a
iti

123 mouse pointer on the monitor. This also appliesif you have a ball o umb mouse (the ball sits

flat surface such as a desk causes the mouse ball to rotate and in ement reflected by the
1.2.1
on the top or side of the mouse rather than underneath).

Wheel Button ‘
1\“
Thumb \
Button Mouse
Track Ball

On a mouse, there ar §o buttons that you will use to select and activate features on the
screen. Common S mber are:
Click ing the mouse or trackball pointer at an item and then pressing and releasing

mouse button is used to select an item on the screen.

Double-Cli inting the mouse or trackball pointer at an item and then clicking the left mouse
button twice in rapid succession is used to initiate programs and open files.

Pointing the mouse or trackball pointer at an item and then clicking the right mouse
button is used to display the shortcut menu for that item.

Drag Pressing and holding the left mouse button while moving the mouse is used to move

items or select multiple items on the screen.

Right Drag Pressing and holding the right mouse button while moving the mouse is used to
move or copy items. Upon release of the mouse button you will be presented with a
shortcut menu and at that time you may choose the desired option. (The use of the
right mouse button is a safer more efficient method of moving and copying items.)
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Middle Whesl On some mice there is a middle or third button that can be customized with

or Button software that comes with the mouse, to perform certain actions such as double-
click. Most mice now come with a small wheel, which creates a four-headed arrow,
allowing you to scroll up, down, left or right.

Thumb Buttons Some mice will come with additional buttons on the side of the mouse where your
thumb would rest when holding the mouse. These buttons can be customized to
perform specific tasks, e.g., start a program, work as an alternate (Ctrl) key, etc.

To move the mouse pointer:

= |f you have a traditional mouse (the ball is underneath), grasp the mouse r pam
g the
desk next to the computer. You will notice the pointer moving in
move. If you run out of space on the desk, lift the mouse from the:d

position and continue moving.

= |f you have a trackball, rotate the ball in the direction
trackball with their thumb, resting the index finger on the
hand on the desk, gently grasping the trackball. Wi
space on the desk but it may take some time getti

on and the rest of their
ou will not run out of
how far to rotate the ball.

= To cancel any option, click anywhere away fr ing selected on the screen with

the left mouse button.

You can also purchase different types of pointi you don't want to use the traditional
mouse as shown here. The traditional mou [ e in cordless form. Some other types of
int.

pointing devices include the Pen mouse or

Looking at Other Input/, vices
There are numerous other typ in put devices that can be used with the computer; many of
E these are not common in an offic availableif required. Some of these include:

153 = Digitized or grap ablets are another type of pointing
52 device that ' andle graphics design work.

ormation from a special pen
and generaly provides a very good
for drawings. Digitized or graphics
a variety of sizes, resolution capability,
d custom settings. As with a mouse or —
, many of the newer models of tablets can be ‘wa. S
as cordless. = J

icrophones allow you to record sounds and convert

them into a digital format that can be used on the computer. Microphones can be purchased
in a variety of sizes and shapes, depending on your requirements. This method of inputting
information works with specialized software in order to handle voice recognition where the
software will try to translate what is spoken into the microphone and convert it to text
characters on the screen.
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= Speakers alow you to play the sounds saved as digital
files on the computer. There are many different forms
of sound files, including mpg, mpeg, wav, and ram.
Some of these are specific to music programs, some
are generic for any player device on the computer to
read and play.

origina
Most
text; the
determine
get with the

= Scanners allow you to “take a pictur
item and then convert it into a digital for
scanners can handle pictures
software that comes with the
the degree of detail you
scanned file.

] = Joysticks are
with games. Y

res a joystick that
a gear shift whereas a

ks
program may use a
ontroller type of joystick, similar
= Digital camerasallo t

hose used with video games.
ures that are automatically captured as digital files. The

software that comes wi gital camera then takes the pictures from the camera and
transfers the fil tly computer. Depending on the digital camera, you may be able
to connect ly to a dedicated photo printer or to a compact flash reader
device v“er y and store the pictures from the digital camera.

e

Compact
Flash Reader

Digital Camera

Digital video cameras or converters allow you to take video captured with a video camera
and convert it into digital files. There are a variety of digital video cameras available; some
allow you to connect directly to a computer (as in the case of a digital camera), but not all
can convert the video automatically; hence the availability of the converter device. The
converter device essentialy is a filter that takes the video from the video camera and
convertsthefileto adigital format using specific software.
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Digital Video Converter

Digital Video Camera

= Bar code readers are very common in
retail stores where the store clerk will
use this device to read the UPS
product code on any product being
purchased. Other industries that use
bar code readers include health care
and manufacturers. Bar code readers
are designed to reduce the amount of
data entry someone may need to do
for routine transactions or verification

h
A Bar Code Reader Pen Reader
of product. Each code reader e
designed to scan or read the thin K li well as the spaces of the product code. Bar
styl

code readers comein a variety ending on what is preferred by the company.

= When delivering a presentati
the information on your
projector to the
presentation informati
projector only, n b
purchased

e audience using
u can hook up a
then display the
ur screen only, to the
evices. Projectors can be
umber of criteria to suit
e, resolution quality, portability,

0
P

ate the presentation, the
d to use a remote control -
programmed to recognize the :

co s on the projector, or for the
computer itself. This is advantageous as it
ives the presenter the freedom to move
around and dtill be able to control the

presentation. Remote controls are also
Q available for the computer for those who EFOJfCtIOF Remote
ontro

Computer
Remote
Control

may be disabled and cannot use the
keyboard or mouse in a traditional manner.

= Other input devices could include those used in certain industries such as environmental or
scientific devices which can be used to measure specific types of data, e.g., air quality, soil
temperature/mixture, weather sensors, etc. These items work similar to any other
input/output device that can then be connected to a PC in order to collect the data for analysis
in specialized software programs.
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Recognizing Ports

E Ports are the connection plugs at the back of a computer (or other device) that allow you to connect an
input/output device. Ports generally are used for connecting drives, display devices, keyboards,

120 pointing devices, printers and modems.

Ports can be categorized into these types:

= Parallel ports comein avariety of sizes and are generally used for connecting printers.

>

= Seria portsare used for connecting a mouse or modem.

ERe @

= SCSl, or Small Computer System Interface, ports are used fi
performance reguirements, such asa CD writer.

LT —

w ices that have high

= USB, or Universal Serial Bus, ports are us Newer mm—mm|
models of devices such as mouse, mod . ScCanners, “ E
etc. These support the plug-and-pla ating system will
recognize the new device and tr, i the first time it

detects it) and hot plugging (can r e device even though the device is still working
and the computer recognizesi unplugged) features in newer operating systems.

= Network or Internet por Kk hone jacks. These ports allow ""-\-..\_\_‘_\_\-.I.
you to connect either othen.computer on a network, a modem, or the = |‘
Internet directly (the | end on the type of Internet connection i
you have).

Midi, or musical inst interface, ports will appear similar to a parallel or serial port but
are specialized to ypes of devices, e.g., keyboards, synthesizers, etc. These ports alow
the deviceto ber ni n the computer as an input device.

I work similar to a wireless connection where there is a device that is installed
col er (or output device) that recognizes the infrared light waves. Most of these

e seria ports.

u
In many instances you can connect multiple devices on a port using an
extension cable, hubs (a box that contains several ports), or by “ daisy-chaining”
-~ devices, e.g., plug the scanner into the parallel port at the back of the computer
) " and then plug the printer into the parallel port on the scanner, or using a cable
p ; ~# with aserial connector for both the keyboard and mouse if your computer only
< :‘(‘ has one serial connector available, etc. SCSI ports can attach up to seven
@

devices on the same port.

,

v
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Many new models of computers now use USB

connections more frequently for input and output devices. ————
Depending on the computer you have and how many other e
devices you want to connect to your computer, you may - T

need to consider the best way to connect all these devices; o —

the most common is to use a hub.

Alternatively, you may need cables that can convert an

input or output device to suit your computer. For example, you may have a mouse you li
the serial connector is one with pinsinstead of a USB port, you want to connect a k
or Mac that needs a USB port, or you want to plug in a PDA into your computer. Retal

to help convert from one type to another, based on the original and new ports. ‘

i

to use but
into a PC
cables

] %
A 4
Summary \v

In this lesson you looked at what input t devices are and how to identify some of these
devices. Y ou should now be familiar wi foll o
= What are input/output devices eakers
= Monitor Scanner
= Video cards Joysticks
= Keyboard ® Digital cameras
= Mouse = Digital video cameras/converters

= Microphon = Environmental/scientific devices

<
N
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Review Questions

1. What are the three classifications of input or output devices you can use?

2. Why should you never leave your monitor on with an image that doesn’'t change?
a.  Wasting electricity c. Theimage can be etched onto the monitor screen

b. Document can be seen by anyone d. All of the above

3. You can set up a second video card if you want to view information on two mo ovided
you are using Windows 98 or higher.

a True b. Fase

4. |dentify the functionsthat the following keys perform:

a
b
C.
d.
e
f.
g
h
i.
j.
5. Which key would you use Sure numeric keypad will display numbers or mathematical
operands(i.e., +-* /)?
a

Right

7. What -drag mean?

igitized tablet is the same as a PC tablet.
True b. Fase

List some of the other input or output devices you might use for multimedia information, e.g.,
recording, presentations, etc.

. Ports are the connectors at the back of the computer that allow you to plug in input or output
devices.

a True b. Fase
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Lesson 6: Working with Storage Systems

T

e e S T
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Objectives Suggested Timing: 1 Hour

In this lesson you will look at what storage systems are and how they can used, based on their size restrictions. On
successful completion, you will be familiar with the following concepts:
= What are storage systems = CD drives

= Floppy disksdrives = Other storage devices
= Hard disk drives = How toidentify adisk drive
What Are Storage Systems?
of the work

E Storage systems are required to store software programs and to keep per

done. When you are working on the computer, the memory (RAM) area.ho rrent work and
e the currently active software program. RAM is only temporary. All i iscarded when you
turn off the computer’s power. Therefore, you must save your work tly to a storage device
before quitting the software program or turning off the power.

The storage devices chosen depend upon the amount of
Historically, software programs all came on floppy di
drive. This has changed because software progr
software applications come on CD and can either,

CD driveitself.

Some storage devices are better suited th du their data transfer rate (the speed at which
data is sent from computer to storage deice an versa). Hard disk drives are used most often to
store software programs and needed d their speed and storage capacities. They are able to
store large amounts of data and t i ata at great speeds. When writing to a CD, the data
ounts of data that can be retrieved quickly. Tape drives
are slower at storing and retrievi store large amounts of data in a compact and economical
form. Small business ow! kup drivesin order to create a second copy of their data for
security purposes (kn

ired and speed of data retrieval.
en installed onto the hard disk

nto the hard disk drive or run from the

rive performs the following three functions:

rotates the disk at a constant speed, thereby allowing access to each sector on the entire
disk surface.

It moves the “read/write head”, a small recording/playback head, across the tracks on the
entire disk surface.

= |t reads data from the disk and writes data to the disk using the read/write head.

The computer writes data from RAM to a disk, just as a cassette deck records sounds on a magnetic
tape. Floppy or hard disks contain one or more plastic disks coated with magnetic iron oxide
(commonly known as rust) particles. The information on the disk is arranged in tracks. Each track is
divided into several sectors.

The computer reads data from the disk and writes it to the disk by using a read/write head. The disk
drive has two or more read/write heads so that it can read the top and bottom sides of the disk or disks
without forcing the user to turn the disk(s) over like arecord album.
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Identifying the Floppy Disk Drive

RECOGNIZING COMPUTERS

The disk drive steps the read/write head across the surface of a disk in precise increments. This
“stepping” is important because it efficiently moves the head to a specific location on the disk for
retrieving or writing data, instead of starting at the beginning of the disk each time. When the
computer records data on the surface of a disk, it uses a standard format so that all disks created on a
PC will work on other compatible machines.

To segment the disk into more manageable pieces, each track is divided like a pie into equal sections,
called sectors. The process of preparing a disk for use so that the tracks and sectors are present is
called formatting, where the computer places special information on each track that marksihe location
of each sector. A disk must be properly formatted before you can store any data You can
purchase new disks already formatted, or you can format each disk separately.

At the front of the CPU box, there isusually a horizontal or vertical slot, . Th opening of the
device called a floppy disk drive. When you place a disk into the di ive unit clamps the
disk down at the central hole or hub and spinsit around at high speed.

nto the uter and then later onto
drive from CD-ROM, the Internet

Floppy disk drives were the original means of getting softwa
the hard disk drive. Nowadays software can be installed to
or floppy disk drive. Take note that many of the newer com
use. Thisis due to the demand for larger storage devi portability of files being very quick
and easy using e-mail (or viaavirtual web storagegevice

The 3.5" disk is protected from dust and fing astrong flexible plastic cover. The actual disk
is located inside the casing and consists
film. Never remove afloppy disk from the disk when the light is on. This could damage the disk
drive, as well asthe disk.

To organize information on a puter writes data to the disk’s surface on a series of
e density (DD) disk drives work with 40 tracks per disk

k with 80 tracks per disk surface.

Tracks

Sectors

Handling Floppy Disks

The floppy disk is a fragile storage medium. The black plastic surface inside the protective cover can
be melted, coated, dented or cracked. If any one of these things happen, the information stored on the
disk would be destroyed.

When you handle the disk, always hold it by the label area. When the disk is not in the disk drive,
placeit in a protective box or container and store it at room temperature.
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To use the disk, hold the disk by the label. Insert it into the computer with the metal cover facing
towards the disk drive and the hub (spinning device) of the disk facing the bottom of the drive. The
disk should click into the drive when inserted properly. A small button called the gect button will pop
out when the disk is fully inserted. To gject the disk from the disk drive, you press the gject button.

Thingsyou SHOULD DO:
Hold the disk only by the edge with the label.
Insert the disk with the label side up.

Store your disks in a proper box or container, and keep them in a
dry, cool place.

Use the write protect tab to prevent accidental writing of new data
or deleting data from a disk.

Thingsyou DON'T DO:

Never touch the shiny plastic disk inside the protective cover. A |
thin oil film from your skin would coat the surface and create a
barrier.

Do not place anything heavy, hot, sharp or wet on top o

The surface could become dented or cracked.
Do not keep disks near telephones, magnets, or 0l
and equipment. The magnetic fields these thi can

erase or destroy your data.
= Do not keep disksinside your car 0 day, asthis could lead to melting.

= Do not put the disk anywher
approximately one inch

an ‘inch of the monitor as there is a magnetic field
nitor. The same is true for television sets, and for

E Computers use hard i ard drive) as their primary storage for both data and programs.

Many software e installed onto a hard disk before you can actually use them. The
hard disk driye.i in design to the floppy disk drive, but stores and retrieves far more
information than a floppy, and at much faster speeds. It consists of
one or more disk media A floppy disk rotates at 360 RPM
(revolutions per minute) inside the drive, but a hard drive spins at
speeds of 5400 RPM or more (depending on the size and type of
drive). The hard drive is usualy permanently fixed inside the
computer and can have several read/write heads per surface, with each
head covering a small section of the disk.

1.2.5

the higher speeds ana more heads per surface, the hard drive takes much less time to find a
articular piece of data. Hard drives range in capacity from 100 million bytes (100Mb) to several
thousand million bytes (1000Mb is 1Gb). There are many manufacturers of hard drives, and each
model stores a different amount of information. The storage capacity of hard drives is increasing all
the time. For example, a standard workstation in the office may have a 40Gb hard drive but a
workstation in a specific department may require a bigger hard drive (e.g., 80Gb) to handle larger files
such as database information, graphics, procedures manual, etc.
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Hard drives are also used in computers designated as network servers. These drives are generally very
large in size to accommodate the company requirements. Depending on the network server
configuration, there will be at least two hard drives that will be segmented (separated) into different
volumes (drives) for specific types of information. For example, the network may have a drive G
where all general correspondence is saved for everyone in the company to access. Drive M on the
same network may be reserved for private information and everyone in the company will be assigned a
personal folder on this drive that only that employee can see.

Working with CD Drives

I C*

1.25

The CD-ROM (Compact Disk Read Only Memory) or CD drive ' \
is another form of data storage. This type of drive works similar
to a CD player in a stereo system. The information is burned
(embedded) onto the vinyl surface and is retrieved with a laser
beam, which is different technology than the previousy
discussed magnetic disk drives.

a1 T

A much larger amount of data can be stored on a CD than on
conventional disk. The average storage capacity of aCD i
many floppy disks to store a 15 to 20 volume encyclopedi
pictures and movies, on one or two CDs. Becau
companies now offer their programs on CD. The i
plastic surface can only be burned once (i.e., R
reading and writing data to a CD called CD,
read CDs. This could be very useful for
Recordable CD drives are slower than

“_—

650Mb for data. Y ou would need
uld store all the volumes, with
e Storage capacity, most software
the CD is read-only because the
ry). There is the drive technology for
es. These drives allow you to burn and
data, large files and software programs.
-ROM drives and cost more.

CD drives of different speeds are avall ual (2x) to much higher speeds. There are also units
that can hold multiple CDs. The, hi the speed, the faster the information is read and transferred to
the computer; with multiple di r e data can be retrieved. Aswith all technology, the more
features a product has, the more m osts.

To insert a CD into
button. Y ou then plac
the CD tray. Oncé the

ou must first open the drive tray, usually by pushing an gject
e tray and push the tray back in, or press the gject button to retract
the drive uses a laser beam to read the data. When handling CDs, try
the CD or with afinger in the middle hole for support and the rest of your
hand hold the CD. Try not to touch the bottom part of the CD asthisis where there data
mputers come with at least one CD drive; CD-RW or DVD drives may aso be

included.

0 type of CD drive that comes with newer systems (or can be purchased separately) is a CD
er, or commonly referred to as a burner. This type of drive looks and acts like a regular CD-ROM
e, but has the ability to record information onto a blank CD. The technology for this advanced in
recent years, now giving you the capability of being able to write several timesto a CD. There are two
types of technology for writing to CD:

CD-R Refersto the ability to write once only to a

blank CD, but the CD can be read multiple
times. -? ?
M- —
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CD-RW Refersto the ability to read and write multiple times onto a CD. T

The cost of blank CDs is relatively inexpensive these days, with the CD-R
disks being much lower in cost than the CD-RW. When you purchase a
CD-R or CD-RW drive, software comes with the drive which will needto
be installed onto the computer so you can burn the data onto the CD.

DVD Drives

A DVD drive is basically a CD drive that can read digital versatile/video disc f VDs
can store information from 4.7Gb to 17+Gb with rapid access speeds. The av ieds generally
no morethan 4.7Gb in size. Aswith CD drives, you can purchase different drives:

DVD-ROM  Reads the data only. This is the typical format used i
place the DVD into the device to play the video.

where you can

DVD-R Allows you to record onto a blank DVD once. Simil R, you can record only
once but the DV D can be read multiple times. orm bereadinaDVD player
aswell asaDVD driveinstalled on acom

DVD-RW Allows you to record multiple times
multiple times. This format can be
installed on a computer.

DVD-RAM  Similar to DVD-RW but ¢
types of DVDs are usuall

DVD as well as being able to read
player as well as a DVD drive

be on devices with this specific format. These
of ‘cartridges rather than CD.

inth

As with CD burners, special softwar with the DVD burner and is designed to help you
manipulate the video or data being e lank DV D. For instance, you may want to edit parts
of the video out beforeitisb VD. The software generally has tools to help you with
any editing options you may w. ly to the video before you make a copy of it onto a blank
tly lower than DV D-RW discs.

Using Other T. orage Devices

There are n
removabl I S you can move the drive to different locations and computers to store data
from th n or‘computer. These devices alow you to transfer large amounts of data from a
computer e device (e.g., zip disk, jaz disk, tape, etc.) that can then be used in another
er, or backup system to restore or protect against lost data.

iIsk Drives

perdisk drive (also known as an LS-120) uses a
nology created by Imation Corporation to store up
to 120Mb of data onto a disk. This type of drive has
the advantage of being able to read the traditional 32"
1.44Mb floppy disk. This drive and its disks are
relatively inexpensive.
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Tape Drives

A tape drive (also known as a tape streamer) uses a cartridge that
has magnetic tape (similar to a cassette tape) for storing information.
This type of drive is used generally when a backup of a large amount
of data is needed, either as a backup for off-site storage purposes or

I'I ; | to protect against lost data on the existing computer. Information
-I : 3 i stored on this backup tape can then be restored back to .

L3 L it . .
I'k_ = )

These drives or streamers use a number of differen and the
size of the tapes can range from 250Mb to ov 80Gh.
drives use Digital Audio Tape (DAT) format, which are smaller and faster th
These newer drives can take the large size tapes and transfer data from the
speeds that exceed 7.2Gb per hour.

ional tape drives.
e tape at

Zip Drives

A zip drive looks very similar to a floppy drive except that
disk used can hold between 100Mb and 250Mb of data

due to its relatively inexpensive cost. A disadvant
of drive is that the newer systems are not co
original 100Mb devices.

Jaz D

milar to a zip drive (made by the same company) and
rage of up to 2Gb. These disks have a very fast transfer
b per second). The cost is still relatively expensive
to other removabl e storage devices.

Flash or

With the oI ogy comes the requirement for larger storage systems for al sorts of input
Flash or memory cards are used generally with digital cameras or digital video
the number of pictures or video taken on that device. These cards or sticks come
es; the larger the storage capacity, the higher the price.

Memory Card Flash Reader

'l
|

=
@
=
B
=
E
5]

Flash Card

These storage devices can be inserted or plugged into the digital device prior to turning it on and then
as pictures or video are taken, the user can choose to save these images to the memory cards or device.
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Virtual Storage Systems

piC’|

1.2.5

Identifying Disk Drives

Other storage devices available are known as virtual storage systems. This type of drive generally does
not exist at your location as indicated by the term, virtual. These types of drives are very common with
Internet Service Providers (1SP) who offer you the ability to save information on a virtual/web/Internet
storage system. In essence, these storage systems are drives on a network or dedicated server at a
particular site where you can then log into with a secure ID and password to access the information.

The advantage of using one of these storage systems is the flexibility of having files available from
any location where you have access to the Internet. The cost of these storage S varies,
depending on your requirements. Generally, most 1SPs offer a standard size as part
and anything larger would increase the cost. Alternatively, there are a number of compani
storage services which may be more cost effective if you have alarge amount

Virtual storage systems are very useful for off-site backup storage of data
as a “central system” for people around the world to share informatio
branches around the world and requires everyone to be able to acc
or see calendars for specific people. The main downside to using a v! e system is the speed
of the Internet connection, which can enhance or hinder the of i ion. As with networks,
virtual storage systems can be impacted by the speed of ection as well as the number of
requests being made to that storage device.

y' s files, or
y has severd
inventory database

The majority of computers have one floppy di
Each disk drive is assigned a letter and ref
shown asDrive C or C.. Thegeneral r

Hoppy Drives A
Hard Drives
CD Drives
Network Driv

N least one hard disk drive and CD drive.
as e [D]: or [D]:, e.g., the hard drive would be

thum identifying drivesis:

or each subsequent hard drive installed
for each subsequent CD/DVD driveinstalled
er for each network drive you will have accessto

For example, if aty
connection to an

has one floppy drive, one hard drive and two CD drives and no
would be identified as:

Drive A
DriveC
Drive D
rive #2 DriveE

or remove disk drives and can have drives of different sizes. The total number and size of
ou can install will depend on the vacant device bays (racks for holding the disk drives)
einside the CPU box. The number and type of disk drivesin your computer will depend on the
ifications of the computer you purchased, or as configured by a technician in the computer
epartment of your company.

Summary

In this lesson you looked at what storage systems are and how they can be used, based on their size
restrictions. Y ou should now be familiar with the following concepts:

= What are storage systems = CD drives
= Floppy disks drives = Other storage devices
= Hard disk drives = How toidentify adisk drive
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Review Questions

1. What isastorage device and what is its main purpose?

2. Why should you save your files on aregular basis?

a To prevent data loss when the c¢. To have a permanent record of the
computer is turned off data

b. To storeinformation from RAM onto d. All of the above
the storage device

e. Onlyaandb

3. The computer reads data from the disk and writesit to the disk by using.ar
a True b. Fase

4. A hard drive can contain much more data than afloppy disk or a
a True b. Fase

5. Network drives are very similar to hard disk dri
computer called a network server and are gener

computer.
a True b. Fase \
6. ldentify the purpose of each of the fallowin drives types.

they reside in a designated
er in size than found on a desktop

a CD-ROM
b. CD-R
c. CD-RW

7. A removable sto e that can be taken from one computer at a location and used on
another computer cation.

a True b. Fase

8. An fol g atape driveis to handle backups on a network server.

a b. Fase

in what avirtual storage systemis.

e computer had one floppy disk drive, two hard drives, and two CD drives, what would be the
assigned letter for the second CD drive?

a D c. E
bh. C d F
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Lesson 7: Looking at Printers

e T T

Objectives Suggested Timing: 1 Hour

In this lesson you will look at the different types of printers available for use with a computer. On successful
completion, you will be familiar with the following concepts:

= What are printers = Bubblejet printers
= Dot matrix printers = Laser printers
" |nk jet printers = Miscellaneous types of printers

Using Printers

E Printers are considered output devices as they will display what was on y

the print command. All applications alow you to print the file you ar
3 different options you can set for printing the file, e.g., landscape ver
manual feed versus cartridge tray, etc. These options will vary d
installed for your computer.

ou activate
d in fact, offer
tation, paper size,
he printer you have

There are a number of different types of printers available
printing will depend on your needs, e.g., preprinted f
printing checks, but regular documents such as letters

. The one you choose or use for
re a dot matrix printer as will
orts may require laser quality.

Dot Matrix Printer
A dot matrix printer consists of a print ucted with a matrix of 9 or 24 pins. These pins
“hammer” onto the ink ribbon to print d graphics. Therefore, a printer with more pins gives a
better quality of output. Models wi p led Near Letter Quality (NLQ); models with 24 pins
are known as Letter Quality (L

The average dot matrix printer p characters per second (cps); high-speed models print up to
550cps. Dot matrix print lutio nology is limited to about 180 dots per inch (dpi). This is
useful for printing multi ts (or carbon copies) such as application forms, sales invoices

and billing statement

One importan o the dot matrix printer is the tractor feed, for continuous, fan-folded
computer p rX printers are the only printers which provide tractor feed as a standard.

Another: e the dot matrix printer is that it is very
affordable and maintain. The initial purchase price is
ly lo than alternatives, and the cost of consumables
aper) isless for adot matrix printer than for alaser or ink

ile*the print quality may be acceptable for text, the dot matrix
ter can only support low-
resolution graphics. Furthermore,
color output has been compared
to painting with crayons. It
should also be noted that the
speed is slower when graphics
are being printed.
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Ink Jet Printer

Theink jet technology was developed after the laser printer. It is considered “laser comparable” since
the print quality is very close to that of alaser printer.

\ Using a concept similar to dot matrix
technology, the ink jet printer has
\_, tiny nozzles in the print head (instead
3 of striking pins). Droplets of ink are .
. injected through the nozzles directly @
# onto the paper and dried instantly.
>

The average ink jet printer has about -
t 0 dpi.
easure print

64 nozzles and can achieve resolutions from 30
average ink jet

An ink jet printer is faster than a dot matrix, both for text and graphics.
speeds in terms of pages per minute (ppm); some use characters per
prints 3ppm (or 230cps).

The advantage of an ink jet printer isthat it costs less than al
resolution text and graphics in color and black-and-white. Wh
needed, an ink jet printer is a good choice.

duces attractive, high-
or bulk printing is not

One disadvantage of ink jet printersis that consumabl
amounts of text or graphic printing. Color ink cartri
commonly used black ink cartridges cost less.
pages the ink cartridges produce on average,

for dot matrix to produce large
1aly expensive; although the more
anink jet printer, research how many

Most ink jet printers use ordinary, cut I aper. However, if poor absorbency paper is used,
ink smudges and smears may distol rint“guiality. Some printers require specially coated,
expensive ink jet paper to ensure higher output. Thisis especially true if you are planning to
print photographs wherein you wil the printer to high quality (uses up a lot of ink) and
have photo quality paper in the t

Bubble Jet Print

The only differ jet and bubble jet is that the print head propels the ink in a different
way. The bubble i mechanism creates characters and graphics by firing droplets of ink onto
the print head. But unlike the ink jet printer, the ink is pushed out of the
bbles. Asink in the nozzlesis rapidly heated, ink bubbles are formed.

Bubble jet printers, like ink jet printers, have an average of 64 nozzles and are capable of producing
300 to 1200 dpi resolution. Black-and-white and color bubble jet printers are available.

Aswith theink jet printers, bubble jet printers cost less than laser printers but produce high-resolution
text and graphics output.

Liketheink jet, it isimportant to research the cost and output of bubble jet printer ink cartridges. Also,
like the ink jet printers, plain paper can be used in most models, although some printers require
specially coated paper to ensure higher resolution output.
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Laser Printer

A laser printer uses the same laser beam electrostatic printing method on which the office photocopier
is based. The laser recording process uses laser light to “write” the images of a document onto a
photosensitive drum. The sensitized areas around the drum then
attract the toner powder to print the dark portions of the document.

Laser printers produce high quality print on al kinds of media,
including cut sheet plain paper and transparencies. Laser printers are
capable of printing from 300 dpi to 1200 dpi, dﬁg on the
model.

Although the cost of a laser toner
cartridge is higher than the cartridges of
ink jet and bubble jet printers, the .
actual cost per page is lower
Maintenance also tends to be quite |
For an individua or office that d
great deal of printing, a laser printer is an excellent choice.
you may want to do a cost analysis prior to printing a lar

printers, when you include the cost (and number of cz
complete the print job) of the toner cartridges, t
cartridges can be high.

The productivity of a laser printer ¢ significantly by increasing the amount of RAM

memory installed on the printer. Addi chips can be purchased and installed on a laser
printer as well as other devices rinting, e.g., infrared port to enable a notebook to print
without needing a cable to con 0 ter. An example for installing more RAM on the printer

uld b

nting documents where there are alot of graphical elements,
Another example would be if the printer has the capability of
ing the RAM will speed up the printing process to handle large

instead of your computer
e.g., photographs, fonts, c
printing duplex (dou i
documents.

Miscella es of Printers

There

Wati o
-

er of different types of printers that are a -
of the aforementioned, and/or combine a number
of general office devices into the
printer. For example, you can
purchase a “Printer All-in-Ong”
model where in addition to printing
documents, the printer can fax, scan,
or make copies of documents. This
type of printer can be very cost effective for a small business where
they can purchase one device instead of two or three devices to handle
these common tasks.

The size of the machine will vary based on al the features the printer
comes with. If looking to purchase one of these items, be sure to check
the specifications for the device to ensure it has all the items you may want or need initially, as well
within the next year.
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Plotters are another type of printer that exists in the marketplace. These
printers essentially print images onto very large pieces of paper, eg.,
posters, drafting or architectural plans, etc. Many companies who
manufacture plotters have replaced this technology with color lasers that can
handle large size paper sheets.

You may also see printers advertised as Photo Printers. These printers are
designed to be able to connect directly with the digital camera (or video
camera) to print directly onto the photo paper inserted in the prifiter’ s paper
tray. You will get exceptional quality from these printers as they were des handle
photographic images. These printers come in a variety of size, with various features, d on the

manufacturer. A\

~
e of printer isthe cost and disposal of printer

Replenishing Printer Supplies
he'same standards for handling paper mailings or

One of the considerations you need to inclu e
supplies. In most cases, paper can be recyc t
general correspondence you receive. cart are a different matter. You can simply throw

away the cartridges but these c to the environment. Whenever possible, consider
recycling your printer cartridges eit ing kits where you can refill them yourself, or taking
the cartridges to a supplier wh f the cartridges in a safe manner. There are a number of
organizations who will pay.you f c types of cartridges, give you a discount on new or refilled
cartridges for each one y ive them to recycle, or you can donate your used printer cartridges to
charity and they will e you.

{

Summary

In this | (o] at different types of printers available for use with a computer. Y ou should

now be ith the following concepts.
= hat ers = Bubblejet printers
atrix printers = |aser printers

printers = Miscellaneous types of printers
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Review Questions

45

1. Printers are considered output devices as they print what was on the screen when the print

command is activated.
a True b. Fase

2. What would be an advantage of using a dot matrix printer?
a  Lower cost for consumables

b.  Continuous feed for printing

c.  Print quality on text documents
d. All of the above

e. Onlyaorb

3. Which isfaster: the dot matrix printer or the inkjet printer?

a. Dot matrix printer b. Inkjet printer

4. Both inkjet and bubble jet printers can produce high
being used.

a True b. Fase

&

ts, regardless of the paper type

5. Which of the following advantages can Ci with laser printers?
a  Veryfast for printing multiple uments
. Can have additional RAM to fAcrease the printing speed

b
c. Maintenance on laser er be low
d

All of the above

False

8. Anpl

at’sth

a True b. Fase

© CCI LEARNING SOLUTIONS INC.

er to print multiple copies of a document is about the same as

inter that essentially prints on very large pieces of paper.
ifference between an inkjet printer and a photo printer?

er possible, recycle used printer cartridges instead of simply throwing them away.
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Lesson 8: Basic Troubleshooting Techniques

T

e e S T

Objectives Suggested Timing: 1 Hour

e e B < P e e e T R T s S T )

R e e e T e R e ST

In this lesson you will look at different methods or options available to help maintain your computer’ s performance
as well as how to perform some basic troubleshooting functions to identify problems on your computer. On
successful completion, you will be familiar with the following concepts:

= How to increase the computer’ s performance = General maintenance considerations for

= What to look for when installing hardware = How to dispose of older or non-worki
= What to do if the hardware does not work

computer
ponents

Increasing the Computer’s Performance

E The performance of your computer depends on how you use it. and type of
microprocessor installed in your computer, you may find that the c to respond slower

e (or not at all). This could be aresult of any of the following:

ié} = System resources are low, especialy in RAM mem any programs open, one

ii program takes up alot of memory, etc.).

1.3.4 = Too much network traffic so the document seems to take a long time to

appear on your screen.

=  Not enough space on your hard dri
multiple programs.

ing system to handle processing the

= The size of the file and its coptents ite large (e.g., pictures, fonts, etc.) and will not
open or close as quickly duet eed our miCroprocessor.

®  One program has failed f h n and you are not aware of it until you access the
Task Manager.

= Conflict in system device files, e.g., sending a document to print on a printer that doesn’t
exist any more.

e program, or data file may be corrupt.

cess has aloose connection or is not plugged in.

u
connection is either too slow or not big enough to handle the transfer of

be avirus on your system that is now active.
stem is becoming full or has an excessive number of temporary files stored on it.

ou increase the overall performance of your computer? Depending on what caused the
o0 slow down, look at the following suggestions as a checklist and a starting point:

1 Change the microprocessor chip. The speed of the microprocessor definitely makes a
difference regarding how quickly the commands are processed and understood by the
computer. The higher the frequency of the microprocessor, the faster your computer will be.
Take note that you may not be able to just replace the microprocessor chip; depending on
how old your computer is, it may be more cost effective to purchase a new computer or
change your network connection in order to increase the speed.

1 Increase the amount of RAM memory chips for the system. Since RAM is a temporary
holding pool during the time you are working on a file, the larger the pool, the more
information you can process at one time (regardless of whether it's for one program or
multiple programs), especially when working with graphic files.
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1.4.4
1.4.5
1.4.6
1.4.8

O

O
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Change the video card and the amount of RAM for that video card. This will greatly
enhance or display more details on the monitor, especialy if you are using programs that
use alarge amount of graphics.

Change the network type and connections. The size of data transfer alowed on your
network card may be a limiting factor, or it could be the type of network you have, e.g.,
Novell, Microsoft NT versus 2000, Unix, etc. The network software you have may also be
limiting in how specific programs work, e.g., a Windows program may not be compatible
with a Novell network. Take note that the network you have may not have elation to
the speed of your computer. Some of the new network technology allows u use older
computers asif they were Pentium 4 class units.

Increase the size of the hard drive for storage. The operating sy uires a“certain
amount of space in order to handle the system files, and if the amo e on your
hard drive becomes quite low, the number of files being proc limited. In
addition, the amount of free space on your hard drive over ount used by
the operating system will determine how much room ther formation from the
hard drive to RAM and vice versa.

Clean your hard drive of any older files you no leng
software programs you no longer require.
significantly increase the speed for finding an
may have stored on your computer asar
This includes any temporary files cre
temporary files can be deleted usin

need. This includes any
space on the hard drive can
s. Delete any temporary files you
ware programs crashing previoudly.
pu search the Internet. Both types of
p feature that comes with Windows.

Change the modem connection
example, you may want to ¢
area. The cost in most
Internet more often and

re using a dial-up telephone connection, for
tion to one of the faster types available in your
rth the upgrade as you will then be able to access the
the line connection will be bigger for data transfer.

the

Write down the error
determine what the pro
program has b
Thisis esp

may see and work with your technical support contact to
ght be or where it may be originating. If a system file for a
, this generally means the program will have to be re-installed.
e operating system.

Have t pport run the anti-virus program on your system to ensure there are
no i there are, that they are at least quarantined, if not deleted completely. Be
that you have the latest updates for the anti-virus program as well and that
stemi's set up to check for updates on aregular basis.

make sure that all the components are plugged in, active and online, or even exist.
pe of error happens regularly in an office when equipment is moved to a different
cation, re-installed with a new name on the network, when someone has cancelled their
ob on the printer and forgot to turn it back online, if you inadvertently loosened the
connection when you pulled on another cable, or if you move the computer and may not
have plugged the connections all the way into one of the ports (or in the wrong port).
Sometimes a quick check of the connections can resolve the problem quickly without
waiting for technical support to get back to you.

Working with Hardware

On occasion you may find that a hardware element does not seem to respond in the same manner as
previously or has stopped working altogether. In this situation, consider following alogical path to try
and isolate where the problem may actually be and how to resolve it. For instance, the following list
was compiled from steps used by technical support when checking why a hardware device may not

work.
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Is the hardware securely plugged in? It's possible that the connection came loose if the
computer was moved or if a cord was inadvertently disconnected.

Check the cable or cord type. Look to see that the number of pins between each connection
and each port is correct and none of the pins are bent. If you used an extension type of cable,
ensure the cable is the right type for the hardware. Many cables look similar and should
work if the number of pins match; however, certain cables are designed to work only with
specific hardware.

ue to low
an error

Turn the computer off and restart it. Occasionally a device may stop workin
memory resources or a conflict within Windows wherein you would h
message and may have chosen to ignore it.

Do not ever try to force a connection between the device and the po onnector for the
device should match the number of pins or holes on the port.

if the device
ired for the device
the device.

Did you delete any files recently? If so, restore all the dele
works now. If it does, you may have accidentally deleted a f
to work, even though the file does not look as it has any relé

ou may need to find an
is a program file that identifies
ing system to ensure both are

Have you upgraded or installed any new software r
up-to-date driver file for the hardware device. i
the hardware item and associates it with th
compatible.

If the device is your mouse, clean the desk to ensure there is no dirt getting
into the mouse. Clean the mouse b use and desk surfaces as well to ensure
these are dirt-free. If using a tradi ou pen the casing for the mouse ball and clean
therollersinside.

If some of the keys on the ki e sticking, turn the computer off and with a clean
cloth, wipe off any dirt d the keys. Also turn the keyboard upside down and
shake out any dirt th Y derneath the keys.

Y ou can also pufehase kits for the keyboard, mouse and CD drives to help ensure

thereisno dirt i . You can also purchase vacuums or air pressure cans to help
disburse
Yy

. ey
a "G‘ > 1;: : f
— J

If the problem is with printing, first check that the printer is turned on. Then check that there
are no paper jams or open areas on the printer. Most printers have a display that will indicate
what the problem may be (e.g., toner out, paper jam, paper overflow, door open, etc.) with a
button to either cancel or reset the print job. Occasionally you may need to cancel the print
jobif thefileis very large. If the printer doesn’t have enough memory to handle the contents
of the document, it will keep trying to send the document to print and the printer appears to
be “hanging”. Cancelling the print job will enable the printer to reset its print buffer to
process other print jobs.
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1 Consider the quality of the printer cartridges if your documents appear smudged or smeared.
This could be the result of spilled toner within the printer from a bad cartridge or a paper
jam where parts of the toner spilled into the printer or are smeared on the roller inside the
printer cartridge. In most cases, you should be able to open up the printer and use a small
brush to wipe away the spilled toner. Alternatively, call technical support to ask them to
provide service on the printer.

1 Check the connection from the printer to your computer, or in the case of a network printer,
check the network cable connection from the printer to the corresponding port hewall. If
the connection is loose, the signal from the computer may not be reaching th

1 Occasionally you may also need to turn the printer off and on to reset the conn
next print job. This may be aresult of cancelling a print job. The printét di
indicating you need to turn off the printer in order to reset its buffer.
of something happening between the printer and the network ., power outage,
network cable was loose and you just plugged it back in, to reset the
connection.

1 If you cannot access afile from a floppy disk, it may.be th py disk cannot be read
in the floppy disk drive. This might be due to the h eing igned or the floppy disk
could be damaged or corrupted. Try reading the ther system and if it can be read
from that system, then your floppy disk drive:ms cleaned. If neither system can

in a different method than what

es between versions of Windows for
some manner so that it cannot be read any

your system is able to read (there wi
formatted disks) or the disk has b
further.

] If you are having problems rom your hard drive, this may be an indicator of
a more serious problem. om all programs on your computer and then activate
some of the maintenanc e with Windows. One tool you should useinitially is
the Scandisk featur [ iff 'check the integrity of the hard drive and detect any
problems with the hard dki self. If no errors arise from using Scandisk, then use the
Defragment f ize the files and folders on your system. As with a filing
cabinet, w re items in the filing cabinet, you will begin to run out of room
reorganizing. The same is true for the computer. Accordingly, you
ize your computer on a monthly basis to ensure the system does not
n due to the hard drive becoming full.

ing

the maintenance tools and continue to see error messages indicating afailure
afile, this usualy is an indicator that the hard drive may not be working fully and
to be replaced. In this scenario, call technical support to have them give you
instrtictions on what to look out for and how to proceed.

o firm rules or instant solutions for troubleshooting a particular error on your computer.
rule you can apply is to start with logical solutions first and then move up to more advanced
tions. For example, you notice that the software programs seem to be starting slower over the past
weeks. One of the first solutions you could use to determine why is to check the amount of space
left on your hard drive. Is the amount of space quite large in size? If not, it may be time to delete older
files or programs you no longer use. If the space is quite large, when was the last time any
maintenance tools were used on your system? Would defragging the hard drive make a difference?
How much RAM do you have installed on the system? Could you benefit (and afford) to purchase
additional RAM for your system? The checklist items provided in this courseware are suggestions for
some methods for working with hardware; the items are listed for you in a similar manner to the
approach a technical support person would take to increase your computer’s performance. The list is
not complete by any means, nor are they listed in the only order to be used. You will find that if you
approach working with hardware using alogical method, you will begin to develop a process that suits
your requirements.
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When installing new hardware onto your computer, if the device does not work after following the
instructions on how to install this device, check the following:

1 Isthe device connected securely in its port? If the connection is loose, the computer may not
recognize the new device.

1 Isthe device connected to the appropriate port? Even though a port is available that looks
like it may be the correct one, the port may be for another device and will not recognize the
new hardware. For example, the computer may have two video cards installed even though
only one monitor is set up. The port on the second video card may look simil one that
can be used for a midi device or an digitized tablet; however, as it is a vi d, it will
only work with another monitor cable.

this may
ce and try
or that device
eel mouse to an
he first mouse before
similar files during the

1 During the installation of that device, did you see any error m
indicate the installation was not complete. You will need to upi
installing it again. Y ou may need to uninstall any older versions
before installing the new one. For example, if you change f
infrared cordless mouse, you should uninstall the soft
installing the software for the new mouse to avoid any conf
installation.

1 When installing a new device, always be sure tg

moving ahead with the installation. If the C
crucial than simply plugging in a micropha % ake

section (as available) for that device
n program.

with the new device, and read the
before plugging it in and running t

In most cases, once you plug in the new,_ devic start the computer, Windows will detect the new
hardware and then start the Add/Rem dwarefeature for you. Thisis known as Plug and Play
he screen to select the correct options to install the

technology. Y ou can then follo r
software for this new device.
1 If the computer you are usi in an office, in most cases the technical support person will
complete the i ation ou. You should check with technical support at al times

before automatic ing a new device to ensure they are aware of this new device and
what impac on your system or the network.

access to a technical support department (e.g., home computer), the first
ould be the vendor who sold the computer to you. If the computer is till
y, technical/customer support at the computer vendor will be able to help you
either a fix or areplacement. If the computer is no longer under warranty, check with
r first to see what options are available and the cost of same to fix your computer.
The'next option would be to call computer vendors who handle repairs in your area. Start
ith quotes from some of the larger retailers and also try some of the smaller organizations
ho may be able to offer you a more customized service athough the cost might be slightly
higher. In most cases you will need to take the computer to the service company you choose
for repair.

O

aking Care of the Computer

For the most part, computers are efficient and run well on their own. As new devices and software are
added to the computer, you may begin to experience different types of errors, problems, or have
T general queries on how to manage the computer. Some of these are listed in the following and can be
112 used as a guide when setting up or maintaining your computer:
1.4.5 1 What kind of power source do you have for the computer? In general, the computer should

be connected to a power bar that will then be connected to the wall outlet. Ensure the power
bar being used is one that can protect your system from power surges, brown outages, or
general fluctuations that may occur due to the electrical requirements of the computer.
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1 Whereisthe computer set up? Isit easily seen from awindow or door? While you won’t be
able to prevent theft from happening in your office or home, you can prevent your location
from being an easy target by ensuring the computer is not in an area where it becomes an
open invitation for theft. You can also purchase special types of security cables and locks
which can help to prevent easy removal of the computer.

the computer to a
or the fan to keep the

1 Ensure there are no magnetic items n
influenced by any electrical or magneti it. For example, if there are magnets
near the CPU, you could potentiall ts of the hard drive. As well, if you
have any electrical or magnetic fj ar the monitor, you may notice that the image
flickers occasionally.

1 Refrain from eating or drink nd keyboard. Any spillages onto the keyboard can
cause the keys to stick ot I. At the same time, try to keep the area round the
keyboard and mou ossible. Both devices can pick up dirt easily and may
cause the device to rk or slow down when being used (e.g., mouse cursor
seems slow as move use on the desk).

1 Any time mputer, always be sure the computer is first turned off. Then

d move them carefully to the new location.

u want to install a new hardware device. Always turn off the computer
the new device and restart the computer. This will prevent any confusion
or other software) for the correct device to use.

no longer works, always check first to ensure the device is properly connected to
puter. Then try restarting the computer to see if the device will be recognized.

the situation where weather is a factor (e.g., storm, lightning, etc.), always turn off the
omputer to protect it against any sudden power surgesto your home or office.

When considering whether to leave your machine on all day and night even when it isn't
being used, give some thought to what is on your computer, whether it is logged on or not,
and who else might want access to your computer. For example, a home computer with 24-
hour Internet access is used by several members of the family. Assume the parents are
assigned full rights to see everything on the computer and they also have a budget file
showing income and home expenses. The parent using the computer last may want to log off
the system if they plan to leave the computer on so that the next person using that computer
needs to log onto the computer. This will verify the user and ensure that this user does not
have access to any confidential information.
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1 Do not share your id and password with anyone other than your supervisor or someone who
has administrative rights to the computer. This will prevent others from entering your
computer and making unauthorized changes. Consider a security plan for your computer if
you have personal or confidential information you do not want to share with others.

1 Any time you need to change a major component of your computer (e.g., hard drive, video
card, Internet connection, wireless setup, etc.) or if you are not comfortable making the
changes yourself, always consider using a technical person who can help or do the change
for you. Unless you have a lot of experience with computers and how they wogk, it may be
better to |eave the installation of major components such as drives to acomp hnician.

1 If your system is displaying a number of error messages or activating, differ s that
you have not requested, it may well be that your system is infected needs
servicing. Consider taking your system to atechnical support service ovide you

with a quote and analysis of what the potential problem could b
starting point as to whether you want to try and repair @
versus hiring them. For example, if the technical support ¢ you the computer is
infected with a serious virus, it would be best to let them fi ou asthey may be able
to salvage some of your data files using specializ ftware. They will also know which
tools are needed in order to clean the computer o and prevent further infection.

oblem yourself,

Replacing or Upgrading Equipment

E Computers, like automobiles, will become ob

in technology. What you need to consider
Tl versus upgrade specific components of yo
greatest computer unless your work del

ain period of time given advancements
ime of your computer is whether to replace
ou do not always need to have the latest and
ifications.

For example, someone who has ome for personal use may not need to upgrade or
replace the computer for a few '
needed by specific members o
computer used by the receptionist t need to be changed for several years until such time as the
company chooses to upd | computers in the company, or if the responsibilities for the
receptionist incr sthat require a more powerful computer.

The general rule whether to replace or upgrade would be:

= replace an existing input or output device (anything outside of the CPU that
in), thisis an easy task that most users can handle as Windows will generally
he new device and provide you with tools to help set it up for you.

ooking to replace a component inside the CPU, consider what the cost of the
omponent is and whether it is something you are capable of. In most cases, changing
ything inside the CPU should be handled by someone with computer experience. In
addition to being able to make the change for you, they will also be able to give you advice
on whether thisis a cost effective choice for you.

How old is the computer? If the computer is relatively new, changing out components may
be the more cost effective option. However, the older the computer is, the more likely it is
that you will need to replace it in order to use any of the newer software programs.

Consider the following examples:

= |ncreasing the amount of RAM is very easy to do. Y ou need only to know which RAM chips
to buy and then where to insert them in the computer. This process generally doesn't require
a technician provided you know the specifications of your computer. Increasing the RAM is
also a very cost effective way of increasing the power of your computer without having to
purchase a new computer. Again, if you are unsure of the specifications and where to insert
the chips, have someone with computer experience help you.
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= |f you need more space to store files on the computer, you will need another hard drive.
Should you purchase a bigger hard drive or replace the existing one? Before going out to
make the purchase, you may want to find out how many bays (drive areas) you have
available inside your computer. You will need to consider the cost of purchasing the hard
drive and the time to set up the new hard drive to be installed in your computer. For
example, assume you need to buy a bigger hard drive as there are no extra bays in your
computer. You will also need to hire someone to make the change for you. The cost will
include the price of the new hard drive and the labor cost for the technician to copy the files

your existing files from the safe location onto the new hard drive, and test puter to
ensure everything is working correctly. This generally would be about rs of
work, depending on how much data existed on your original hard dei of anew

=  When planning to upgrade several components of the CPU at the cost to
purchase the components and labor to install those compone : f newer computers
are very reasonable and it may not be worth the time or ef stall newer components
versus buying a new computer. For example, assume : um [l 500MHz system

ly with the plan to upgrade the
annot handle the newer software
better on the existing computer. What
uter system that contains many of the
Ider system or give it to someone who may
e-mail, and work with basic documents.

operating system as well. Some of the ol
programs and as such, will not work
may be a better alternative is to
additional elements required, and
only want a computer to go o

e computer, try to dispose of the item in an environmental-
regular garbage container are generally put into a landfill
given the materials used to manufacture computer components.

friendly manner. Items t
which is not good for

There are a num ns who will recycle or dispose of the equipment in a safe manner.
For example, prin can be recycled and reused. Depending on the equipment and its state,
er recycled into newer products or refurbished (fixed) and donated to
t afford to buy new computers.

is lesson you looked at different methods or options available to help maintain your computer’s
ormance as well as how to perform some basic troubleshooting functions to identify problems on
your computer. Y ou should now be familiar with the following concepts:

= How to increase the computer’ s performance = General maintenance considerations
= What to look for when installing hardware = How to dispose of older or non-working
= What to do if the hardware does not work components
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Review Questions

1. The performance of your computer depends on how you use it.
a True b. Fase

2. What could be the cause of poor quality in printed documents?

3. When ingtalling a new device, in most cases, Windows will recognize a new device has been

connected to the computer.
a True b. Fase

4. If you don't have a technical support department available, what opti e to obtain

technical support?

5. What should you watch for when setting up a computer in a speci % N

a  The power source coming into the d. There are gnetic or electrical fields
computer computer

b. Whether it is visible to the public from e ove
this location to prevent theft

c. Ensure it is not near any heat or ¢ a,bandc

sources

6. Any time you want to add or checl dw. ice that is not working, what should you do?

a.  Turn off the computer Clean the device first before restarting the
b. Check the connectké

c
computer
d. All of the above
7. Why should you refrain ing or drinking anything around the computer?

8. If you don't t our files with others who use the same computer, what can you do to
prevent t g your files?

If y m avirus, it is best to have someone who is experienced with computers fix the
Syst Y,
a b. Fase

lanning to add or change several components in the CPU, it may be more cost effective to
anew system instead.

a True b. Fase
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Lesson 9: Buying a Computer

D e e e S e e = T e e = S e R A R s P s

Objectives Suggested Timing: 1 Hour

In this lesson you will look at the decision making process involved in purchasing a computer and what
considerations are needed in order to purchase the most productive computer for your needs. On successful
completion, you will be familiar with the following concepts:

= Hardware considerations =  Price considerations

= Software considerations = Support or service considerations

Building Your Checklist

E When planning to purchase a computer, you need to consider bot
requirements. Your checklist on what you need (or may need in the
52 | following:

1 How fast does the system need to be, given what the user % ing on the system? For
example, is the user going to be handling mostly sifnple ad ative documents, or are
they going to be performing desktop publishing @n acuments? The difference between
these types of tasks could impact the microprocessor y ose for the system.

1 How much RAM will the system need tc \ ast computers come with a standard
amount but if the user is going to be ol % i ' [

e‘more. As well, your operating system may

d 0., Windows XP workstations require more

graphics design, etc.), they may
demand that you have more than :
RAM than Windows 98/2000 workst :
1 How big should the hard dri the user going to be saving their work to a network

drive or onto their loc iv ey even need a hard drive based on your network
setup?

1 Should the computer be p model or a notebook? How important is portability to the
user? Even if thi or ahome computer, you may want to consider that a notebook may be
more suit e who wants to roam the house and work in any location. A

notebogk.is feasible for someone who has to travel and wants the option to work

wh fr e office or home.

u

d software
d include the

needed? If so, what type of connection does your company have or need to
likely to need to access other computers using a modem for other purposes,
ronizing data by a sales person on the road, accessing bank accounts for daily
, etc.? Would going with an online service be better for your company or user needs?

O
Ar

ould an internal or external modem be better for your users? For example, if only one
erson needs to have outside access, then you may find that an internal modem is sufficient;
however, if two people need access to the same information but infrequently, an external

° modem might be the better choice. As well, how fast should the modem be? The rule of
thumb is that the larger the number of kilobits per second, the faster the modem.
O

What about a traditional network/modem card versus a wireless card? Where will the
computer be placed in proximity to the network connection? How long will the cable need
to be in order to connect between the computer and the network? Consider that the longer
the cable, more likely the cable may become tangled or come loose when it is pulled in any
manner. Having a wireless connection gives you the flexibility to move the computer
(desktop or notebook) from one location to another and still be connected to the Internet (or
the office network).
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1 What type of network connection do you have? How fast is the connection and how busy is
it during the normal work day? Would it be better to give the user afaster system rather than
a standard one if they need to work with alarge number of files?

1 Should you include a network card with the purchase of the computer, or do you have extra
network cards in the office? Depending on the system you purchase, some new computers
come with built-in network cards whereas others require you to purchase a separate one.

1 Is the standard size of the monitor sufficient for the user? For example, someone doing
desktop publishing might want a larger monitor or two monitors for multiple‘programs or
tasks.

1 What type of mouse do they need, e.g., instead of a standard mouse, wauld a a pen
digitized tablet device be more suitable for graphics design?

1 What about the video card that comes with the standard comp
one with more RAM in order to speed or improve up the displ

upgrade to
?

1 Most computers come with a CD drive, what type of be needed on this
workstation? Will the user only need a CD-ROM drive, or eed to burn CDs which
then leads to whether they need a CD-R or a CD-RW2 What DVD capability? Is this
needed for the user? How likely are they to n his option, e.g., will the user be
responsible for making copies of any videos eir job require them to review
DVDs, etc.?

1 Which operating system would be b
multiple programs that are graphi
that can better manage memory?

? If the user will need to work with
Id they have a hewer operating system

1 For specific types of tasks, off- elf program accomplish what the user needs to
do? For example, which prog to handle payroll in your office? Would it be better
to sign up with acomp ides this service, or can you accomplish everything with

an accounting progr a‘module for payroll?

1 What about thegoftwar omes pre-installed on a new computer? How effective are
those programs illsthey suit the user’s needs? In most cases, a new computer for an
office will e same software currently used as the standard for the office, e.g.,

rdPerfect, etc. If this is the situation, check to see whether you can

uter with this software installed versus the pre-packaged software. If the
gnated for home use, it may not matter which software programs are pre-
the new computer.

to buy specific software programs, do the specifications for that software match
or the specifications of the computer? In most cases, you can check the software
specifications either on the side of the program box, from the software vendor’s web site, or
eck with aretailer.

Do you need to purchase any extra utility programs such as anti-virus programs, system
diagnostic programs, etc.? Most new computers come with a trial version of an anti-virus
program where the user will have the option to subscribe for a year. Every computer should
have an anti-virus program that is customized to update itself, but utilities programs are not
as essential at initial purchase.

1 If you're planning your network specifications at the same time, what about programs to
address security or disaster and recovery? What hardware requirements will you also need
to add or upgrade to your network for these issues?

1 What about security and disaster considerations for the workstation? Will you need a
backup for this system? If purchasing a notebook, does it come with any security lock
features to prevent theft?
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1 Are all the computers in your office the same type? If not, are there file conversion issues
you need to address? What software would be best to handle that? For example, if your
office has mostly PC systems and you use Office XP, files saved on these machines can be
read automatically on Apple (Macintosh) systems that have Office 98 and OS X.

1 Do you have access to mainframe computers, or computers using different operating
systems than Windows or Mac OS? For example, do you need special software and
hardware to access a university's network? Although most larger organizations have
software that is compatible with PC-based systems, you might need special dware or
cabling for compl ete access.

As you can see, there are a number of issues you need to address before purchasing a col
aforementioned list is not complete by any means and you may need to get v ific detaifs from
the people who will be using the computer before you can finalize the decision:

How Much Will It Cost?

E The price of the computer will obviously depend on what comp me standard with the

computer, what options you may add to it, and which softw. ou . Sometimes a specia
price offered by a retailer seems so attractive that you m u need to purchase the computer
now. A special price should not be the deciding factor; in t industry, if you miss a special
offer today, there will be others tomorrow, and so e even more attractive. The most
important decision to put into whether to buy thi notebook) is to look at what you plan
to do with the computer and have you accou ings you might want to do within the
next year.

1.3.4

For example, the user may be a typi [ whose main responsibility will be to handle
administrative documents. However, i Is to be shared with someone else who will be
doing more advanced documentsyou to add extra components to that computer, even
though the main user does not ther example could be that you are looking at a standard
configuration on a notebook for n to use for capturing their notes. Initially they may only
be working on their own fi s, however, if the company is setting up their inventory on a
database, the salesp use the notebook for display purposes during client visits.
Accordingly, the not to have more RAM and remote access capabilities.

company plan to upgrade the network system within the next twelve months? This
nclude items like the network connection, a new network system itself, or faster
etwork cards.

s the position for the employee getting the new computer likely to change with the outcome
being higher responsibility (e.g., security and access issues) or more complex tasks?

What kind of budget has been set aside to purchase computer hardware or software itemsin
the current fiscal year? Can the purchase of a new computer or components for the computer
be in phases?

1 What kind of warranty or service/support options are included with the computer? Do you
have to purchase extra services? Most computers come with a standard of one to three years
warranty, and service or support after that warranty period will cost more. How cost
effective would it be to purchase additional warranties if you also have an on-site technical
support department?
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] Areyou purchasing from alocal retailer or online from the computer vendor’s web site? As
well, what is the reputation of the retailer or vendor? What decision helped you decide to
purchase from this vendor? Most people trust their own instincts regarding dealing with
specific companies. You may want to ensure you have completed a thorough analysis that
includes both price, reputation, and service available.

1 What about return policies? If you need to replace an item, how easy would the process be?
How long will you have to wait for the replacement part and what options do you have if the
wait timeislong?

1 What kind of support do you have in regards to tracking where the comput
purchased it, or the history of service on this computer? Is this something you
address yourself or will the computer vendor be able to help?

e you've
eed to

requirements for software and hardware change, you ; at whether to
upgrade or replace the computer at that time. For exa rs in an office can
handle the needs of daily transactions for at least
company’ s business type. If you know you are likel
of months, decide whether you need to purchase
buy now, if that system will be passed onto aneth

faster system within a couple
s later or which type of system to

3 plan to upgrade is based on budget
0 years in order to stay current with
omputers accordingly, e.g., graphics design,

Consider what the future may be for the company
or industry standards. Sometimes companies u
industry standards, and as such, need to pur
video/game production, web-based busin

Companies may also need to upgrade cer amount of time in order to take advantage of
newer software programs or n [ example, more security features are available with

etwork i
newer Windows Server programs e requests for employee accesses as well as prevent
unauthorized access by extern tol rder for the entire company to benefit from these newer
features, the company m urch er computers that can handle the operating/network system

requirements.

For most home comp puter should last for at least two to three years, depending on the
needs of the f type of scenario, components may be added to the computer to
accommodat s, e.g., wireless network set up for multiple computers in the home,
additional video card with more RAM to handle new games, etc.

" rules regarding the purchase of a computer. The main considerations have to be
computer for, what you want and need the computer to be able to do, and how
ford, both now and in the future for support and services. In fact, if you ask five
ple what their decision would be, you will receive five different answers. The only advice
id and valid would be to work with someone who has a solid reputation in working with
puters (e.g., technical support person, network administrator, etc.) and who you trust. Have them
you with the process by talking to the user(s) and the vendors to provide you with the most
ficient computer that will suit your needs for the next year (or more, depending on what your
company plans for computer purchases in the future).

Summary

In this lesson you looked at the decision making process required to purchase a computer and what
considerations are needed in order to purchase the most productive computer for your needs. You
should now be familiar with the following concepts:

= Hardware considerations = Price considerations
= Software considerations = Support or service considerations
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Review Questions

1. When buying a computer, you need only to think about the cost of the computer.

a True b. Fase

2. Which factor(s) would influence the purchase of a notebook instead of a desktop computer?

a.  Portability c. Wireless capability
b.  Network requirements d. All of the above
3. When purchasing a computer for an office employee, you don’t need to Ve network

side.
a True b. Fase
4. |f the user needed a CD drive to read and write blank CDs sever which CD drive would
you consider with the new computer?
a CD-ROM c. CD-R
b. DVD-RW d CD-RW

5. The pre-packaged software programs that computer are suitable for any user.

a True b. Fase

6. What does security or disaster omputer mean?

a.  Having abackup sy d. All of the above
b. Having security docks fo e. Onlyaandc

c. Having an anti-vir

7. Priceisb w or(s) for anew computer?
a computer is c.  What other options (e.g., service) you add
to the purchase
b mponents you have in the d. All of theabove

computer or add to the computer
arranties are the same for new computers.
a True b. Fase
9. Youdo not need to consider the reputation of the vendor as much as the price for the computer.

a True b. Fase

10. Having someone who is experienced with computers who you trust can be very advantageous in
selecting the right computer to suit your needs.

a True b. Fase

© CCI LEARNING SOLUTIONS INC. COMPUTING FUNDAMENTALS 1105-1



60 RECOGNIZING COMPUTERS

Lesson 10 Looking at Software Applications

e e e e e A e B SN e S R e e e T e e e R s B

Objectlves Suggested Timing: 1 Hour

In this lesson you will look at some of the common types of software applications or programs being used, as well
as how data is transferred between computers. On successful completion, you will be familiar with the following
concepts:

= What software programs are = Understand what the operating system s

= How software programs are devel oped = Which software programs are designed for,

ic tasks

What is a Software Program?

Programs are called software because they only function when loaded i
memory. Because RAM is volatile, software must be permanently stor
programs are created using programming languages that contain co
It is these commands that users will activate in order to complete
available in a menu, toolbar button, shortcut keystroke, shortcut m
options.

er’'s RAM
isk. Software
form specific tasks.
commands can be
combination of these

T

E The commands are based on a set of rules (referred to as alg reated in the software program

11 to complete the specific tasks. For example, when vy,

actually runs the rule to check that

the bullet feature is available, looks to seewh ‘ ast chosen (if any), and then applies the
feature to the text. Another example is if yg@ e te perform a total or sum calculation in Excel
with specific numbers. The Excel progra the"algorithm for the sum formula based on the
locations (cell addresses) you provided 4o fi data, do the calculation, and then display the results.

ily a problem with the program as much as what
perform the task, e.g., one of the cells contained text
ong format (exponents).

If the result isn’'t what you expect
information was given on the wo
instead of numbers, or a numb

Accordingly, these algorithms set delines for how data is inputted into the software program,
and the format for the gutp r ple, if you wanted to record narration for a video presentation,
you would need to ¢ oice from analog (continuous information) to digital (information
broken down int nts of non-continuous information). Having a microphone connected

to the comp this conversion automatically; you need to have a software program
running at record your voice to convert the narration to a digital file. Essentially you
would ing voice via the microphone and the output would be a sound file created with
the softw o

pr gy, there are numerous devices that can be used to input and output information.
on which software program you are using, this will determine whether your output is text,
S, sound, video, etc. Output will always require hardware in order to see or hear it:

Your monitor allows you to view your documents, video, web sites, etc., or check the file
names and location.

Y ou need a printer for hard (paper) copies of thefiles.

Y ou will need speakers or a headphone plugged into your computer in order to hear music or
sound files located on your computer, or from the Internet.

Software programs are created to help the user perform tasks on the computer. Which software
programs you use depend on what requirements you or your office may have for the output. There are
alarge variety of software programs that perform the same type of tasks; no one program is better than
the other. The choice for software is really based on what you need to accomplish, the degree of detail
and features needed, and what you can afford.
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2.1.2

Upgrading Your Softwar

biC’|

All retail software programs go through a thorough process before they are released for sale. The
software vendors always perform quality controls on their program based on the most commonly used
tasks to ensure the minimal amount of problems that could occur once the program is installed on a
computer. In most cases, a software vendor generally follows this process:

=  The software program is created or updated based on new technology, request for new
features, etc. by programmers who set up the algorithms for the program features. These
designers are called programmers as they use programming language (software) to create
(write) the codes or rules in the software program for specific tasks. e popular
programming languages include C++, Visual Basic, Fortran, or Pascal.

Once developed, copies of the program are sent to designated people qutside t tware
company who agree to test the beta of this program. These testets select y the
software company based on specific criteria for the software type, operating
systems, technical users versus beginners, etc.

Testing usually occurs for a specific amount of time, wherei
testers back to the software company.

is required from the

The programmers then revise and modify the progr
produce another beta copy. This step may be rep
on the size and type of software program.

on the feedback, and
y times as needed, depending

n
an

Eventually a“gold” copy is created and dist all number of customers that meet
a specific criteria, e.g., large compan ety of computer types and operating
systems, specific business needs, har C.

Generally within a month of the b released, the final version of the softwareis
released to the general public

As most people know, it is very
the software. A lot of thedugs (err

r software programs to be error free with the first release of
at occur generally are items that the software company can’t
aways predict based mer uses the program. Software companies devel op for the most
commonly used or ures, accordingly, sometimes they need to do patches on the
programs and n omers that updates can be obtained. Updates or upgrades are not
always probl the software; updates may occur as a result of changes in government rules or

requirem actors they have no control over, e.g., tax tables for accounting programs,

new vir can into the software program, etc.

These kno should not prevent users from purchasing software for their computers. Whether
rchase “sof

tware when it's released or after a few months should depend on your own
S, €.0., your company wants to upgrade to Windows XP Professional and Office XP, or
e latest version because it has features you need, etc.

you register your copy of the software, you will receive notices from the software vendor
ever there is an update or upgrade available for the software. This could be through e-mail or
actual material received in the mail, based on your preference for these notices at the time you
registered the product. Some software vendors will also build in a feature within the program to allow
you to schedule or automatically check for online updates, and/or display messages on the screen to
indicate a new update is ready for installation.
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If you chose to receive updates via the postal mail system, you will receive floppy disks or CDs
containing the update for you to install. If you choose to receive the updates via e-mail or an online
system, the software program will send you notices generally with a link to where the update can be
found. For example, when you register with the vendor for the anti-virus program on your system, you
will be given the choice to receive the updates via regular mail, or online. If you do not have an
Internet connection yet and choose regular mail, the software vendor will send you media whenever
there is a major update needed for the software or protection against a virus (called virus patterns). If
you do have an Internet connection and chose to receive updates online, the software vendor then
gives you access to an Update feature within the software to get these updates.

Whether you choose to update the software depends on the software and whether you
is warranted. For example, you should always update your anti-virus program tq protect yo
against newer viruses. However, you may not feel it is necessary to update y
update for the tax tables in the personal financing software pre-packed wi er. In more
cases than naot, it is beneficial to install the update so that your versio are is the most
current and up-to-date. Generally the updates will either reduce the lems you might be
experiencing with the software or contain the latest edition for the f

the latest

There are also drawbacks to updating the software that include:

= jncompatibility or conflicts with other software ( now protects your system from
potential viruses but you now can’'t open att ails)

= incompatibility or conflicts with the operati e update contains technology for a

new input device but is not being reco ws as it is new to the computer)
= problems with the upgrade within t t features don’'t work, can't access older files)
Applying the most recent updates/upgrades’is ways the best route to take unless you are very
he

experienced with computers and can “t em if something doesn’t work. Most people tend
to wait for a couple of weeks aft the update/upgrade to ensure there are little or no
problems with the updated soft
toinstall all the original softw.
this software since the so
beforeit failed.

If the software is
you will not be

d then install all the updates/upgrades you'’ ve applied for
release date before your system is back to the original state

same version as was on your system before it failed. Y ou may be able
file by searching the Internet, although there is no guarantee that a copy

in the the latest update from the software vendor will include any of the updates
available

Y pru

t to register the software on your system with the software vendor as you will receive
ever an update is available. Provided you have access to the Internet, you can always
e software vendor's web site to find specific updates, as needed. There are also a number of
ations, groups, or newsgroups who share information on what the updates are, what they
ain, the reason for the update, and whether you should install it or not. Once you receive a notice
the update, you have the option of saving a copy of the update file onto your system instead of
automaticaly installing it from the vendor’ s web site.

What about Upgrading to New Versions?

Software vendors generaly release new versions of the software on a yearly or two-year basis,
depending on the software. For example, newer versions of accounting programs are traditionally
released each year in order to accommodate new tax laws or calculations in addition to new features
the software now offers the user. Microsoft releases a newer version of Office (e.g., Word, Excel,
PowerPoint, Access, and Outlook) generally every two years.

COMPUTING FUNDAMENTALS 1105-1 © CCI LEARNING SOLUTIONS INC.



RECOGNIZING COMPUTERS 63

A new version of a software program is developed generally to include new features, fix any bugs or
problems with features, make the software compatible for different operating environments or other
software, include new technology (e.g., security rights, higher resolution types, etc.), or to reflect
changesin governmental laws and regulations.

Do you need to buy the new version for your system? The answer depends on whether you want or
need the newer features, the software is needed in order to be compatible with other tasks or software
you are using, or if it is a requirement for your job. Consider the following before automatically
switching to the new software:

contains
asing.

1 Arethe featuresin this version crucia for daily tasks? If the new softwar
some features that will increase your productivity, then it might be worth p

Alternatively, check the web site for the vendor or speak to hnical

department to find out what’s new in the next version and whether ur needs.
For example, you may not need to buy the newest version of th tware if you
are happy with the version currently being used. If you on tax table, these

are available as updates from the software vendor.

1 Can your current computer handle the new software? ple, you cannot run
Microsoft Office System 2003 on a computer that not have the Windows 2000 NT
Service Pack 3 or Windows XP operating led. Alternatively, if the new
software indicates you need to change som he computer (e.g., more RAM,
specific type of video card, etc.) is your sy

1 How many people may be affected b ftware on your system? If you are the
only one upgrading to the n v will documents be compatible between
computers? For example, if you to the'Pro version of Simply Accounting to test the
features for this version, you Wikl not le to open the company file created on the Pro
version on any other comput ffice if everyone else is using Simply Accounting
Basic. Another exampl u e if you currently use Word but your clients use
WordPerfect, you wi mber to save your files with aformat that can be read in
WordPerfect.

1 How much traini il involved to have everyone switch to the newest version? There
is aways e involved when people switch to a new software or software
' you are upgrading from Word 2002 to Word 2003, the new features

02/2003. Take into account what the potential learning curve may have on
hen making the decision whether to purchase the newer version or not. The
will grow significantly if there are a large number of people who will require

Windows XP and Office 2003 from Windows 98 and Office 2000.

e to move to the newest version, you will be presented with the choice of purchasing an
version versus a Full version. The Upgrade version is a less expensive choice but does
ire that you have a Full version of the software already installed on your system, or access to the
to install other components of the software, as needed. This is an important consideration should
your system fail and you need to re-install all the software programs. Y ou will need the original Full
version of the software and then the Upgrade version to return to the same state for the software before
the system failure. The Full version generally is double the cost of the Upgrade version and contains
all the files you will need for this software program.

The choice for upgrade or full versions are applicable even when purchasing software for a large
company. The difference here would be that you have the option of purchasing licenses for each
computer where this program will be installed. Generally the network administrator will receive one
CD with the software program and documentation with a volume license key that enables him/her to
install the software on all computers requiring this software program.
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Looking at Operating Systems

An operating system or environment is a collection of programs designed to control the computer’s
interaction and communication with the user. The operating system essentially performs two important
functions on the computer: it manages the input devices (keyboard and mouse), output devices
(monitor and printer), and storage devices (hard and floppy disk drives), and it also manages the files
stored on the computer and recognizes the file types to compl ete tasks.

E Every computer requires an operating system to function. A computer must load the operating system
into memory before it can load an application program such as Word, Outlook Express, or

3.1.1

Examples of operating systems include DOS, Windows, Unix, Linux, and the Ap

System.
DOS was the original operating system for the PC and stands for Disk Operat here have
been many versions of DOS since its original release. The two most comm es are;

MS-DOS This version was created by Microsoft and is the m used on IBM and

clone computers.

PC-DOS This version was created by IBM and guarant wor agenuine IBM Personal
Computer; however, it may not work perf me IBM compatible computers.

the operating system due to the
er to perform a task was based on

3.1.2 hen errors occurred.

313 one line commands that were often hard to decip|

CiN>d:

s . sps . ; -
Invalid drive specification Dyscriptiss [ ] bablix
Cradiiz
Erdry | 1 Ferind | ¥
Lire | ]
e e - 1
[mte T |
Fefaraece I Demcrdpbiss | ]
Fecsark } 1 Fapk. | 1
[wkik i 1 Crmlit 1 .
Lirg-Beleewr Frncrimi fon Socl  —rps Brali Eredid

Eviry hnkalnt
(bl i s eyt

With the ti system using the Unix operating system, all other computers use a graphical
operatin ike Windows or the Mac OS (Operating System). This has become the standard for
operating over the last few years as they make working with computers much easier. The
al u terface (GUI — pronounced “Gooey”) allows a person to use a mouse and other
oint and select desired functions rather than having to remember commands. Many of
ands and functions appear as buttons or have a picture/symbol to represent the task to be
ished. Software vendors also design their programs to use the same buttons/symbol §/pictures
ommonly used functions (e.g., cut, copy, paste, bold, save, print, etc.) which helps reduce the time
learn new software.

\
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3.1.2

Microsoft Windows is the operating system for PCs. Windows products allow a
WYSIWYG (“What You See Is What You Get”) screen display, which is especially
important for word processing, desktop publishing, graphics design, multimedia, or web
devel opment programs.

Windows 2000 Desktop
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3.1.2

Windows XP Desktop

= Mac OS — This operating system is designe the Apple Macintosh computers. As with
Windows, it provides the user with a e that makes working on the computer
much easier and faster. This operati as one of the original graphic user interface
systems and set the standard for G programs. The latest version of the Mac
OSis based on Unix technol

L ] Fan 1OLL P

I

= UNIX — This operating system was created in the early 1970s by programmers for
programmers. The system was designed with flexibility in mind and used one of the more
popular programming languages (i.e., C) readily available on most computers. However, the
main drawback to this operating system is that it is based on one-line commands controlling
the functions versus a graphics user interface display. This system is very popular with
universities and scientific or research organizations.
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3.1.2

3.1.2

3.1.4
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Shoredlibes: rum = 181, resident = 22.EM code, 1.62M daza, &6.38M LiqkEdit
FomPocgionz: rum - 2212, rosident — A7.EM + 5.4M prisate, 4510 shorcd
Ftystems  43.5M w.ored, 7208 wclive, 1004 nwclive, ELGF uszed, 236H Mree
WMo 9380 + 44.3HM TL4E(0) pagelns, A0 pageouts
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276 Microscft E.BY B:@3EE 2 e 82 1.95M 41@.3M T .Z4M EEEM

276 SwstemlISs  E.BY B:B3.4« 3 423 1BY 2.49M £.63M 4.ESM M@

273 Docl E.@% @E5.57 2 03 181 4.83M E.15M 4.13M

00 Finder £.68% B:0.00 4 143 212 48.4H 11.3M 1Z2.H

Z0E phe .05 Bi12.99 1 £3 44 B.BEM GEtK £.33M

Zhid gutonaLnt [ H S Y 11 16 1edkK  Eddk

247 loginwinda  E.B% BHl.4= 7 147 145 Z.89M ELBdM 4.93M

213 cron E.0% R:PE.ae 1 El 15 Tek 35K

Linux — This operating system is based on Unix and pr
interface than Unix did. As with Unix, this system i ily
use with high-end servers, and also with entrepr ware devel opers.

Handheld Op Sy — These operating systems are designed to work with a PDA
device. The you get on the PDA will depend on the type of PDA you have.
For exampl A is dtrictly a PDA, the software is most likely the Palm OS
(operatia& s a Pocket PC which will likely have Windows CE.

A

- ¥
-.‘T*r ¥ L R —
e A S ———
\'j - e |

i

Windows CE

Each operating system has its advantages and disadvantages; how applicable these are depends on the

type of system you have and what requirements you need for files. Some examples of limitations with
older operating systems include:

File names for DOS programs were limited to eight characters only with a three digit file
extension type. If you wanted to be more descriptive with the file name, you had to learn to
be creative, e.g.,, SA-BD92E.XLS would be the file name for the Sales Budget (1992
Estimate), ABCLT1251.DOC would be the file name for a letter sent to ABC corporation on
December 5, 1991, etc.
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As a result of these types of limitations in the PC environment, softw
operating systems moved more towards a user friendly operating
graphics interface, longer file names, better memory management,
play technology, etc.
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File names for DOS programs were also restricted from using certain characters, e.g., @, \,
space, : (colon), <, >, |

There was no true multi-tasking capability with DOS or the earlier versions of Windows,
unlike the Macintosh wherein you could open two or more different programs at the same
time.

The earlier versions of operating systems also did not have as good memory management
capabilities as the more recent versions. This meant that certain programs would not work if
you did not have enough RAM to open the program.

The DOS and Unix operating systems were text-based, using only one-line
was considered cryptic and required the user to learn and remember many of the
and structure in order to perform atask.

ho created
ures such as
ing, true plug and

E Regardless of which operating system you use, there are aspec every operating system
aie where problems can arise, partialy from hardware, softw restrictions. Some of these may
o include:

The software does not work. This generall % t of the software and operating system

being non-compatible. In general ter stall and use older software on newer
operating systems, but you cannot are program designed for a hewer operating
system (such as Windows XP) em“ysing an older version such as Windows 98.
Occasionally you may aso fi at t tware is too old to be recognized by the newer
version of the operating syst ay want to check with the software vendor who may
either have an update vy is software, or if the software is discontinued, you
may be able to purch n ion more compatible with the operating system.

the system indicating a device does not work is usually a case
' ognized by the operating system. This could be the result of an
newer operating system, or the hardware installation files could
are vendors provide you with newer versions of drivers or the
order for your device to be recognized in the new operating system.

Error messages f

les for any hardware or software installed on a computer are computer files
s built into the installation setup for that device or software. It is crucial that
delete any files from the folders where these files reside (e.g., C:\Program Files,
C\ ows, etc.). Also be careful when installing (or uninstalling) new items when a
message appears asking if you want to overwrite the existing file. Messages of this nature
uld be read very carefully and never changed unless you are absolutely sure of the resuilt.

Error messages that indicate afile is missing or corrupted will mean you will need to reinstall
the software for the missing or corrupted file. This can occur for either the operating system
or a software program. Files can be missing or become corrupted as a result of power
failures, shutting down the computer incorrectly, too many installations of software or
incorrect installations, a virus that has infected your system, or if a conflict between the
software and the operating system changes a required file.

If the error message refers to a file for the operating system, you will need to reinstall or
upgrade the operating system. Y ou may be able to ignore the message and solve the problem
by restarting the computer for a while; eventually you will need to fix this problem before it
grows worse. It is strongly recommended that if your system displays a number of error
messages or requires you to restart the computer several times that you check with someone
who is experienced with computers to reinstall or upgrade the operating system on your
system.
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= |f you see an error message indicating you do not have access to a particular PC, drive,
software program, or file/folder, this generally is a restriction that occurs as a result of the
login id you used or network restrictions placed on your id. For example, in an office, you
may have been assigned certain access to specific drives or software programs on the
network, based on the position you hold in the company. As such, you will not have access to
other programs or drives that other users might have if you are not required to use that
program or share the files on that drive. For a home user, you might be set up as a guest only
instead of a power user or a supervisor so you have access to only specific of that
computer and not see any personal or confidential information by the owner
computer. Before asking for more access, check to see that the error m
of incorrectly spelled id or password. The spelling set up for the id and
how it was set up on the computer; otherwise, you cannot gain access

Choosing an Application Program
ch as accounting,

An application program is a software program that performs a sp i
word processing, or drafting. Selecting the correct software progr ven task may be more
difficult than selecting the correct hardware. However, t are standard categories of
application programs to choose from:

=  Word Processing = Spreadsheet
= Presentations = Datab t

=  Graphics = Mulij
= Electronic Mail =
= Utility " ite

oW!
= Accounting ized

e programs that have gained industry-wide acceptance.
trons on the following pages for each application category.

Within each category, there ar
These programs are provided in

A program that has “for ' aft name means it will be primarily text- or character-based, i.e.,
you cannot see graphie:pic ont styles, etc. Some of the newer DOS-based programs may
provide the capabilit pictures, font styles, etc., but are still limited in their “graphical”
display. Most pro ype are customized programs suitable for the operating system.

indows’ after its name was designed for use within the Windows platform,
, CorelDRAW for Windows, Excel for Windows, etc. This means you must
have Wi y installed on your computer before you can install or use this program.
the commands and features for that program in a picture layout, and allows you to
text as It will appear when printed, e.g., font styles, pictures, etc.

that has “for the Macintosh” after its name was designed for use with Apple computers,
ice 98 for the Mac, Adobe Photoshop for the Mac, Motu Digital Performer, etc. All of the
rams available for the Macintosh computer display all commands and features in a picture layout.

It is important to use the appropriate software program to complete tasks as this will help to organize
and generate information as needed. For example, you would not want to keep track of your
company’s accounting records in a word processing program and while you might be able to keep
some of your accounting records in an spreadsheet program, eventually you will want the flexibility of
an accounting program to handle your daily transactions. While many programs share a number of
features, look closely what you want to accomplish and which software programs should be able to
handle at least 80% of these tasks. Consider making a list of al the tasks you want to accomplish on
the computer, and then begin checking off items with comparing software programs. Also consider the
amount of training time needed in order for you to be able to use that program. Choosing a software
program that may be too advanced for your needs will be just as frustrating as choosing one that works
well for only 20% of your tasks.
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Many programs provide you with advanced features but not the flexibility of a dedicated version of
that type of program. For instance, the desktop publishing features in Word are not as advanced or
stable as the features in a dedicated desktop publishing program such as QuarkXPress or PageM aker.
Another example could be entering names gathered from a trade show into a database where reports
can be quickly generated from individual fields versus entering them into a word processing program
where you may need to enter the data first, save it as one file, and then save that file as another file in
order to delete unwanted information. If you really want or need a dedicated program, you should also
have the fundamental knowledge before you can really “get into” the program, such as graphics design
skills before you truly understand how to use any of the advanced effects features in Shop, or
accounting knowledge before using any of the accounting programsto enter transacti

Many software programs share the same features and as such, certain tasks can
one of these programs. For example, you can create a simple organization ch

PowerPoint. Each program has an organization chart feature that can be.agti
entering the text and levels for the chart. Using a program such as Visio
a variety of charts would provide you with more flexibility when
elements from the chart. Another example could be if you want
invoices. If this form was meant to be filled in manually, you might
Tables feature or in Excel using the Borders feature to
meant to be used for data entry, you might prefer to cr
match the types of data.

using

igned to handle
d, edit, or remove
e a form for entering
eate in Word using the
columns; however, if the form is
using the For ms feature to

Compatibility between software programs may plé 5 you begin working with larger or more
complex files that could be more easily m other program. For example, al your
customers are entered into a database in A
customers who live in a specific area and th theit names into a customized brochure for a new
product you're promoting. The custol rted and filtered in Access and then saved as a
filein aformat that can be used as.a.dat Word, thereby allowing you to use the mail merge
feature in Word without having to r customer list.

The program you choose shoul e majority of your requirements; sometimes using a Suite
provides the best solutio ou with three or more products for these requirements. Other
occasions you may need to a dedicated product, e.g., graphics program, web development,
desktop publishing, v iti

The more popul e program is, the more often it will be updated with new and enhanced
ar programs have evolved with the technology of graphic user interfaces

and now to learn and use. It isn’t necessary to aways purchase the latest version if

ocessing is the most common application for most users. Word processing software programs
you to create, edit, and save documents, along with changing the position of text in a document,
sert new information, or remove words and sections no longer needed. With a typewriter, you would
have to re-type the entire document after a few major changes. On a computer, a document can be
stored electronically and retrieved at any time for modification. Many of the dedicated word
processing programs have the capabilities of handling “DTP” (desktop publishing) tasks, making these
very popular for handling documentsin an office.

Word processing programs are standard in offices where documents such as letters, memos, invoices,
faxes, etc. are required. Depending on the requirements of the office, people may be asked to create
web pages using the word processing tools in addition to creating and editing newsletters, forms,
brochures, or flyers. Many of the newer dedicated word processing programs come with these
features, making the word processing program a more powerful tool for creating, editing, and
formatting forms for your network or intranet.
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Examples of word processing programs include:
Word is owned by Microsoft and available for both the PC and Macintosh. Word also had a
DOS version many years ago, but everyone who uses Word today is using one of the
versions that comes with Microsoft Office.
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Spreadsheets

One of the most popular financial tools is a spreadsheet program that performs mathematical
calculations and “what-if” analysis. Besides replacing your pencil and calculator for solving financial
and statistical problems, spreadsheets can display line graphs, bar charts, and scatter plot diagrams.
Often accounting and spreadsheet programs are designed to work together, in an effort to provide the
best financia solution. Any time you need to track numbers or audit information for trends or patterns,
a spreadsheet can generally help with these tasks.

One of the advantages of using a spreadsheet program to manage large amounts of data values is the
ability to sort or find/filter information. This assists in being able to analyze the data, ding on

the information, you can also use any of the analysis tools available with spr . For
instance, a spreadsheet program can be used to create and edit a comp where
information for the budget figures can be linked to other files for cash flo d expense
analysis, scenarios on the impact of an increase in the price of existing i ou can also

create worksheets to track information such as a smple bank i ravel expenses,
assignment/report marks, etc. Once the information has been
information such as by grades, average grade, highest expense, numb

Examples of spreadsheet programs include:

= Excel is owned by Microsoft and available fo
part of the Office Suite of programs, and ha
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tus 1-2-3 is owned by IBM Corporation and is available for PC machines. Lotusis part of
the SmartSuite set of programs.
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2.2.3

© CCI LEARNING SOLUTIONS INC.

= Quattro Proisowned by Corel Corporation and is available for PC machines only. It is part
of the Professional Edition of WordPerfect Office.
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Presentations

There are several presentation programs that allow vy, le slides or handouts for presentations
(speaker delivered or self-running), quickly and easi effects are provided in these programs,
similar to the manual process of using a nu t pieces of audio or video equipment.
Anyone who needs to create a presentation ispl m a computer can use this type of program
asaresource.

In addition to creating and editing t ividu ides for the presentation, you can also create
speaker notes and handouts for ou can also set up the presentation for different
delivery methods, e.g., over the:lnt roadcast, to a live audience, or as a self-running slide
show on a computer for trainin ion purposes. Working with a presentation file is similar to
using a word processor i yo d, edit and format text, as well as insert pictures, charts, or
tables onto the slides ion. You also have the flexibility of standardizing the look and
layout of the dides ion by using a master slide or template. This can be very handy
when you want ions to have the same color or placement of specific elements, such
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= Core Presentations is owned by Corel Corporation and is available for PC machines.
Presentationsis part of WordPerfect Office Professional Edition.
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Database Management
A database is smply a collection of r information. Some common examples are a phone book,

anagement Software (DMS) program assists in
n in a database. A database application is any task
tiple file folders, or some other information storage system
e information in any manner required. For example, if you
had a large number of inv items that need to alphabetized and then categorized into multiple
systems, a clerk wo alphabetize the items and then make copies for the multiple
systems. With a am, you need only to enter the items and then generate reports or
queries to haveth 10n alphabetized, or categorized by price, volume, type, etc.

inventory list, or personnel fil
manipulating and organizing

d the collection of related fields make up arecord (e.g., al information for one
contact is arecord). All the records in the database make up a table. From this database
t ou en use queries to generate reports or forms using any of the fields within that table.
up key fields or link (relate) tables to each other to generate different reports that share
between the multiple database tables. This is called working with relational databases as
i mation from each database has information in one or more fields that can be found or related
other database that shares the same field(s) of information. For example, a transportation
pany such as freight delivery) will have a very large database where information about the
inventory is linked to other databases and can show them which vehicle is currently being used by
which employee and when they are scheduled to arrive at the final destination. A university would
also have a database system wherein several databases may be linked (related) together in order to find
information for students (active or inactive), teaching staff, course information, marks, housing
facilities, etc. A university staff member could then generate a report to print all the class lists for a
specific course being instructed by a specific teacher. Another report could be generated to print a list
showing all students who have been allocated a dormitory room and the status of fees.

Not all databases are as elaborate or large; you can use a database program to capture information such
asamailing list for newdletters, library of books or videos/DVD s, food intake journal, etc. The power
of databasesliesin the fact that you can make the database as simple or as complex as needed.
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Examples of database management programs include:

= Access is owned by Microsoft and is available for both PC and Macintosh. Access is a
popular database program and is available only with the Professional Edition of Office.
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2.2.5

obtain graphics (pictures) from different sources, but sometimes you may want to create your
or customize a picture file you aready have. These pictures can then be saved and used in
uments such as flyers, newsletters, letterhead, or for web pages. In general, it is best to have some
graphics design fundamentals before working with these programs to minimize the learning curve for
using the effects, or which tools to use to draw the picture. Graphic design programs are often grouped
with multimedia software programs as many graphics design programs contain features that allow you
to create or edit sounds or video in addition to manipulating pictures. For example, Adobe Studio
gives you the opportunity to manipulate drawn pictures, photographs, create elements for web pages,
video, or set up specific types of print requirements (e.g., PDF).

A dedicated graphics design program is different than a software program that may have a built-in
drawing program. Some of these programs include desktop publishing programs such as Publisher,
QuarkXPress, or PageMaker. These programs may have some of the tools available with a dedicated
graphics program but they will not be as flexible as with a dedicated graphics design program.
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All graphic design programs come with a basic set of tools for drawing and painting the drawing.
These include drawing varieties of boxes, lines, arrows, circles, or text. Painting tools generally
include fill colorg/patterns, line styles/width/color, or arrowhead styles. These are usually shown in a
toolbar, toolbox, or palette on the screen at the top or left side of the screen when the program starts.
Larger dedicated graphic design programs also provide options to create and edit shapes or curves, and
have a wide variety of enhancement/effect tools such as 3-D, artistic blends, etc. These tools may also
appear as toolbars, toolboxes, or palettes on the screen, usually at the right or bottom of the screen.

The program you use to draw the picture will allow you to save these drawings in diff
suitable for pictures. Some programs will offer more choices than others; the most co

affects the quality of the picture |n different ways, depending on which progr
picture and what effects were used on the picture within that graphicsd
save the files using one of these formats in order to allow anyone to
without needing another program.

re in Windows

advertising, media, or
marketing/promotional
eb pages. However, many people

Many of the graphics design programs listed in the following are
publishing companies to create unique and interesting pictt
material, company requirements (e.g., logo, product id, et
who have not traditionally purchased these types of Progi
of “studio” type products where they can be crea
graphics design artist for drawing or manlpulatln i
market for people to create their own gr
promotional material, create music files
elements, edit their own videos with additi ents such as text, still photographs, etc. Some of
these programs are also targeted to chi ow easy it can be to manipulate pictures or text

hotographs. This has opened up a new
nipulate digital images for reports or

as appropriate for their needs.
Examples of different graphic p
= Corporation and has been very popular with graphic design
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= |llustrator is owned by Adobe Corporation and has become very popular in the last few
years with graphic design artists on both PC and Macintosh machines.
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Photoshop is owned by Adobe Corporation and available for both PC and Macintosh. This
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2.2.5

= Dreamweaver isowned by Macromedia, Inc. and available for PC and Macintosh machines.
Dreamweaver is, in essence, a web design program but it contains elements for creating
graphics that can then be published on web pages on the Internet or an intranet.

o Untitled Document (Unditked-1] - Dreanweavser
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mWams include PrintShop, Greeting Card (i.e.,
e are many programs targeted to the home user, the
e able to manipulate their pictures for web pages,
am has similar tools with specialized tools to match the

Some of the end-user type of graphi
Hallmark), Picturelt!, PhotoShop Albu
small business user, or anyone
promotional material, reports,
software focus.

Multimedia

you to extend the capabilities of graphics design and add media
as video, music, or animation. These programs are becoming much easier
to use for aren’'t graphics designers; as such, multimedia elements are being added to
ished on aweb site for the Internet or an intranet.

These types of

ign programs, you need to save the files in the correct file format in order for the
ghize the file and be able to play it. Music and video files use the same type of file
ough music files are at a different level (3) than video (level 1, 2 or 4). The file formats

mmonly used file format for music files are mp3 or wav (Windows Audio Video). These file
can be read from any computer that has the Windows Media or QuickTime software programs

Thefollowing isalist of some of the popular multimedia programs available. As many programs have
integrated features, multimedia has grown to include any software where graphics, music, or video can
be incorporated. There are many desktop publishing programs targeted to small business or home
users that have the ability to manipulate pictures, music, or video within the program.
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Examples of some multimedia programs include:

= Flash is owned by Macromedia, Inc. and is available for PC and Macintosh. Flash isaso a
graphics design program but is designed to take graphics to a new level, i.e., add elements to
turn files into multimedia type files, animation, video, e-learning, etc.
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= Shockwave is owned by AtomShockwave Corp.
Internet for both PC and Macintosh machines
animation, games, and other programs for entertai
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Director is owned by Macromedia, Inc. and is available for both PC and Macintosh
hines. This program is designed to allow you to add interactivity to your web site,
intranet, or programs/files to be put on CD/DVD.

e are a multitude of programs targeted for the small business or home user that provide
Itimedia capabilities such as Music Maker (similar to having an in-house music studio for mixing
music files), Publisher 2003 with Digital Imaging, MovieMaker, etc. Some of these programs target a
specific function whereas others offer several features.
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81

Electronic mail or e-mail programs have been around for many years, and have evolved to be much
easier to use. Many e-mail programs are also now developed to look and feel like a desktop/paper
organizer. The process of sending e-mail is similar to that of the manua process for addressing,
writing, and then mailing a letter on paper. The main difference is that the manual process requires
you to use paper, envelope, stamp and have your post office deliver the letter, whereas e-mail requires
only that you have an e-mail program, the correct e-mail address, and a connection to a post office, be
it viathe Internet or alocal post office in your office (often referred to as a mail server).

E-mail programs have risen in popularity in recent years as they have become more

dly and
users generally receive responses in arelatively short time. The two most popular e-m*ws are

included with their web browser program as the messaging program.
Examples of e-mail programs include:
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2.2.7

Outlook Express is owned by Microsoft and comes with the \i
part of the Internet Explorer program. It is available for
Outlook Express handles e-mail and list of contacts.
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available with Windows, although you will need to download the latest

e Netscape web site. Thisis available for PC, Macintosh, and Unix machines.
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Outlook is owned by Microsoft and part of the Office suite of programs. Outlook is a larger
version of Outlook Express and includes a calendar, task area (to do lists), rolodex or contact

list, journal, and notes. Outlook is one of the most popular e-mail programs used in offices.
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2.2.7

b Browsers

web browser is a program that allows you to connect to the Internet and view web sites for different
companies, organizations, or individuals. As with e-mail programs, browsing on the web has become
much more popular as more users have connected to the Internet, as well as companies and individuals
have set up web sites on the Internet.

In order to “surf” the Internet, you need to have an Internet connection and a web browser. You can
then use the Address or L ocation field in order to move from site to site.

from their web site. Eudora

Eudora is owned by Qualcomm and is avail
very popular. Eudora is available

was one of the first email programs avail
for PC, Macintosh and Unix machines.
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Examples of web browsers include:
= Internet Explorer is owned by Microsoft Corporation and comes with the Windows
program, athough latest versions can be downloaded from Microsoft’s web site. This web

browser is very popular and available for PC machines only.
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= QOpera is owned by Opera Software and available for PC, Macintosh, Unix, and Linux
machines. Updates can be obtained from their web site.
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Utility Tools

There are a number of types o r at help with the maintenance of your computer system.
These utility programs e acC saving programs should your computer break down at an
unexpected moment. For e I e of the best investments you can make is to purchase an anti-
E viral program that is equent basis (and the company notifies you to get these updates).
226 Virus programs , or corrupt information on your computer. The most dangerous
feature of avirusi rarely know when you have one, and/or when it will strike your computer.

Some po

Anti-Vir hisis probably the wisest investment you can make for your computer. Having an
Pr giection anti-virus program (and keeping it up to date) will protect your system from
unwanted viruses ruining your files or computer. Most computers come with a trial
version which you can then subscribe on a yearly basis after the trial period.
Subscribing gives you the opportunity to stay current with the latest protection files
(called patterns).

This is similar to cleaning out the older files in the filing cabinet and reorganizing
Compression remaining files near the front of the filing cabinet for easy retrieval as well as
freeing up space in the remainder of the filing cabinet. Windows provides you with
a feature in its System tools area to handle this utility, but you can also purchase
third-party vendor software to perform the same task.

tilities you should consider having available on your system include:
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Disk Cleanup As you begin working on your computer to install or uninstall programs or
copy/move/delete files and folders, you should consider doing some disk cleanup
occasionally. This will help to reduce the number of temporary files created by the
computer or software programs that may cause conflicts between programs, or just
take up valuable disk space. Windows provides this utility in its System tools but
you can also purchase third-party vendor software.

File This utility can be very helpful when you need to reduce the size of afile or severa
Compression files. This could be for storage purposes or when you need to transf file from
one location to another. Compressing the size of file(s) is referr zZipping,
similar to when you stuff a tote bag with as much content as you can press
everything down to make it fit prior to zipping (closing) th . For example, if
you have several files which together exceed the maximuna s for an e-
mail (i.e., 5Mb), use afile compression program to col f these files
to be much less. Also built into most file compress is a feature that
allows you to turn the zipped file into a self-extrag this means is that
you can compress (zip) the files into a smaller the self-extracting
command to the zipped file and then sendsit to sa 2 else to use. Once the
recipient has the file, he/she can double-c on the file to unzip (extract) the
compressed files to a designated locatio 0ice without having to have the
file compression software on their

When dealing with maintenance utilities, it is str
occur on your system on a regular basis. For

ended that you schedule these tools to
ery important to ensure your anti-virus
: 0st cases, the anti-virus program will default
SO Many viruses being created or reused, you may
eck for updates manually. For disk maintenance
ese tools to run on a regular schedule to keep your
of unused or unwanted files.

to check for updates on a weekly basis. Ast
want to change this schedule to every
of your computer, you may also want t
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= McAfee Anti-Virus is owned by McAfee Enterprises and available for both PC and
Macintosh machines. McAfee isavery popular anti-virus program with single users.
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Some examples of utility or disk management programs include:

= Windows comes with a number of system tools you can use to run utilities on your computer
in order to maintain the integrity of the system, such as defragmentation, clean disk, backup,
scan disk, and monitor resource. Depending
on what maintenance is needed on your
system, these tools may be enough for general i B o S o
maintenance, or you may choose to purchase concletn
a third party product that can extend the | Cenisig
number and type of utilities provided with

Windows. ‘

IFik et raponandnr
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|t | [ owtrwprme |

M rragrented fiss [l Conbguom fiss [ Unmoesbis flss [ Pres spacs

. [ ed by Symantec and is available for PC machines only. Norton
nd for a number of years and is very popular for diagnosing potential
S on a system.
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2.2.7

2.2.7

Suites

A Suiteisagroup of programs that have been packaged together for purchase. In general, the Standard
versions of suites (for office use) consist of a word processor, spreadsheet, presentations, and an e-
mail program, with some smaller programs available, with the Professional versions extending to
include a database and/or graphics programs. This grouping of programs is considered more cost
effective for the company versus purchasing these programs individually.

= Microsoft Office is owned by Microsoft and is one of the most popular suite programs used
by offices. This suite is available for PC and Macintosh machines.

= WordPerfect Officeisowned by Corel Corporation and is available for PC
= L otus SmartSuite is owned by IBM Corporation and is available for

= Microsoft Worksis owned by Microsoft and is a popular integrated s efor small
business or home users. This suite is sometimes pre-packec mputers and

suite as a prelude to deciding whether they need to upgrad ite like Microsoft
Office or WordPerfect Office.

Accounting

to store and calculate volumes of
financial data for banks and large businesses. Nowade nal computers are capable of handling
the accounting and finances of almost any sm ed business. Many different programs
are available for plotting financial trends an everyday bookkeeping functions.

These programs essentially replace thesmanu s performed by accounting staff by automating
many of these manual tasks online. Wi eature can be very comprehensive, it is meant to
provide help with the software pr e still required to have accounting fundamentals in
order to fully understand all th le in an accounting software program.

Examples of accounting pregram

= Simply Accg ed by ACCPAC International and is one of the most popular

lum-sized businesses, and is available only for PC machines.
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= ACCPAC isowned by ACCPAC International and has traditionally been used by medium to
large businesses. This program is available for purchase only in the Windows environment,
although updates can be obtained for the DOS version.
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QuickBooks is owned by Intuit and is avai

is popular with small to medium-sized S e most recent releases are available in
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Specialized

E A specialized program refers to any program that targets a specific task or market, such as personal

financial management, contact management, generating reports for your accounting program, income
taxes. Occasionally accounting programs are placed in this category, especialy if they come with
additional features such as cash flow analysistools or financial reports.

2.2.7

Examples of some specialized programs include:

= GoldMine is owned by GoldMine Software Corporation and is available for
GoldMine is a contact management software program that allows users to
about the customer (e.g., name, address, contact, etc.) notes and history for t
up reminders, send e-mail or documents from within the program,
related to selling or supporting items purchased by customers. T
popular contact management software for sales and marketing st

the most
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crosoft Corporation and is very popular for persona financial
lows users to keep track of their own personal finances as well as
inances. There are a number of different editions available for purchase
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= Quicken is owned by Intuit Corporation and is another personal financial management
program that is very popular. This program helps users manage and organize their personal
finances.
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Customized

ific company to perform specific
by this company only initialy,
ask to purchase the program.

E Customized programs are essentially programs written f
tasks, with the company needs as the main focus. This

227 or at least until other companies who need the same t

These types of programs are used by different in

Types of Programs Examp T

Schools registratio dance, report cards
Restaurants food orders, bills, inventory/stock
retail stores , bar code readers

banking/credit card institutions
shopping sites on the Int
manufacturing
transportation

sactions, credit card transactions
, Yahoo
tomobile production, specifications for lumber size

airline reservation which can be accessed from a travel agency,
online, or at the airline counter

scientific, gineering  ingpections, environmental changes, patient progress
Summar

lesson you looked at some of the common types of software applications or programs being
| as how data is transferred between computers. You should now be familiar with the
g concepts:

GWhat software programs are = Understand what the operating systemis
How software programs are developed =  Which software programs are designed for specific

tasks
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Review Questions

1. Why are programs called software?

2. What are algorithms?

a  Commands based on a set of rulesto c.  Set of guidelines for how datais input into
calculate numbers the software program

Commands based on a set of rulesto d. All of the above
compl ete specific tasks e, Onlybandc
3. Programming refers to a software language that is used to write codes V software

program to perform specific tasks.

oS

a True b. Fase
4. Updates refer to the option of receiving notices from the are
a True b. Fase

5. What are some drawbacks to updating the softw.

6. What should you consider when trying to deel 0 upgrade your system versus buying a
new system?
cost

Cost of the new system ver ividual components to be upgraded

a

b. Timeand labor involved to er components
c. Compatibility of n

d. All of the above

I hardware on existing system
you all the files you need for a software program whereas the

7. A full version of a so e
upgrade version $ e newer filesfor an existing copy of the software.
b

a True . Fase

8. Whati 0 system and what isits purpose?
. When an application program, what should you consider?
a. at task do you want the application program to handle

How easy can you manipulate the files to accomplish specific tasks

How compatible is the software with other programsif | need to convert it to another
format

d. All of the above

. When choosing a utility program, which one would be the most important one to have installed
and updated on your system?

a.  Disk compression C. File Compression
b. Disk clean-up d. Antivirus
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Lesson 11: Using the Computer
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Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to start and exit the computer using the proper procedures. On successful
completion, you will be familiar with how to:

= Start acomputer =  Handle datafiles within an application program
= Reboot or reset a computer = EXit an application program
= Start an application program = Shut down the computer correctly

Starting the Computer

This lesson introduces the proper way of turning on a microcomputer.
E varieties of microcomputers, the locations of certain switches and but
118 coincide with the instructions provided. With many of the newer co
front of the computer, sometimes at the top right, other times in t
power switch for the monitor is usually at the front, lower right cor

switches the first time you want to start the computer — fin jsually.

e SO many
puter may not
er switch is at the
f the front panel. The
not try to feel for the

a
<—— Power Button \0

. y -
‘D <— Reset Button

‘e to check your system first to determine which buttons
have an extra button at the front that was used to set the

Not all computers have a R to
are available to you. Older syst

microprocessor speed. V
Starting the

1 g ‘connected to the system unit (i.e., the monitor and printer) first. This ensures
ast er to the system unit when it is finally turned on. Otherwise, the power to

unit would be interrupted each time one of these devices were turned on.
2 urn o system unit. Make sure that this is the last power switch that you turn on. In cases

ere you are using a power bar to turn on all the devices, simply turn off the system unit power
, turn on the power bar, and then manually turn on the system unit.

era lines of information are displayed to the screen, the computer starts to look for the
ating system by accessing the A Drive. The disk drive light comes on, followed by whirring
ises, and then the operating system is |oaded off the disk or hard disk and into the computer’s RAM
memory.
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Understanding the Boot Routine

biC’|

1.1.8

The process of turning on the computer and loading the operating system is called booting the
computer. The term comes from the idea of lifting yourself off the ground by pulling up your boot
straps. When you first turn on the computer, you are performing a cold boot. From the off position, the
computer’s power switch is turned on and the operating system is loaded from the disk into the RAM
memory.

A warm boot refers to the process of clearing RAM and reloading a new copy of operating system

usually performed when the computer refuses to acknowledge keystrokes from the u referred
to as “freezing” or “hanging” or “locking up”.

As the computer receives power, the Boot Program or ROM BIOS (Read- — Basic
Input/Output System) takes control. The ROM BIOS is a small progr stored in a
special area of the computer’'s ROM (Read Only Memory). The boot pro ts an extensive
check of the computer’s main components, including the RAM me ies an inventory of
any devices connected to the computer.

The final step of the boot program is to load the operating sy . The ace the computer looks
for the operating system is in Drive A, the floppy disk. | uter does not find a disk in the
floppy drive, it then proceeds to the hard disk (Drive . If there is no hard disk, the

disk. If the computer finds the operating system files ¢ ef disk, it isloaded into the RAM memory
and control passes to the operating system. | C not be able to do anything with the
computer until an operating system has b nat IS acceptable to the computer for further
processing.

When the computer first loads the o stem and passes control to the operating system, the

first screen you will see is the Al

confirmation of the version of Wi .During this time, the operating system checks the registry

for Windows that identifies w installed (both software and hardware) and should be
: plete, you will see the Windows desktop.

| A
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Working with an Application Program

piC’|

1.1.8

Depending on how Windows was installed on the system, the desktop may have a background and
color scheme similar to the previous screen, or it may have a solid color (see screensin the Looking at
Operating Systems unit). Regardless of which version of Windows you are using, every desktop has
the Start button at the lower left corner of the screen and a number of icons on the desktop for certain
programs or functions.

You will most likely use the Start button and then the Programs menu to select
program to start. Depending on how the program was installed, you may need to click on
submenu before you actually can start the program. As well, most application progr

you with an icon (picture) on the Windows desktop for that program that you.can use t
program rather than use the Start menu.

As with the operating system, when you select to start an applicatio are asking
Windows to make a copy of that program and place it in RAM. This.i ftware vendor
recommends a specific amount of required RAM. This amount of F in order to take
advantage of the features of the application program in addition to ru operating system in the
background. When you close the application program, the.a AM being used by the
application is also released from RAM.

RAM is aso used by the data files you create or use w
file, the more RAM is needed in order to access arez
you work with, regardless of whether you create
available on your system. This is often why p
is larger than the recommended size on the
saved or closed; as RAM is volatile, thisis'w
during the time you are working with t

pplfcation program. The larger the
or to display other files. Every file

at the amount of RAM you have installed
. Datafiles are stored in RAM until they are
it is very important to save your files periodically
save the changes made to the files.

When you no longer want to use t
both for the application pro

rogram, you should close it. This will free up RAM,
any files opened on the screen. An advantage that
Windows provides for you with n programs s that it will recognize if you have any unsaved
files opened on the scr jor to ng or exiting the application program. You are prompted to
either save thefile or 0! ication and the files without saving anything.

|!!| Exercis
1 1Id ower buttons are on your computer for both the system unit and the monitor.
2 Ppr

ns to turn the computer on.

atch the'monitor to see what messages and prompts are displayed.
the Windows splash screen as it loads onto the computer.

hen the Windows desktop appears, put your hand on the mouse appropriately and then slide the
mouse along your desk and watch how the cursor (%) follows the same movements you make
with the mouse.
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Resetting the Computer

piC’|

3.2.3

Occasionally, a computer may experience a “glitch” where the computer may simply stop working.
When the computer stops or freezes, it is called “hanging”. Y ou often hear people talking about how
their computer “crashed” in the middle of an important calculation. These terms simply mean that the
computer experienced a problem and failed to work.

The following section explores some methods for solving the problem of your computer freezing or
hanging.

(St ) Press and hold down the [Ct) key and tap the [ key to put a br
computer. If thisis successful in unfreezing your computer, you may con
asif nothing had happened.

[Cti{Break) Press and hold down the [Ctd) key and tap the ke ( ) key usually

into the
orking

Performing a Warm Boot

The warm boot resets the computer by reloading a n perating system into the RAM
memory. Be careful — the warm boot wipes the RA before reloading the operating
system; in other words, you lose what you were wegki r to the computer “hanging”.

A

To warm boot the computer:

1  Pressand hold the key.
2 Pressand hold the (Alt) key smulta o)

3 Pressthe(Delete) key and sedl the keys immediately.

Thisis normally illustrated as (Ctr)#(Alt)#(Delete).

The computer resets itself returns to the same point as when the power was first turned on. You
may need to re-enter e e.
Performi k

The mo ﬁn to the problem of a “crashed” computer is to turn the power off. This is

caleda ot because you actually turn the power off and the computer “cools down”.

If have form a cold boot, wait about 30 seconds before turning the computer back on. Y ou
e a computer by turning the power off and on very quickly. Remember to use the cold boot
resort.

ng the Reset Button

Some machines come equipped with a Reset button, located at the front panel of the computer.
Pushing this button not only reloads a new copy of the operating system into memory, but it also
performs a quick diagnostic system check, similar to when the computer is cold booted. Therefore, the
Reset button function actually lies between awarm boot and a cold boot in severity.
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In the order of choices for resetting the computer, try a warm boot first prior to using the Reset button.
This gives the computer a chance to try and recover any files that were active at the time it “ crashed”
or “hung”. If pressing the buttons to activate a warm boot do not work, then choose the Reset button.
The power button should be used for a cold boot only as alast resort; the only exception here isif you
do not have a Reset button available for your system.

Shutting Down the Computer

When you no longer want to use the computer, always shut down the computer appropri
turn the computer off without using the correct procedure as this can damage th
addition to any application programs you may have open at the time. Always make
application programs are also closed prior to activating the shut down process. ould essentially
be looking at your desktop just asif you had just started the computer.

To shut down the computer correctly:
1 Click on the Start button.
Click on the Shut Down command at the bottom of the t men

ick on the OK button.

2
3 Ensurethat Shut Down is selected for the procedure
4

Wait for Windows to completely shut down
monitor or any other devices you may have turn

e computer before turning off the
speakers, printers or a scanner.

Summary

In this lesson you looked at how to d e

should now be familiar with how to;

= Start acomputer = Handle data files within an application program
= Reboot or reset a computer = Exit an application program
= Start an application p = Shut down the computer correctly

he computer using the proper procedures. You

¢<°Q’
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Review Questions

1. Before turning on the CPU, you should turn on all other components connected to the computer in
order to ensure a steady flow of power.

a True b. Fase

2. What does booting the computer mean?

3. When the computer starts, what isthe first thing it does?
a.  Turnson everything that is connected to the system

Checks to see which operating system isinstalled
Checks the BIOS to check the hardware components of the sy

2o o

All of the above

4. Starting an application program means Windows is taking a cop plication program and

putting it into RAM for further processing.

a True b. Fase

5. Theamount of RAM you have is not affected wh I open existing files.

a True b. Fdse
6. If the computer seems to be hanging , you.éould try pressing (Ctr)}+(_C) or (Ctr)}+{ Break )
prior to activating awarm or cold
a True b. al
7. Which keys would you use ti arm boot?

(Ctr)+ Delete

the machine on for the first time on that day

ng the machine on for the first time since you got the computer

Turning the machine off and on after it has crashed and the other options don’t work
None of the above

What' s the difference between using the Reset button and performing a warm boot?

. You can always turn off a computer by pressing its power button, regardless of what you were
doing on the computer before.

a True b. Fase
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This section includes the knowle ills required to
familiarize you with the most fr d functions of an
operating system. Elemen ability to install and run

Unit 2: Using Wind

software, control the w a Ktop), perform file
management and cha te ttings (display, date and time
settings, etc.). For se this domain, the operating system

covered is Wlndow
consideration

understand\ S.

Lesson Topic
1 Looking at Windows
2 Looking at the Desktop
3 Working with Windows
4 Exiting Windows
5 Getting Help
6
7
8
9

ost popular PC operating system, with
ents of DOS as they impact an

Running Application Programs
Looking at Files and Folders
Using Windows Explorer

{
% Using the Recycle Bin
10 Managing Disks
11 Customizing System Settings
° 12 Installing and Uninstalling Programs
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Lesson 1: Looking at Windows

e R R e e T T e S S

o e e T R e e e ==

Suggested Timing: 30 Minutes

In this lesson you will look at different types of computers and how these types of computers are being used. On
completion, you should be comfortable with the following concepts:

= What is Windows = Which version to use
= Different versions of Windows

What is Windows?
Windows is an operating system from Microsoft Corporation, the develo Operating
System). It is a graphics based environment, allowing users to easily i graphics, and
easily maneuver between applications. The operation environment w. by Microsoft in the

early 1980's, and has advanced with the following versions:

= Windows 3.x = Win 2000 iona
= Windows for Workgroups = illennium Edition (ME)
= WindowsNT obile

ws X P Professional

= Windows 95

=  Windows 98 \p ows XP Home

In addition to the graphics based environ ery ‘a@pplication program created for the Windows

platform conforms to certain standard ents, Close button, drop-down menus, toolbars, etc.
a

This graphics based environment also i ew terminology for how application programs and
the files created in these programs i YSIWY G (What You See IsWhat Y ou Get).

Every PC must have Window it before you can access any application programs. The
Windows operating system. gives opportunity to work on multiple tasks at the same time,

documents in a wor ogram), or multiple application programs at the same time (e.g.,
Word, Excel, e-

a tasks in one room, you can still go to another room to do other tasks while
ill taking place, e.g., cooking dinner on the stove in the kitchen while folding

handles multiple tasks.

cKk History

ndows has evolved since itsfirst release in the 1980’s. It has become the standard operating system
for al new computers. Each release improves the capabilities of working with computers as well as
making it much easier to learn new application programs through its GUI and standards established
(e.g., al software have the same three buttons at the top left corner of the screen for the program,
every menu begins with File and Edit and ends with Help, every toolbar uses the same picture for the
Open, Save and Print buttons, etc.).
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Following isabrief history and explanation of the evolution of Windows to the current version today:

Windows 3.x

Thiswas the first version of Windows introduced. Before Windows could be installed, DOS had to be
installed and set up on the computer. This version introduced the graphics user interface (GUI) that
became widely accepted by PC users on their desktop. As technology advanced, this version became
obsolete.

Windows for Workgroups

This version of Windows was introduced originally as an upgrade to Windows 3.%, One 0 iggest
benefits of using this product was to set up a stand alone PC (used by only one n) on a’peer to
peer (one computer to another computer) network for sharing files and pri j sion aso
included Schedule+ (a day organizer type of program) and Microsoft Mail | for internal

messages).

Windows NT

Windows NT (New Technology) was introduced in 1993
“more power” and network capabilities for sharing fil
to use applications that were created for other operati
non-Intel based computers like the Digital Alpha.

ive for those offices that needed
This version also allowed you
ch as OS/2 (IBM) or Unix, or on

Windows NT comes in two modes; workstati users, and server for those users who
wanted to set up a network server using Windows. With the advancing technology,
Windows NT included security features to prot network server from unauthorized users.

Windows 95

Windows 95 was introduced i e intent of replacing al previous versions of Windows.
This version included a number ' t appearances for the desktop (front screen once Windows
has started), as well as ed -media support and dial-up access to other computers (or the
Internet). The origin etworking features of Windows for Workgroups was enhanced
and built into this

Windows 95
and applic
Windo

based on DOS but does include compatibility with older versions of DOS
his version was meant to replace the original disk operating systems or
u no longer need DOS installed on your system before installing and running

s 98

intents and purposes, Windows 98 works and looks like Windows 95. The differences are in
of better support for the newer hardware available in the marketplace, enhanced graphic
lays, better memory management, access connection to the Internet, or features that respond or
pear similar to those seen on the Internet, e.g., web page background, single click to “jump” to a
program or file, etc.

One of the more obvious differences between Windows 95 and 98 is the appearance of the icons and
pictures in Windows 98 as a result of the better support for the different hardware (32-bit versus 64-bit
graphicsinterface).

Windows 2000 Professional

This is an enhanced version of Windows NT and comes with a number of advanced security features
for a network environment. There is also better support for newer hardware devices as well as
hardware management on the computer.
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Windows Millennium Edition (ME)

Windows ME is the end user version of the Windows 2000 Professional operating environment.
Windows ME is still designed based on the Windows 98 technology but encompasses a number of the
security features built into Windows 2000.

Windows CE/Mobile

This version was designed originally for smaller PC types of computers where portability was an
issue. Since then, this version has expanded significantly to handle the multitude of PDASs or Pocket
PCsavailable.

Windows XP Professional

This version of Windows brings the convergence of Windows operating rating the
strengths of Windows 2000 (i.e., standards-based security, manageabilit with the best
features of Windows 98 and Windows ME — Plug and Play, interface, and

innovative support services.

Windows XP Home

Windows XP Home is the end user version of Windows
available with the Professional version are included wi
the network and security issues normally required for

essional. Many of the features
e version; the main differencesliein

Which Version Should I Use?

There are advantages and disadvantag Sin h version of Windows; many of these surround
the issue of compatibility with software: mputers can be purchased with the latest version of
Windows only. At the time of wri indows XP Home or Professional edition. If you are
purchasing Windows for the o ay have the option of buying licenses for an older version of
Windows (e.g., the office will be to Windows 2000 rather than Windows XP).

(i.e., 2000 SP3 and XP) will allow you to purchase and use the
e. However, this may not be a concern if you do not need all the
ing system or an application program. One other consideration for
whether the hardware can handle the new software version.

The two latest versions of
latest versions of ap
new features of
choosing the

With the ology and need for faster processing speeds, hardware vendors generally do
not sup ufacture new computers after a certain specification. For example, it is nearly
ase a new computer that has a microprocessor speed of 700MHz or less. Many
ese types of systems and they work well for their needs. The problem comes when
0 upgrade these systems to the latest version. In many cases, the newer operating system
rk as efficient or productive as if it was installed on a new system. The same is true for
on programs.

eneral rule of thumbis;

= |f you are purchasing a new computer, aways choose the latest versions available for the
operating system. This will allow you to work with older and newer application software on your
system.

= |f you have an older system and want to upgrade to a higher version of Windows, check with a
technical support person prior to purchasing the Windows version. The technical person will be
able to give you advice on whether your system will be able to handle the new operating system,
and/or what other options are available to you.
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Summary

In this lesson you looked at a brief history and evolution of the Windows operating system. Y ou
should now be familiar with the following:

= What is Windows = Which version to use
= Different versions of Windows

Review Questions

1. One of the features of using Windows is the standard elements used in software program for

Windows.
0 ication program, or

a True b. Fase

2. With Windows, you can either work on multiple documents in
multiple programs at the same time.

a True b. Fase

3. Thefirst version of Windows was:
a  Windows 3.x b.  Windows for W¢

4. Windows NT comes in two modes. What h
a  Home and Professional kstation and Client
b.  Workstation and Server Network and Terminal

indows 95 and 987

Better support for pictures and icons

5. What is one obvious differ
a.  Higher cost C.

b. Color schem d. End user version

6. What'sthedi Windows NT and 20007

7. Whyu CE/Mobile?

8. Win P.comes in which versions?

a e and Professional c. Workstation and Client

Workstation and Server d. Network and Terminal

onsideration for whether to use the latest version of Windowsis:

a  Whether the hardware can handle the new version

b.  Whether you need to have the newest features for Windows

c.  Whether you need to have the newest features in the latest application programs
d. All of the above

e. Onlyaorb

10. You should always get the latest version of Windows with a new computer.

a True b. Fase
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Lesson 2: Looking at the Desktop

Objectives Suggested Timing: 30 Minutes

In this lesson you will be introduced to the Windows desktop and how to navigate around in Windows. On
successful completion, you will be familiar with the following:
= What is the Windows desktop = Using the Start button

= How to use the mouse = Using the Taskbar

What is the Windows Desktop?

Once Windows loads, the desktop will look similar to the following. Y ou
E icons on the desktop.

objects or

3.2.1 Icons Desktop Mouse Cursor

Start Quick Launch Taskbar Taskbar Notification
Button Toolbar Area

e number of icons or folders on your screen will depend on who had access to this system last or the
user id being used, e.g., network administrator set up folders for individual programs that you have
access to, class before yours, the login id being used is a generic one for classes and only shows a
minimal number of programs, etc.

Desktop This is one of the most important features in Windows. It is a work area
on which windows, icons, menus, and dialog boxes appear and may
contain shortcuts to frequently used files, programs, or web pages. You
can choose from Windows classic theme or the new Windows XP theme.
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Taskbar

Start Button

Depending on how the desktop was set up, you may not see the following desktop icons until
" been selected to display on the desktop.

My Documents

My Computer

My Networ k
Places

Recycle Bin

Inter net
Explorer

M ouse Cur sor

105

By default, the taskbar is located at the bottom of the screen. It contains
the Start button, the taskbar notification area, and may display the Quick
Launch bar or other toolbars. As you open a program or file, a button will
be displayed on the taskbar for each open item. The taskbar is an integral
part of the multitasking feature of Windows.

Use this button to start programs, open documents, find items on your
computer, get help, aswell aslog off and shut down your computer.

y have

By default, this folder contains the documents or fj e and save

logs on to the computer.

This folder allows you to quickly access
disk, hard drive, CD-RW, DVD-ROM d etwork drive) that have

been mapped to your computer.
This basically performs the as My Computer except that it
displays the shared resour, your network, or can be used to

install a network printer. shortcuts to computers within your
network, web server Transfer Protocol) servers used for file
transfers.

Thisis at
retrieve ol
removed fr

orage place for deleted files. You can use it to
les deleted in error. The deleted files are not actually
d disk until you empty the Recycle Bin.

r
fi

Thisis a ser that allows you to access the Internet and the World
Wi W) services or your company’s Intranet.

inting arrow is the symbol on the screen, representing the
ent or action of the mouse. As you dide the mouse along the desk,

arrow will follow in the same direction.
Using t

The mou

ble-Click

Drag

Right-Click

© CCI LEARNING SOLUTIONS INC.

inting device used to move the cursor or pointer arrow around on the computer
rk with Word, you will need to remember the common terms described below:

Point the mouse at the desired item, and then quickly press down and
release the left mouse button.

Point the mouse at the desired item, and then click the left mouse
button twice in rapid succession.

Point the mouse cursor at the desired item or range; then press and
hold down the left mouse button as you move the pointer. Release the
mouse button when you have moved the item to the desired location or
selected the range you want.

Point the mouse at the desired item, then quickly press down and
rel ease the right mouse button.
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Navigating Within Windows

The most common method of navigating within a graphical user interface like Windows is to use a
mouse. The keyboard can be used when working with Windows but without the same degree of ease.

There are a wide variety of mice available: the standard 2-button mouse, 3-button mouse, optical
mouse, trackball, wheel mouse, or even a cordless mouse. The exercises in this section refer to the
standard two-button mouse and assume that the default setting of double-clicking will be used to open
items, until otherwise noted.

% If the default setting has been changed to use a single-click, it may be restored
J_,f’ Computer, select Tools, Folder Options, click on the General tab and choose Restore
Properties command in the shortcut menu and then press the | ef
2 Click onthe Desktop tab. Displey PFropertics

Thernas | Deaklag | Goimen Gaem | Sppessnces Gamttrgy

cting My
S.

M Exercise

1 Point to a blank area of the desktop and then press the righ

Hobogrosmd
S Bore) A [ s |
Eylii ;
i e Pl i1
AT el ey w
-~
j Flam Lacw 16 n'-:' .
=7 A pp— = _-
| Cumtormas [errbiop |
| E ] |_ Cancsl |
Deskinp [Bems ril!
3 Clic stomize Desktop button. [oom— .
the Desktop icons areaj place the mouse in o e e
eck box and click to select My ] My Campues [Jirteemel Exlone

cuments, My Computer, My Network
Places and the I nter net Explorer.

N O 9§ 2

Hp Computm HpDocoreniz Hp Hetrok  Recpda Bn Fies
Flacai LT ] I

£ *
| Charsge [eon | Heziar Dml

Click on OK twice.

T e o s i
T e 0T 0 S ey ] B DD i 0 2 ks
[#] Fun Dmrhbog Cla g ' tras aneens 60 dma

[ ok ][ Cows |
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Using the Start Button

iC’)

3.2.5

The Start button is the single most commonly used
means of starting programs, finding files, ac
between users or shutting down the computer
the Start menu. Whenever you see a tri
submenu will be displayed when vy

( ¥ ) symbol may be
hidden programs that have not b
symbol at the top or bottom of b
Alternatively, the default for Win

Using the Mous
keyboard

Most users find it f

mouse when pavigetin

Start men

can be Using the

keyboar e.advantageous if the
m sto ing for whatever
The “keyboard method is
in the next section.

O

© CCI LEARNING SOLUTIONS INC.

107

ndows. This button is the primary
p, logging off the network, switching
e mouse or keyboard to navigate through

| pointing to the right, this indicates that a

item with the triangle. A more menu items
at the bottom of the All Programs menu, indicating
. You can aso customize the menu to show this
minimize the number of programs displayed in a menu.
isto show the submenu in multiple columns, as applicable.

Current
User
Logged on

Pinned

Items —>

List of

Programs

All Programs
Menu

é Inibernet
b

e
Py, W

s prrame [

) My Dncuments
‘_;Llﬂrﬂ-rdh:_l- ¥
3 oo

] My Computier

[ conrapacel

g Printers o Fases
‘g_ll:lhﬂ'd&m:ﬂ

po P
7 Bun

@L'u 1l EI Sty Dot
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All Programs Contains a submenu which lists all of your programs. It may only display the
programs you use most frequently. Personalized menus in Windows Professional
help keep track of frequently used programs and are shown in this menu; those that
you have not used recently are hidden. This helps keep the menu from becoming
too cluttered.

My Documents  Opens the folder where you can store letters, memos, reports, notes and many other
kinds of documents.

My Recent Shows files recently accessed, regardless of the program used to vi
Documents folder can hold up to 15 documents.

Favorites Stores many of your favorite web sites, files and folders. By, default
not displayed in the Start menu.

My Pictures Organize and share pictures with others on your comp
this folder. When you save pictures from your digit
computer, Windows stores them in this folder by

My Music Gives you more convenient access to your mu
and Windows Media Audio information ip:detail

e file. The

Ider is

ternet using
anner to your

our albums, MP3 files,
group albums by artist

or genre.
Control Panel Provides options to customize the unctionality of your computer.
Printersand Shows installed printers and fax as helps add new ones.

Faxes
Help and Support  Opens a central location N utorials, troubleshooting and other support
services.

nless they have been selected to display, especially if

The next three items may not appea en
/" you are in a non-networked environm
My Network Gives youél folders and other information on other computers on a
to

Places

Networ k Conn
Connections

ther computers, networks, and the internet. With Network
U can create new connections, set up a home or small business
odify existing connections.

s a collection of Windows tools, including Computer Management, Data

n
Administratj on
Tools rces (ODBC), and Event Viewer. These tools are used generally by Network
inistrators.

Search

Can be used to find files, specific words or phrases in afile. You can also search
for folders, or information on the Internet, etc.

Displays the Windows XP Professional online help program. This serves as a
t central location for Help topics, tutorials, troubleshooting and other support

services.
n Use thisto run programs, open files or folders, or other resources.
L og Off Provides options for closing your programs and logging off, or leave your
programs running and switch to other users.
Turn Off Provides options for turning off or restarting your computer, or for activating
Computer Hibernate modes.

Depending on the customization or configuration of the Start menu, some items such as
Administrative tools, the Run command, Network Connections, or Printers and Faxes may or may not
be displayed in the Start menu.
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||__!_..=|| Exercise

1  Click the Start button.
Move the mouse pointer to the My Music command.
Move the mouse pointer to Help and Support.

Move the mouse pointer to the My Recent Documents menu.

a A W N

Move the mouse pointer to the All Programs menu.

The submenu is now displayed.

6  Movethe mouse pointer to the Accessories menu.

7  If displayed, point at or click the more menu items symbol at the CEessories menu

to display the hidden programs.

8  Move the mouse pointer to the Startup menu, located in the All S submenu.

Programs listed in the Startup menu will automatic start up when you log on to your

computer.

9 Toclosethe Start menu, click the mouse anyw top.

Using the Keyboard

The keyboard can be used when working wit indows to efficiently navigate through the Start
menu. This can be handy if you pref the keyboard, or if the mouse is not working. Use the

. and the Application key (&)) to display a shortcut
When the Start menu is displayed, you can use the arrow
g'key for the first or underlined character in the menu(s) for
ress (Ctr)}+{Esc) to display the Start menu.

keys to navigate, or press the co
that command or progr uc

L..!| Exercise

activated. Notice how each menu item has one underlined character. By
propriate keyboard character, it will select that menu item. Y ou can also use the
navigate through the Start menu.

(M),

y item that starts with the letter M will become highlighted. By continually pressing the letter
, the highlight will jump around the menu.

Press (_Enter ) to activate the program you wish to open, such as Tour Window XP.
Press (Alt)+{F4) to close the open program.

Press the (E8) key to activate the Start menu.

Usethe key to cancel the current selection.

Press(M) to select any program that starts with the letter M.

Press (_Enter ) to activate the program you wish to open.

Press (Alt)+(F4) to close the open program.

4
5
6
7
8
9
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Using the Taskbar

By default, the taskbar is visible at the bottom of the Windows desktop. The taskbar contains the Start
button, toolbars, a notification area, the clock, and displays a taskbar button for each open program.

Start Quick Launch Taskbar Notification
Button Toolbar Buttons Area

and also can contain quick access to programs such as the volume control, an
anti virus program, and many other essential and non-essential items. As well,
the Notification Area can also show shortcuts that appear temporarily to providei
status of activities, e.g., the printer shortcut icon appears after a documen
and disappears after the printing is complete. You can choose which
which icons to hide. Y ou can keep the Natification Area uncluttered
not recently used.

jcons that you have

Take note of the following for changing or customizing the t

= The taskbar can be moved to any side of the screen b r mouse cursor in a blank area

of the taskbar and dragging it to a new location.

" You can use the toolbar handle to show more ol % e toolbar. Position your cursor on the
toolbar handle (i.e., #)). You will seethe nge to +— ; as you drag the toolbar, the
symbol will change to +p.

= To change the size of the taskbar, pgsition ouse cursor on an edge of the taskbar. When the
cursor changesto I}, drag the taskb: d height or width.

= Tolock the toolbars from bei
area of the taskbar, and cli
you move the mouse cursor

oved, right-click on a blank area or the Natification
e Taskbar. All handles and symbols will not appear as
taskbar.

=  To change (customiz pr les for the taskbar, right-click in the appropriate area or the
Start button. Ch e 0 be changed.

anel, and then double-click on Sounds and Audio Devices.

volume, place a check mark next to Place volume icon in the taskbar and click
Control Panel window.

t-click on the time in the Notification Area. Select Proper ties from the shortcut menu.
the Notification Area, uncheck the Hide inactive icons check box and click OK .

Right-click on the time in the Natification Area.

Select Properties from the shortcut menu.

Place a check mark in the Hide inactive icons check box and click OK.

The Notification Area should look similar to the following:

___________
% | 10:16 AM
F‘J 5

8 Clickonthe @@ to expand the Notification Area.

Move your mouse away from the Notification Area and the Notification Area will automatically
collapse; if not click on the e button to collapse.
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Now move and then resize the taskbar.

10

11

12
13

14

@ Practice Exercise

1

2
3

f,f’ to make the taskbar larger.

Right-click on the time. If the L ock the taskbar option has a check mark next to it, the taskbar is
locked and cannot be moved. Select L ock the taskbar to turn off this feature.

To move the taskbar, position the mouse pointer on a blank location in the taskbar, then click and
drag the taskbar to the left edge of the desktop. Release the mouse.

Now, move the taskbar back to the bottom edge of the Windows desktop.

To make the taskbar larger, position the mouse pointer over the top border. When
a double-headed arrow appears, click and drag to make the taskbar dlightly larger:

Resize the taskbar back to its original size.

Click the Start button, select All Programs, Accessories anc
Notepad program so that you have an additional icon displayed O

Move the taskbar to the top edge of the desktop.

epeat to open the

Resize the taskbar so it is approximately 2 inches hi

Position the mouse pointer over the bottom bor ble-headed arrow appears, click and drag

4  Resizethetaskbar so that it is back to It owing only one row of icons.
5  Click Start, All Programs, Acc aint.
6  Movethetaskbar to the right Hwdop.
7  Click Start, All Programs, . Calculator.
8  Now move thetask k to ottom edge of the desktop.
9 Close each op% ight-clicking on the program’s icon in the taskbar and selecting
Close from u.
Summar
In this| ou were introduced to the Windows desktop and how to navigate around in Windows.
Y ould e familiar with the following:

1

2.

is the Windows desktop = Using the Start button
0 use the mouse = Using the Taskbar

ew Questions

Why is the desktop area important?

The taskbar appears across the bottom of the screen and will display buttons for each open
application program/file.

a True b. Fase
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The My Computer icon allows you to quickly access storage devices.
a True b. Fase

Which mouse option would you use to select an icon on the desktop?
a.  Click with the left mouse button
b.  Click with the right mouse button
c. Double-click with the left mouse button
d. Double-click with the right mouse button

Y ou can use the mouse or keyboard to navigate around in Windows.
a True b. Fase

Which option is the single most commonly used feature in Windows?

a  Desktop c.  Start button °

b. Taskbar d. My Computer
i tion from the Start button would

In order to see the programs installed on your system
you use?

a  Documents c. Search
b. Programs d. Listof Quic
What does atriangle following a com a ean?

Which button would you use to acc ] enu with the keyboard?

a (Al : »
b. (A)HF4)

COMPUTING FUNDAMENTALS 1105-1 © CCI LEARNING SOLUTIONS INC.



RECOGNIZING COMPUTERS 113

Lesson 3: Working with Windows

Objectives Suggested Timing: 30 Minutes

In this lesson you will learn about the common elements shared by all windows, regardless of whether it is an
application window or a window that opens after activating a command. On successful completion, you will be
familiar with the following:

= What isawindow = How to move awindow
=  The Minimize, Maximize/Restore, and Close buttons = How to size awindow
ar

= The Menu Bar and Toolbar = How toidentify and use asc

Looking at a Typical Window

When programs or folders are opened, they appear on the desktop i %idual windows.
E Y ou can potentially have multiple windows displayed on the screen; otdfmited to displaying

322 one at atime. Each window shares similar features, as noted in the fol

Control Icon

Title Bar
Menu Bar

Toolbar

2 My Coniputer

Hard Disk Drives #
Syalem Tasks

|£| Vi Syshiern indoemiaation ﬁ_-;# Lol Dok (€3]

L Add or nemowe prograTG

[ Changs a sething
Devices wikh Remiovabibe Shorage

\5 A% Floogy (43

Lf) £ Drive B

"

webwnrk Drives

[ther Maces

H M v b Mo
I:J My Dasoursnt s

D Conmbyr il Prgreid

*:;‘ﬁ Sdong on ol 00eersf [Fi]
==

W My |Computer

Task Pane Status Bar Scroll Bar Sizing Handle

Control Icon ~ When active, displays commands for manipulating the window, i.e., Restore, Move,
Size, Minimize, Maximize, or Close.

Title Bar Displays the name of the feature or application program currently active (e.g., My
Computer).

Menu Bar Displays the command names for each menu that can be pulled down for further
action.
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Toolbar A row of buttons for commonly accessed commands. These buttons may have the
names below or beside the icon used to represent the command, e.g., @ -
Minimize/ These three buttons always appear at the far right side of an application program
M aximize/ window. The 2 (Minimize) button allows you to temporarily suspend the window
Restor e/ and put it as a button on the taskbar for later use, the [=l (Maximize) button
Close maximizes the window to full screen, the [2dl (Restore) button restores the size of

the window to the size it was before it was maximized, and the 24 (Close) button

rcloses the application or document window. If the window only has the &3 or the
L (Help) button, then a feature window is displayed for further acti

Task Pane Displays common actions, locations, or general information ut the windew for
your reference. Each of the actions or locations are links, i. n command
to go directly to that feature or location.

Status Bar This appears across the bottom of the window and ation about the
status of any request being made, such as Ready, ,“ele. The message will
vary depending on the window type and the action

f the

Scroll Bar If displayed, appears at the far right and bott dow when there are more

items than can be shown in the current wi

Sizing Handle Located at the bottom right of a
window by the bottom and right sid

andle allows you to resize the
time.

|!!| Exercise

1  Openthe My Computer window:

2 Click the i control icon.

Move
Size
- Minimize
O Maximize
¥ Close Alt+F4
Sel is.icon displays the Control menu to perform commands such as moving, sizing and

WS.
t the =l button at the top right corner of the window.

tice how the title bar indicates the name of the window (e.g., My Computer). If you have more
than one window open on the screen, the title bar that is generally a bolder or darker color of
intensity, is the active window.

Click the 24 button.

The Minimize button is used to temporarily remove the window from the desktop.

5  Toredisplay the minimized window, click on the My Computer button from the taskbar.
6  If thewindow is not already maximized, click the é button.

When the window is maximized, it occupies the entire Windows desktop area and the &3l button
appears.

7 Click the & button.
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When the window is restored, it is usually mid-size (i.e., it does not occupy the entire Windows
desktop) and the =] button appears.

8  Click the &4 button.

Moving a Window

On occasion, you may want to move a window on the screen to look at another window or see what
E else may be on the desktop. A window can be moved anywhere on the desktop. Y ou use the
322 mouse or the keyboard to move a window.

= |f using the mouse, position the mouse cursor anywhere on the title bar and the indow

to the new location.

= |f using the keyboard, press (Alt}+_Spacebar ) to activate the control 4
select the M ove command and press (_Enter ). Using the arrow direction
the new |ocation and then press(_Enter ) to exit the action.

Before a window can be moved, it must be restored to any size ot
windows cannot be moved as they occupy the entire screen.

L!!| Exercise
Open My Computer.
W,

e the window to

ull screen. Maximized

If necessary, restore the My Computer

My Computer window.

1
2
3 Position the mouse pointer on the title bar
4

Hold down the left mouse button the window to a new position on the desktop, then

rel ease the mouse button.

ol

Practice moving the windo und to several different locations.

6 Closethe My Compu in

Sizing a Wino

a different size for the window. For example, if you had several programs
, you may want to see a bit of each window on the desktop. Y ou can use the

3.2.2 0 size awindow.

the mouse cursor change to a double-headed arrow (i.e., you will see [ for the top or
order, or « for the left or right border), drag the mouse to the desired size.

Alternatively, if you want to size the right and bottom sides at the same time, position the mouse
cursor on the sizing handle (i.e., .-]), and then drag to the desired size for the window. Take note
that the sizing handle does not appear on all windows; some windows are set at a specific size and
you cannot alter this.

= |If using the keyboard, press (Alt}+(_Spacebar ) to activate the control icon. Press the key to
select the Size command and press (Enter ). Using the appropriate arrow direction key for the side

to size, press that direction key until at the desired size and then press to exit the action.
Y ou will need to repeat this action for every side to be sized.
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L..!| Exercise

1  Open My Computer.
2 If necessary, restore the My Computer window.

Notice the border around the window and the symbol in the lower right corner. This symbal is
commonly referred to as the sizing handle for displayed windows. If you don't see this symbol in
the corner, select View and then Status Bar to display this linein the window.

3 Move the mouse pointer to the right edge of the window and hold the mouse ov der until

the mouse pointer changes to a double-headed arrow (+#).

P Wy Compuiter El@gl V
Fle Edt Wiewm Fovorkes  Tooks  Help "
. ¥ O seamn Folders  [131] = °

§ Hy Computer w ﬂ.;;.
“  Hard Disk Drives e
System Tasks -

[ vwm wpubae ol

Lo al Ciesk, {2}

& Addor raries
DIOQrATES
[ Change s sebting

Bevices wikh Bemsovable SEorsg

Oiher Placis E & .| ek
2 &£

l.__! Py et meorke Flaces ':| 1 Flopgy | "0 Do (D)
Y My Doouments w i) w
2 obgects o My Compuber

4 Drag the border to oxim from the right side of the screen. Release the mouse button
when you have resi wingow to the desired size.

e lower right corner of the window and hold the mouse over the
se pointer changesto a diagonal double-headed arrow (i.e., _gl_).

5 Move the m
sizing handl

6 Drag e window until the window is approximately half the current size, then
rel mol utton. Practice resizing the window to several different sizes.

This ize the window vertically and horizontally at the same time.

the My Computer window.

croll Bars

e size of awindow istoo small to display all of the contents, scroll bars will automatically appear.
Scroll bars appear either vertically on the right side or horizontally at the bottom of a window.

A scroll bar consists of three parts: an arrow button at each end of the scroll bar, a scroll box and the
scroll area. The scroll box is sometimes referred to as athumb or an elevator.

The position of the scroll box within the scroll area provides an approximate gauge of how much
information is currently displayed in the window, in relation to the entire window’s contents. For
example, if you were working in aword processing document that contained ten pages of information,
not all ten pages would be displayed in the window at the same time. Drag the scroll box half way
down, you would be viewing approximately page 5.
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A\ 4
w i -3

Use one of the following methods to move around with the scroll bars:

= Click in the lighter shaded area, either above or below the scroll box, to di
or subsequent screen of information.

= Click the arrow at either end of the vertical scroll bar once to disp '
direction.
= Click the arrow at either end of the horizontal scroll bar e to

in either direction. Q

ve directly to that location. Depending
number where the cursor will be placed

previous
information in either

column of information

= Click and hold down the mouse button on the arro
document scroll in that direction.

= Dragthe scroll box to a specific areain the
on the program, you may also see atip
when you release the mouse button.

\a

If necessary, resize y@ur win ou see both a vertical and horizontal scroll bar.

of the scroll bar to watch your

E_!_“ Exercise

Open My Computer.

Click the arrow n tom of the vertical scroll bar.

Click the arr e top of the scroll bar.

iew the information in the window.

1
2
3
4
5
6 so that al of the contents are visible and the scroll bars disappear.
.

esson you learned about the common elements shared by all windows, regardless of whether it
application window or a window that opens after activating a command. On successful
mpletion, you will be familiar with the following:

= What isawindow = How to move awindow
= The Minimize, Maximize/Restore, and Close buttons = How to size a window
= The Menu Bar and Toolbar = How to identify and use a scroll bar
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Review Questions

1. You arelimited to only displaying one window at atime.
a True b. Fase

2. What isthe difference between the Maximize and Restore buttons?

3. When you use the 24 button, you are closing the entire window.
a True b. Fase

4. Identify where the sizing handle is on the following screen:

vy [k Tem Fevwim Tem Fep V
] Emwrh Foidsin 'F:-
il Dl [liers i
e s
N dadd L == g 3

'.:._l_#ln-ldlhr- i

Pt s ey

-';’# sdorg an sl ssanf ] »

- =

1 P Comjaile

, how would you do it?

ntrol Icon to C. Click anywhere in the window to move
to the new location

5. If using the mouse to

a Click and
move
e TitleBar tomove  d. Click on the & button

cation

%ﬂg symbols indicate?
— b. I

indows can be resized, regardl ess of what the window might show.
True b. Fase

Scroll bars appear whenever the window istoo small to show al the contents.
a True b. Fase

Identify the scroll box in the following:
< |
10. If you wanted to go to a specific area of the window, how would you do it?
Drag the scroll box to a specific area

a.  Click on the corresponding arrow on C.
either side of the scroll bar of the scroll bar
b. Click inablank area of the scroll bar d. All of the above

Onlyborc
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Lesson 4: Exiting Window

LRSS e

Objectives Suggested Timing: 30 Minutes

In this lesson you will look at the different ways you can exit Windows. On successful completion, you will be
familiar with the following:

=  Why you need to log off or shut down the computer = How and why to put the computer in Standby mode
= How to shut down properly = Restarting the computer

Exiting the Computer Properly

E From a security perspective, it is extremely important to log off the computer e finished

working on it. This will prevent unauthorized access to your files and tly, to your

3.2.3 company’s network, thereby minimizing the chances that someone break into the
system and retrieve confidential information.

At the end of the day, when you have finished working on the com e your files, close the

programs you were using and log off the computer. If you ar
still protect your computer by logging off.

for ashort break or lunch, you can

If you are using a standalone compuiter, it isjust asi
computer with others. Even if you don't share
programs, consider logging off the computer w,

off the computer if you share the
with others, to protect your files and
away from it for alength of time.

Alternatively, shut down the computer c i er to help prevent others from using your

computer. Always shut down the co er us e Shut Down command. Never turn off your
computer without closing your files ftware program in the correct manner (i.e., use File,
Exit or the 24 button for the softw r ..Thiswill protect the software and your data files from

being inadvertently corrupted St.

The optionsto exit Windo

Exiting from a
If you are connected:to r
compulter.
@)

= U
and p

O

are he bottom of the Start menu.

d Environment

k, you will have different screens for logging off or shutting down the

mmand when someone else needs to log on to your computer with their name
sing their own name and password gives them full access to their own files.

Log Off Windows

] Are ywou sure you wank ko log of F?

[ Log OFf l [ Zancel
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= Use the Shut Down command when you want to either shut down the computer for whatever
reason (e.g., end of the day, moving the computer, etc.), or if you need to restart the computer.

Shut Down Windows

g What do you want Ehe computer 1o da?
v

Ersdls wour sezsion snd shaks dosn Windows so bhst
woun can safely b off poswes
Lo J[ coxw J[ ree | V

Within the What do you want the computer to do drop-down list, you €a ect options to shut
down the computer completely. If you need to reset the computer for v reason, use the Restart
option.

Depending on how the power options on the computer w
may also see a Hibernate and/or Standby option. M
options readily available. Please refer to the next t
when using a stand-al one computer.

the Network Administrator, you
estrict users from having these
information on these two options

Exiting from a Non-Networke ironment

You can run Windows XP in a no
Windows XP Home version. In thi
down the computer, to switch

vironment. This mode appears similar to the
7 you will have the option to exit Windows and shut
he computer into a hibernation/standby mode.

= Use the Log Off command eone else wants to log on to the computer with their name
and password. Using t e and password gives them full access to their own files.

Log Off Windows

Switch User You will see this command when you click on the Log Off button. Use this
command to switch to other users. This will let another user log on while your
programs and files remain open.

L og Off Use this command when you go for a break or lunch to secure the computer. This
will close all open windows and end your Windows session. For security reasons,
it isimportant to log off the computer when you are finished using it.
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= Use the Turn Off Computer command when you want to either shut down the computer, to
restart the computer, or to put the computer into Hibernation mode.

Turmn off computer

Hibernate Saves your current desktop state to the hard disk and ks down the
computer. When you restart the computer, Windows S
and document files you were working on befo ed the hibernation
mode previously.

Turn Off This command closes all of the operatix
Computer operating system data from the memol
computer to be safely turned off.

) Syst , Saves any necessary
e hard disk drive, and prepares the

Restart Use this command to restart or/ re computer if you need to end the

current session, shut down Windo d start Windows again.
If you are shutting down the computer, do omputer until a message appears telling
you that it is safe to do so. Newer comput en set to automatically shut off once the Turn
com
It

Off command is complete. Shutting o before Windows has completed the shut down
process may cause files to be corrupt Windows displaying a message when you next
turn on the computer indicating th h ot properly shut down.

Depending on the Power Opti d configuration of your computer, your computer may
also be ableto gointo & andby mode, the monitor and hard disk turn off after a set
interval of time as specifi er options. If a power failure should occur, you will lose any
unsaved information. to normal mode, Standby mode can be turned off generally by
moving the mouse:or on the keyboard.

between the Hibernate and Standby mode by pressing the key.

used when you want to leave your computer on but will not be using it for a
.g., you' re working on some letters but need to attend a training seminar that is three
gth). Hibernation modes are generally used on laptops where portability is a requirement.

EXercise

Click on the Start button, and click Shut Down.

Click the down arrow for the What do you want the computer to do field and then click
Restart.

Once the computer has been restarted, log in with the your user account and password.
Click on the Start button, and click on Shut Down.

Click the down arrow for the What do you want the computer to do field and then click Shut
down.

The following steps will demonstrate how to use the Stand by feature. Please check with your
instructor to verify the feature is available.
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6 Click onthe Start button, and click on Shut Down.

7  Click on the down arrow for the What do you want the computer to do field and click on
Stand by.

The screen should turn off shortly once the power has been set to low. Y ou will need to press the
power button on your computer to turn off the Standby feature.

8  Pressthe button to turn the power back on for the computer.
9  Press(Ctri)+(Alt)+Delete) to log back onto the computer.

10 Enter your login id and password accordingly.

The computer should display the desktop.

The following exercise is for non-networked Windows XP users.

F

@ Practice Exercise

1 Onthe Start menu, select Log Off. Select Switch
Y ou may need to check with the instructor to see

2  Select the new user account to switch to.

3 If required, enter the password field clicl 4 button.

You will now be logged on as a t nt. Now log off and return to the previous user
account.

4  Inthe Start menu, select Switch User.

Select the previous acco the password (if necessary), and then click the [£4 button.

i th

You are now b user account.

uter

d that the computer seems to be frozen and not responding to a request made.

you to reboot or restart in order to reset the computer. When you use the
3.2.3
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O Windows Task Manager

Fil= Cphiones Vi  ‘Windows Help
Aopicstions. | progessss  Parformasnce | stworkng
Taesk .l
'E Flirinind
: Caleylator Hll'nl'l_|
A Docurment - WondPad Rumring
€ »
End Tk Saatch To Kem Taak. ,,
Oriwadind; I3 CPL Lisge: T Codnmit Chargsc 111113% [ 63053

Applications  Displays the programs that ar ng on your computer.

Processes Displays information on ing such as display information on the CPU

and memory usage.

Performance  Displays a dynamic of your computer’s performance, using graphs to
show CPU and

IMPORTANT: Do not end an s unless you are very familiar with the service, subsystem or
executable program tl ou wa erminate. If you end a system service, it may cause some part of
n properly.

the operating system no un
You can use T itch to a program, start a program or to end a “problem” program
safely that has st ing. The Windows Task Manager is an advanced application and the
other tabsi Id only be used by an experienced user or a Network Administrator.

e
ag not respond or allow you to close down the applications appropriately, you
e (Ctr)+(Alt)+(Delete) key combination again in order to restart the computer. If you
art menu, you can also use the Restart option from the Shut Down command.

»

Open WordPad.

Open Calculator.

Open Solitaire from the All Programs, Games menu.

4 Right-click on ablank area of the taskbar and select Task M anager .
5  Ensurethe Applicationstab is selected.
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If a program has stopped responding, it will be listed in the Applications tab with the status Not
Responding. To end the non-responding program, select the program and click End Task. The
“hung” or crashed program will display a dialog box confirming with you that the program has
stopped responding. By pressing End Task again, the non-responding program will be closed,
and you can continue working with your other applications or try and rerun the program again.

6  From the list of tasks running, select the WordPad program and click the Switch To button.
WordPad now becomes the active window.

7  Select the Solitair e program and click the End Task button.
Thiswill close the program.

8  Select the Calculator and click the End Task button.
Thiswill close the Calculator.

9  Select the WordPad program and click the End Task button.
Thiswill close the WordPad program.

10 Close from the Task Manager.

11 Close any other open programs.

“ The following exercise is for non-networked Win

-~

@ Practice Exercise

Click on the Start button, an
Click the & button to rest puter.

ff Computer.

When the computer

Click onthe St click on Turn Off Computer.

a A W N P

Click the W2 down the compuiter.

uld automatically power down and turn off. If the computer does not
down, then manually press the power button to turn off the computer.

Su

n you looked at the different ways you can exit Windows. Y ou should now be familiar
following:

Why you need to log off or shut down = How and why to put the computer in Standby mode
= How to shut down properly = Restarting the computer
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Review Questions

1
2.

© CCI LEARNING SOLUTIONS INC.

Why isit important to log off or shut down the computer properly?
What' s the difference between logging off and shutting down a system?

Hibernate mode means your system will:

a.  Power down or turn off after a specified interval of time

b.  Shut down completely and restart automatically when you next start the ¢

c. Savethe current state of the desktop to the hard drive and power down currently;
reinstate where you were prior to going into this mode when start

d. Logyour user id off this system so you can switch to another

Standby mode means your system will:

a.  Power down or turn off after a specified interval of time

b.  Shut down completely and restart automatically oun art the computer

c. Savesthe current state of the desktop to the h
then reinstate where you were prior to goi

d. Logyour user id off this system so you.c 0 another user
How can you reactivate your systemiif i N Standby mode?

a  Pressthe Power button Either aor c
b. Move the mouse or keybo
c. Pressthe Reset bu

When would you use dby ibernation mode?

Using the Log O WS another user to have access to the same files and programs on
the system.
a  True b. Fase
d

power down currently, and
e

All of the above

Wh the Task Manager?

tivate the Task Manager?
Press (Ctri)+(Alt)}+{Delete), then select Task Manager
Select the Restart option from the Start, Shut Down command

How c

C.
d. Eitheraorb

Select Restart from the All Programs menu

10. You can use the End Task button in the Task Manager to end a program that isn’t responding.

a True b. Fase

125

then
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Lesson 5: Getting H

EEEEE et E =

elp

Ep——

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to find and access help for Windows, using the online options available. On
successful completion, you will be able to:

= Accessonline help = Usetheindex to find specific topics
= Understand the Help screens = Access Help fromwithin adialog b
= Mark ahelp topic in the Favorites folder = Check the history of help topics

Using Windows Help and Support

E Windows XP provides an extensive HTML (Hypertext Markup Langu p system to
assist you. Instead of referencing information in a manual, simply uset system to locate
3.2.4 the answer to your gquestion. Depending on the topic you select, the r may display step-
by-step procedures, definitions for terms or may offer hypertext link er related topics. Also,

Web Help isavailable for additional help and online support vi :
The Help Viewer provides you with many navigation tools: rch and Favorites. These tools

There are a number of ways to activate Help:

= select Help and Support from the Start
= from within an application program,
= press(F1)

= click the [ (Help) buttonin
On the taskbar, Windows XP h

from the menu bar

Looking at the

You can select fr
remains unanswer

ent choices in the online Help and Support screen. If your question
al so type the contents of what you are looking for in the Search box. The
tron of information from several different sources. the online Microsoft
t Search Matches, or Suggested Topics.

he Start button.
ect Help and Support.
The Help and Support Viewer will be displayed.
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Search Field Help and Support Toolbar

l::l Help and Suppart Cenber

&) Help and Support Center

Pick a Help topic Ask for assistance

& What™s new in Windoss TP -_'-ll Erreibm & rismad bo cornsch o swar compuber Wit Ermobe Assistence
o SRR Wadid, gaTieed, Bl .

-, planbas | Gl support, o frd ind comtecs n Windoss ' newsgroups
o Wandoan basics

Pick a task
= Metwierkng and e Wb

werkng reeraltely ; Famz pop crrmod e up-ta-zale with Wincdows pdake
& Geppby sod sdmdsistestion
| Fied esmpalible hardware aid sollvwane o Sk 13

& Casdfizing yur conmpesbes e with System Restore

Arcewsibuli
. FR. ¥ Foar compdiber informadion sred disgross: probden:

Prinkireg sl Fassng Did you Know? Luises s
& [Perlommmane ol
IS SN =

o Hardware
Fixing & prahlem

& Gl i Beaidback in
Sirraanlt

0 Back -

© - (Forward) ext help topic.

@ (GotoHelp a
Support hom
0 =

Y ou can save your search results to the favorites list, as well as add topics and
any other pages to make them easy to locate in the future.

n' This button will expand a preview pane allowing you to choose from other
€ Hatory topicsthat you' ve viewed this session.

on this button will bring you to the Help and Support Home page.

he Index provides afast, easy way to find topics and resources.

‘*i'_rlf Figworites

v Providing you have Internet access, this command helps you get online support
[T supwort with remote assistance or contact a support professional.
Change Help and Support options, set search options and install and share
o] optiors Windows Help.
Split Bar This is the bar between the Help navigation pane and the Topic pane. When

you place the mouse over this bar, it becomes a double-headed arrow ("’|).
Y ou can then drag the bar to the left or right.
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3 Type: XP inthe Search field and click on the EJ button.

{Z) Help and Support Center

Srarch Resuks

s el A Browse the search results

Sugpened Topxs (15 reads]

Pick atask Click & resul® to display the iform

& Taks Hes Windoes /P b
& Briivabe Winkdong 1P slth yoir meds =
® Eelingba Wind D by phors Click gk Fmadare 1o wee ssarch rasuld from
» Bactivabe Windows DF on the [nbemes different sources
yerviews, Atickes sad Tutorsk

5 'Bhat's rew in Windices, A ol what you'ne looking rT Check out
b k' e o Hedp e SUEDeeT the =sarch Tips

# Wt new 0 other e of Wirdkows 1P
¥ [Lira] prdires resgsiTation

Loaking for mora ways to find Halp fopics i |
. e p———— Cala | J- Tid ul -p.l O NNo Eip (OECS Qu el
» Uneder st archng scroalon el iegnirston ane Ayr Try the Indek
* Birdear }ﬁ“-"k'll.-\-'ﬁﬂ_'i'm.h'-fﬂ'r?
a

e el e e e —_—

Fudl-test Saarch M e |15 ey
Micrmoit [resalsson =asa (19 k)

':_!ﬁtllnm-l & Changs s = Ert...
Search Braulty #r =
Wihal's new i Windows P ¥
#5 ey Foarsd For W9 Protfessiomal
Thank yoay Far chappng b uss Windarss ¥F Frofessionsl!
Siggeshed Topeos: (15 mgults) Thara ara many res and axoon g features o% your
fisgertips . Some of Bese feaburas are makisg their debul in
—— Windass HP Profeseongl, snd cthecs hawe besn improved
~ upan gnce sarier ralsases of Windome, Thers sre res tosls
® T D Wk 5 bour you can use 1o gat the most owt of pour computar
& Avals Window 55 vith your modam, enpirienoe, and othier techreabeg s that fun o the
o Rminke Wirdoeer 5 by phans bk gronid, mekng yaur oamiprber FEs moes sl snty and
& Aotsale wirdkwrs O on i [nbernet ralubly,
Firgt, whok wou con S8 Windors NP ProfesHongl has
Dwerwiws, Artales aind Tilbamake gresk cap abiity n the hekined-Sha-poenes rgnning of yaur
Wl resa in Wi 5 comguisr. Ovarsll secunty has besn mpraved, meking &
[ Ao podd Do shap and browss an the [NLEmMe. Vi
@ 'y e o Hsls el Syt erath Safar
& ‘Wiat's resa incthar e of Windows 1P oan Jls0 cammignecahs seth oftesr paople on othiee nabwoks
wuth st v ceTying Absut compremEng Four pNYSCy O POUr
& LEng onlng PRgEET Dn pariosal dats fled. Pafarmance i ot as all-tme high,
& Wi P prodct B Biion Seervies allosaing w10 s mDee DrogEams And haes them nen
w Urelersbarsdng sclreation ared regoinston M_z!"hlﬂ;f"' awar, “"“W:F HP Pr:-gwl:.m'ql i% :::l'.lﬁl‘-d-&ﬂl!'“
. i wmd rtable, 0o you cen ewsye rely on the pefarsance &
ircioes OP proshect srthe ¥ el '
: :.-a.-\.. .\__.\_"_.\_ s il bl ™ et enesi of yaur Gampules, Badt af al, carmgatdiity
e — | with o BFTTETS 5 Dethar Bhan sver
Full taul Saaedh Fabches {15 nadlis)
How, what sau can sar: Wndzwas ¥ Frofmeanal has many
P rosadl Kntrdeys Burie | LS pepiis) Tesbures and taok Pt sl make usng pour o) MEUler ey,
etpchve, and sniertanng, For axamps, you oan gse
Fermabts DCealiog ba scemee yaur work eompuier srad B wr

The information should appear in the window pane at the right.

6 Click on What's new for Help and Support in the Suggested Topics list to display the help
topic in the right pane.
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7 Intheright pane, click the B button next to the Tour s and Articles topic to expand the topic.

The B button turned to a & button when you clicked on it. The E button means to expand (open)
and the & button means to collapse (close). Notice how additional links are shown with
underlined text; any links that have a # symbol next to the underlined text generally will start a
program. In this case, it would start up a program that will provide you with atour of Windows.

8  Click the & button to collapse the Toursand Articlestopic.
9  Click the E button next to Online Help to display the associated help information, then click

the & button when you have finished reading the help information.
10  Click on the 24 button to close the Help and Support window.

@ Practice Exercise

1 Click the Start button.
2  Select Help and Support.
3 Inthe Search field, type: log off

[7] Smarch wthin pravious resutn

&2 pess found for log off

Sugpeded Tophcs | L2 resulis)

& I
Full-bast Saanch Mabcha 15 resulti)
Vicrosoft Krasevisdos Bese (15 reslis)

e information should appear in the
right pane. When using Search to
locate information, the keyword(s) may
appear highlighted in the Topic pane. If
keywords are not highlighted, click the
Options button, select Set search
options, select Turn on search
highlight, and then reselect the topic.

Qv
>
Na

ggested Topics pane, click on the Change user s without logging off iteminthelist.

iy
Te changs users withaul legaiag [fIL ina .I'l:r
orkgroun &nvironment

1. Chek Stard, dick ML, 4 than elck Seritch User
oy the Walmme jcreen, click ancther ussr account 1oon,
wirsdows deplays the naw user's desktop and setbings

A Note

T can largry e parent yssr scoount by rJl'klnl] Llkart
sl readeg the sooosunt neme locsted on the Start nena

Enlateg lopics

5 Click on several different topics of your choice until you feel more comfortable with the Help

and Support program.
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Click on Log off and end the session to display the information in the right pane.

To [FEELLG and end the seszion

1. Inthe Remote Desktop Connection wirdow, chck Start,
=nd then dick Shot Down

The Shut own Windows dslog box sppears
. Chek ITEOL coseraames, and than dick DK,

A Mote

# To open Bemote Deshtop Connection, click Start, point to
Programs or Al Programs, point fo Acoessores, port
Communications, sad then dick Remate Deskitop
IC i T .

Related Topics

Click on the Disconnecting without ending a session link.
Click onthe Add to Favorites button to save the Help topic for alater date.

Help and Support Center

Thes pudager: byt Darn e B0 v Hep and Sipport Favornites s

Lo

Click the OK button to acknowledge.

When you have finished reading
help topic.

3, click the Back button to return to the previous

Now click the Forward
Click ontheHow T

When you have finish the How to contents, click in the Search field and highlight the
text in there.

0 the previous screen.

ink in ed Topics area.

, either place the mouse insertion pointer on the left or the right of the text
e left mouse button and drag over the text.

triple click the left mouse in fast succession. That will cause everything in the
ield to become highlighted.

ch field, type: mouse and then click the &3 button.

Pick a task, select the Change the number of mouse clicks required to open items
ic.

Click onthe Add to Favorites button to save the help topic so it is easier to find at alater date.

Close the Help and Support window.
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Using Favorites

Favorites allows you to save specific help topics you have researched and come back at any time to
display items that have been stored in the Help and Support Favorites list. Using the analogy of a
book, if you want to mark a specific page for reference, you would use a bookmark so that you could
easily find the page later. By adding a favorite topic, it allows you to quickly access those topics that
you refer to on aregular basis.

Help topics that you add will be displayed in the Favorites|ist.

L!!| Exercise

1  Click the Start button.

2  Select Help and Support.

3 Click the Favorites button on the toolbar.

8 1heip and Suppert Canier =]l
- [ e rreeis (Y miny [ et o] oo

[= &) Help and Support Center

Comomevesc ] withaal sriing & mernn

hamge the ranbes of reors dhil FEmEe L
o s Favorites

add Hely Topecs, seEarch mmdte and
othar pages o your Help and Suoporr
Fesnntes it fn meke them mary o
lucals o e fubiins

in the left pane. Once again, the information will show up in the right pane.
w delete your favorites from the Favorites list.
nsure that your Favoriteslist is open.
Click on the Disconnect without ending a session item in the list.
Click on the Remove button at the bottom of the window.
Notice that this topic has been deleted from the Favoriteslist.
9  Click on the next saved favorite, Change the number of mouse clicksrequired to open items.
10 Click on the Remove button at the bottom of the window.
There should be no more entries saved in your Favorites|list.

11 Closethe Help and Support window.
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@ Practice Exercise

1 Click the Start button.

2  Select Help and Support.

3 Inthe Search field, type: Windows XP
4

Under Suggested Topics — Pick a task, scroll down the list until you find the What’s new in
Windows XP topic, and click onit. a

Notice that when you move your mouse over that item it becomes underlined, m only

asingle-click isrequired to open it.

5 Click the Add to Favorites button to add this help topic to the Favoritesli V
6 Click OK for the confirmation dialog box.

7  Closethe Help and Support window. °

8

9

Click the Start button.

Select Help and Support.
10 Click the Favorites button on the toolbar.
11 Double-click on What’s new in Windows contents.

12 Ensure that the What’s new in Wind is still selected and click the Remove button

at the bottom of the window.

The Favorites list should now be
13 Close the Help and Support:wi :
Using the Index

The Index tab is sim e index at the back of a book. Like an index in a book, keywords

will be listed withisym ollowed by numbers, and then text in alphabetical order. A topic may
have several subto listed.
L] ex&ei

ick th

Pt

art button.

elp and Support.

ck the I ndex button.

° Click in the text box, type: WordPad and then click the Display button at the bottom of the
window.
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9

Topics Found

Chok & togee, then chok Dol
Tid=

Lt arwtboii o i by i vl il
Ly o dP s

|

Dipley || Conced |

From the list of topics found, select Using Wor dPad and click on Displa

Inides

Type n B kapeaond ko hnd!

careahry parebre reguaets
ichasnigineg ordar of requests
Gesting oparahor PeQUess
L ]
regporahng b opershor requssts
| e kgraups

Sif'srund
rorhgroups (smpls groping of comgaters)
Bopessing sl user account Heough & passre
chinsgineg wses st logging off

connecng bo reteork resousces

-'t_.l-:hdlthﬁ-m .ﬂﬂwm - Perin...

Using WordPad

You might need bo be kgped on &5 a0
adimifeilrdlor or 4 mermisir of tha

ﬂlu

Audrmanistrabors groun m oeder ko pefoem somes

taskes,

Tou can ke WardPad 1o ereate o edin bext files
that comtain farmatbng or graphics. Lse Hotepsd
far hasic tewt aditing or for crestng Web pages

Open @ &gprdPad.
A Hotes

& To open WordPed, dick Start, pont to ARl

Pragrams, point fo Accessorses, snd
then click W ordP ad

& For rformstion sbout using ‘wWordPad,
chiok the Help mgnu in WardPad.

& For mars information, dick Redated
Toplcs

PELE T

Ewls

i
WordPad overview @

Wit ‘®Ward®ad, you can oreabs and
et pmpks et dorumenks e
documants with omplex fonmathng
&ed graghics. Tou can ink or smbeg
nfarmstan froen obar doecurants: ivtn
8 WordPasd documisnk,

oy can wave your WordPad fle an &
tmxt film, rich tmat film, taxt fle Ffor

HE D%, or Ungede. Thess Formats
pravida graatar fleziklky whan
rmorkirg with ofar prograes -
Dioecurrants Bt una mukple
languasges shauld be saved s rich

In the WordPad Help window, select the Sear ch tab.
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K Werdfad E"E IE|

0 o1

Hia Dl

Conienis | Indm | S e
e s the kessaed | find wordPad overview L

Wit WargFgd, you oon onsghy and
| et mpks bewt dorumenks o
doourmants with comipds s famratng
] graghics. Tou can ink or smbeg
wmharmetsan from ohrar docamsnts o
Snlect Toapar o chieplay & WordPed documest

Touy can wave your WordPad fle an &
tmxt film, rich tmat fla, axt hla for
ME-DO%, or Ungede. Thess Formats
pravida greatar flaciklgy whan
raork e with offwr progr

Dipcurrants Bt uia mukple
languasgas ihauld be saved ai rich
tm sk Fila

AE T

10 Click in the text box, type the keywords: date and time and the

Conenis | Inde | Sesch

Tpps n tha k myssced o find
isle el B
- \

Sebecl Tope o deasley

Lo, open. of v 8 YwioedPed don
Iripeal Hhe cunent dabs snd hme

| Displage

%te and time subtopic, then press (Enter ),

p window and close WordPad. Then close the Help and Support window.

11 Selecttheln
12 Closethe W

ercise

art button.

elp and Support.

ick the Index button.

Click in the blank text box and type the keyword: WordPad
Double-click the Wor dPad topic.

Double-click on the Using W or dPad topic.

Click the hyperlink to open the WordPad program.

In the WordPad program, select the Help menu, then Help Topics.

5
6
7
8
9

If required, click the Show button to display the navigation pane. In the WordPad Help window,
select the I ndex tab.
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10 Click in the blank text box, type the keyword: printing and then press (Enter ).
11 Double-click the Print a WordPad document subtopic.
12 Select the Options button and select Print.

13 Inthe Print dialog box, click the Print button.

14 Close the WordPad Help window and close WordPad.
15 Closethe Help and Support window.

Getting Help in a Dialog Box

Content sensitive help is available in most dialog boxes. A description of the
displayed so that you can chose accordingly when making selections t options or
commands. When you activate the help mode, you will see the mou o l##. You can
then click on an option in order to display help for that option. In m ay be a small box
that appears overtop the option.

es will be

||._.._!_|| Exercise

Click the Start button.
Select Help and Support.

Click the I ndex button. \
Click the Print button in the right

Click the &l button in the to %vhe dialog box.
Notice the L symbol th the mouse cursor.

6 Click on Collateto % of the description of this feature.

If you have zelected mare than one copy, zpecifies whether
you want the copies to be collated.

a b~ wWw N B

iption to close the banner.

the Help and Support windows.

ctice Exercise

en the My Documents folder on the desktop.

Select Tools, then Folder Options.

Ensure the General tab is selected, and then click the & button.
Click on the Restor e Defaults button to display a help banner.
Press(Esc) to close the help banner.

Practice using the &l button to obtain a description for some of the other commands in this
dialog box.

7

8  Closethe My Documents window.

When you have finished, click the Cancel button to close the Folder Options dialog box.
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Checking the History

The Help and Support program will give you alist of items that you have read in the past. The History
issimilar to the Favorites; however, the History list keeps track of everything that has been read.

IL..._..J' Exercise

1  Click the Start button.
2  Select Help and Support.
3  Click the History button.

Hisknry

Lisineg WordFed
Chargs the furber of mowe debs regured Lo
i History
s s I Winedoess P
Changa Conraction Sathings
Chsnrinet watheul endineg & SEsman Pick fraom a st of Halp and
Lowgi ofF mred sl then meamon Support pages that you
Ly ths comgbesr have read n the past.
Changs ysers without kgging off

s e id Hlp ] Suppeint

Rsduce o ppan windosss to barkber bftons

4 Scroll through the list andsther hange the number of mouse clicks required to open

items. Click the Display b
i,

E;T‘MMFMH-I aﬂ'ﬂh Pried...

To change the sumber of mouse clicks #‘J
requered to open items

1. Open Folder Ophors in Condrod Fanal,
& Chok Start, and then dick Coabrod Pamel
® [Doubtie-click Folder Options.

2. On the Generasl tab, undar Click items ss
folows, dick the ooban pau want,

4 Hates
& [fpau dick Simghe-cleck to open an kem {peint

b wmleet), you cin @i dpedly whan ican blad e
underdined,

® To chack your currant browsss aetings For
underinng links, opan B [nheemat Qpfions in Congrol
Fanel. To open [nkesmest Opteons, dick Stark, ook
Eandral Panel, and than double-cidk [nfernaet
Options, On the Adwsnced tsh, chack the ssthng
far Umderline links.

w

5  Click the Back button to return to the History list.
6  Double-click on What's new in Windows XP.

7  Closethe Help and Support window.
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Getting Additional Technical Support

If you cannot find help on a specific topic online, a number of options available for technical support
are available:

Contact Microsoft. A list of numbers and ways to contact them are available in the Help menu from
any Microsoft application program, or use the online help option to find technical support information.

Go to a computer store which provides technical support. This does not have to be the store where you
purchased the computer. Technicians here generally charge an hourly fee for repairs and/ ini

Hire a consultant who can come to your site to either fix the computer or provide yo
assistance on the problem. Consultants will also charge you an hourly fee and may also inc
timein their invoice.

Take additional courses on Windows where you can learn more advanc
techniques. Check your Y ellow Pages or go online to locate courses 0
courses will vary, depending on the training facility where the course j

leshooting
ea. Pricing for

E When you require further technical support, you may be asked whi of Windows you are

using. If you aren’t sure or don’t know, use the Start menu t@ eonfirm ersion (shown aong the
3.2.4 left side); Windows XP does not show the version but wij e All Programs menu near the
bottom of the menu. It is important to tell technical su t ion of Windows you are using
so they can provide you with the correct support for t

Summary \
In this lesson you looked at how to find ess help for Windows, using the online options
available. Y ou should now be able to:
= Accessonline help :% = Usetheindex to find specific topics
= Understand the Help scr = Access Help from within a dialog box
= Mark ahelp topic in the.Favo er = Check the history of help topics
Review Questi V

1. Theonl within Windowsiis to take a course on Windows.
b. Fase
activate the Help feature?
Select Help from the Start menu d. Press(F1)
Click on the Help menu in an e. All of the above

application program

Click on aHelp icon/button if
displayed on the screen

3. The Help and Support screen provides you with afield where you can enter the search criteria.
a True b. Fase
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Which button would you use to go quickly back to the main Help and Support screen?
J > _;.] a_ .a: Tonch Farvoritsg "':j Hisliory E Support | | Opbors

Once you' ve entered a search criteria, Windows will display a list of the total number of matching
results.

a True b. Fase
What do the @ and El symbols mean? *
Y ou could use the Favorites tab to mark those help topics you use alot.

a True b. Fase V
How does the Index tab work?
a  Similar to an index at the back of abook °

Similar to atable of contents at the front of a boo

b
c. It'saseparate window where you can search f
d

CS.
It's a separate help feature that can be acti e Start menu.

. What does thisk# symbol mean? \ee
10. The History keeps track of everything \& in the Help mode.

a True b. FV
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Lesson 6: Running Application Programs

SRR X pa R = B

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to start an application program and look at some common elements of an
application program for Windows. On successful completion, you will be familiar with the following:

= How to start an application program ®  Genera information regarding managing fi

= How to start an application using the Run = How to access a document from the m
command used documents list

= Common elements found in an application = How to move between open appli€ation progr

program for Windows

Starting Application Programs

The most common method for running or starting a program is to gram from the All
E Programs menu. Another way to start a program is to select the shol he application program
304 on the desktop or the Quick Launch toolbar, if available. Any ams that"have been installed on the

computer will automatically be placed in the All Progral
shortcut on the desktop or in the Quick Launch toolbar

= AN

Sirnply QuickTime
ion in the Startup folder during the time of

ot all applications will create a

Accounting Flayer

An application program might also

e an

installation, which means it will  aut run each time you start Windows, e.g., MSN
Messenger, QuickTime, Microso tl antivirus program, etc. r&_‘_, #1144 PM

These items will appear in the ication area of the taskbar. e

Once an application pro has arted, you can then use it as needed. During the time the
program is active, a button ap, in the taskbar as a reminder that you have the application open.
When you no longer u program, be sure to close it properly.

To keep a su
" other ap ti
menu,

Start menu on the screen, hold the (Shift) key down and then click on the

nu
T an be useful when you need to start more than one program from a specific

EX i

ick the Start button, then All Programs.
Accessories and click on the WordPad program.
0 quit the program, click the I button.
@ Practice Exercise

1  Click the Start button, then All Programs.

Select Accessories and click on the Paint program.
To quit the program, press (A)+(F4).

Click the Start button, then All Programs.

Select Accessories and click on the Calculator program.

o o~ WODN

Right-click on the Calculator button in the taskbar and then close it.
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Using the Run Command
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Occasionally you may be required to start a program that was not or does not need to be installed on
your system, or is not in the Start menu. In circumstances such as this, you will need to access the
program using the Run command in the Start menu. You will need to know what the command is
before it can be used with this command. For example, if you want to install a program from a CD that
does not start up automatically when it is inserted into the drive, the command to run the installation
will most likely be setup.exe. Alternatively, if you need to use the traditional DOS prompt, you need to
type command as the program file to run or execute. Most of the commands to run plication
program will have the exe file type.

More details and information on how to determine a file type or view the files for Ice can
;’"’ be found in Lessons 7 and 8, dealing with File Management.

Whenever possible, use the Start menu to start a command, or activate it
exists. Whenever a software program is installed on your system, t
will be automatically installed on the Start, All Programs menu. T and, in most cases,
will be used when you need to run a program from another dri some troubleshooting
commands (e.g., msconfig, sysedit, regedit, etc.) that are beyon scope of this course.

to run that program

||._!_!_|| Exercise

1 Click on the Start button.

2  Click onthe Run command in the St

Type the name of & program, Folder, dooument, or

Ikl ristourcn, e Sedoes vl open B Nor o

iy | W
| Cancel | | drowes
3  Type
T Id now be open on the screen.

4 _ Close ulator.

ick on Start, Run once more.
- mspaint for the command and press (Enter ).
Notice how the Paint program is now open on the screen.

Close the Paint program.
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Working with a Typical Program

This unit covers the fundamental skills required to work with programs in Windows. All of the
Microsoft programs have the same “ look and feel” , thereby making it easier to learn many different
programs because the standard features are all placed in the same positions.

An analogy is how cars and trucks are designed similarly; the driver’s position is at the front |eft of the
vehicle (in North America), and all driver’s controls — such as the steering wheel, accelerator, brake,
clutch pedal, etc. — are placed in specific positions. This greatly reduces the training time

different vehicles throughout the day with minimal confusion — such as a semi-tr
switching back to his personal vehicle at the end of his shift — a crucia f
situations.

ure in

Control Title Menu

Menu Bar Toolbars

M Document - WardPad
Fie Eck Wisw st Fomst Hep

D &[4 B
Anal w10 wr | e B 7 u,h;:' Ex 3

é.. ] I T v q B I ek

Jror Help, press 1 A MU
|

St;tus Bar
The Wor i ows the standard features available in most programs:

Title Bar ndicates the name of the document and the program that is open (e.g., Business

Plan - WordPad). If you have more than one window open on the screen, the title
bar that is a brighter color or intensity is the active window.
°n ar
Toolbar A toolbar contains buttons or icons that allow you to quickly perform common
tasks by using the mouse. For example, the & (Print) button allows you to print
the document simply by clicking on the icon. The toolbar buttons will change with
each different program that you use. To see the name of the button on the toolbar,

position the mouse pointer over the icon on the toolbar. After a couple of seconds,
a banner will open up with the name of theicon.

Located below the title bar, this bar contains various commands for the program.
For example, the File menu contains commands that allow you to open, save or
print a file. Each of the menu items displays a drop-down menu with a list of
commands.
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" Descriptions of the buttons in the WordPad toolbars can be found in the Productivity Tools Appendix.

Status Bar Displays information for the current document or program. For example, if you
were working with a Microsoft Word document, the Status bar would display the
page number you were currently viewing. The Status bar may not be available in all

programs or windows.
Working with Menus

The menu bar contains various commands that are specific to the " Cork+2
program you are running. Most programs will have similar menus such
as File, Edit, View and Help. The other menu items will vary
depending on the program. When working with menus, you can use th
mouse or the keyboard to make selections.

Paske Chel+Y
Paste Special. ..

When selecting commands from a menu, notice the following: Select Al Chrl+a
= A command isunavailableif it is shaded out (alighter colo Find... Chrl+F
=  Some commands display atoolbar icon, such as & att _ Replace. .. chl+H
means that there is a corresponding toolbar buttol this
command. Whether it appears on atoolbar d often it
isused.
= Some menu commands display a d cut, such as
[Ciri ]+ £ at the right. This means you can this keyboard shortcut to activate the command

instead of using the menu equival tool button.

= |f you see an elipsis(...) after
prompting you for more in atl

indicates that a dialog box will appear on the screen,

= |f amenu commandd
ith

not markings, the command will run when selected.

= Menu commands
command: click

k indicate the feature is turned on or activated. Thisis atoggle
d to activate the feature, click again to deactivate or turn off the

pands'can be activated in one of the following methods:

and arrow keys to move between commands in the pull-down menu. When at a
mand with a submenu, you can use the (=) key to display the submenu (or press the (£) key
o hide the submenu) and then move up and down as in the previous menu.

exit the menu and its options, do one of the following:
= Click anywhere away from the menu.

" Press to back up one menu at a time. When the menu command appears as a button in the
menu bar, press once more to deactivate the menu command.
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|!!| Exercise

1  Click the Start button, then All Programs, Accessories, WordPad.
2  Click the View menu to select it.
Notice the drop-down menu listing several commands.
3 Move the mouse pointer to the Edit menu and notice the commands listed.
As you have worked within WordPad yet, the commands in this menu are mostly i
you begin working with text or select items, the commands will become availabl

4 Click anywhere on the screen to exit from the list of commands on the men .
@ Practice Exercise é
Ensure the WordPad program is open. °

Press(At)+(_F) to display the File menu.
Press the(1) key or the (3] key to move through the
Press(Esc) once to close the menu, press (Esc) itftom the menu bar.

Working with Dialog Boxes

A W DN BB

A dialog box is a window that contains

143

ay. Once

f es or commands for a specific action. Most

users find it easier to use the mouse w avig within a dialog box; however, the keyboard can

also be used.

Text Scrolli T‘ Close
Field List Bo a

Font shyle: (=3
Feqular 10 ok
W— ”

Arial Black [talic 11 Cancel

Arial Marrow Bold 12 A
() Azl Unicods M5 Bold Italic 14
H Batang 16
()} Book Antiqua 18
()} Bookman Old Style % 20 b’
Effectz Sample
[ 5trikeout
[ ] Underine AaBbYyZz

@:Inr:

| - Black L | Script:

| Westem w

Thig iz an OpenT ype font. Thiz zame font will be used on bath pour
printer and your screen,

Check Boxes Drop-down Lists Command
Buttons
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Title Bar

Text Field

Scrolling List

Check Box

Drop-Down
List
Command
Buttons

Depending on the command or feature selected, the di
further options that can be selected for the command .

Tab

b
4

Sheng

[58] ok Fricer
{3 Epson Stylus COLCR B0 ESCIF 2 on CC1I00
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Displays the name of the dialog box you are viewing as confirmation of the feature
selected.

Click in the text field and type the desired information or select the required choice
from the list box. If a scroll bar appears in the drop-down list, this indicates there
aremoreitemsin thelist. Use the scroll barsto view all of theitemsin the list.

Similar to a scroll bar, this list displays options available for this feature, e.g., font
names, sizes, etc. Use the arrows at the top or bottom of the scroll bar to move

Certain features can be turned on and off by clicking in the check
mark indicates the feature is turned on or activated. Dependi
you may be able to turn on multiple features, e.g., bold, itali
for selected text.

To select items from a drop-down list, click the do
on the required item from the displayed options.

e effects
and then click

To activate a command button, click on the.desir The active command

button will have athicker line around the col
so display different tabs with

List of Available Q&w
S

oo, Lmocmre Optrs 5 1675010

¥

Aemdy

ooz A
Ciomwreanit

Pags F angs
(= Al

(") Pages | 5535

N
Ejnbee mithesr & singls paige rmbes o & smgls
ange. For gmample, 5-17

-_IF'IITHE ] | Peslmances |

Hurnbir of copeis 1 =
A

e
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Tab A dialog box may display more than one tab that will contain additional features
and commands. Click on the tab for the information you wish to display.

Option Buttons Option buttons are also referred to as radio buttons. For an option set, you can only
choose one item.

I ncrement/ These buttons are also referred to as a spin button. To increase or decrease the
Decrement value, click the up or down arrow. Alternatively, click in the text box field and type
Buttons the value you wish to use.

To select items in a dialog box with the mouse, click on the command or item t ected or

viewed.
To select itemsin adialog box using the keyboard, use the following keys:
»  Press(Alt) and the key of the underlined character for that command to
=  Press(Tab) to move to the next feature, or (Shift)+Tab) to move to th
= Press(+ ) to access adrop-down list once you have selected that

" Press to turn a feature on or off. This is appli
boxes.

= When at atext field, either type the text for the feature
key to move within the list.

= To activate acommand button, press (Tab) to 1y
=  Toexit the feature or the dialog box, pr

le to tion buttons and check

he text field, or use the (+) or

tton and then press(_Enter ).

The methods of accessing commands or

you can click on the drop-down button ist ane
L....J Exercise

1  Ensurethe WordP.

2 Type your nam
your namet

tsed individually or combined. For example,
1en use the (3) key to scroll through the options.

gram

he at the location of the flashing cursor and then double-click on

3 SdectF o]

4 Int n roll through the list or click in the text field and type: Tim to move quickly to
th man font in the list. Select Times New Roman.

5 the areg, click in the Under line check box to turn on the feature.

In WordPad, click in the blank space.

@Color area, click the * and click on a color from the drop-down list.
Q ick OK.

The selected text should now have the desired formatting features applied.
The Print dialog box will now be used to review additional terms.
9 Select File, Print.
10 Inthe Page Range section, select the Pages option.
11 Inthe Pagestext field, type: 2
12 Inthe Number of copiesfield, click the increment button to increase the number of copiesto 3.

13 Click the Cancel button to cancel any selections and close from the Print dialog box.
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@ Practice Exercise

1  Ensurethe WordPad program is open.
2 Sdlect File Print.

3 To move between fields, press the key to move forward or (Shift}+Tab) to move backwards
through the fields.

4  Pressthe key to move to the Print to file check box and then press the to turn

the option on. x

Press the to turn the option off.
Press the (Tab) key to move the the Number of copies area.
Use the (1) or (3] keys to change the Number of copies to 4 anddthen
<
-

0 N o O

Press the (Tab) key to move to the Cancel button and then press

Creating, Opening and Saving Files
When working with files in an application progr
programs. Windows has set up standards where the ,
The program may have set up shortcut keystr N menu to activate the same commands.
The WordPad program will be used to dem howto create, open, edit and save files. WordPad
isamini word processing program inc p the Windows Professional software. It does not
have the same flexibility and advanc as a full word processing program like Microsoft

Word. For example, it does not_h check feature; however, you can perform simple tasks
such as creating, opening or ed d S.
t:

will be very similar between
Save commands reside in the File

menu and may also be found on a toolbar with i [ (New), & (Open), or & (Save).

If you haven't worked with a word ing program before, here are some helpful hints for entering

text or moving around.in th
ng line of text, just keep typing as you approach the right margin
T s will automatically wrap to the next line if word wrap isturned on.

Word Wrap
on point is the blinking vertical bar located in the top left corner of the
wi . It indicates where text will be entered when you begin to type. The I-beam
in the middle of the screen is the mouse pointer, which moves around the

cument as you move the mouse.

Ends a paragraph and/or inserts a line between paragraphs.
Moves the insertion point ¥2" to the right on aline.

Inserts a space.

Deletes a character to the left of the insertion point.
Deletes a character to the right of the insertion point.
Moves the insertion point to the left or right.

Moves the insertion point aline up or down.

Moves the insertion point to the beginning of the line.
Moves the insertion point to the end of theline.
Ct)+(Home)  Moves the insertion point to the beginning of the document.
(Ctrl)+(End]) Moves the insertion point to the end of the document.
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(shif)+Arrow  Selects text. Alternatively, click and drag with the mouse to select text. To select a
word, double-click on the word.

Saving Files

Most people will recommend that you save any changes you make to a new or existing file to ensure
you have all the information for future use. Y ou do not always have to save afile but you may want to
train yourself to save everything so you have it available. Files can aways be deleted later. The

number of files you save will affect how you choose to handle file management on_yo
(discussed further in Lessons 7 and 8).

The Save As command can be used to:

= saveanew document V
= save an existing document with a new name, or
= save an existing document to a different location 0

computer

When you save afile for the first time, you will see the SaveAs dialo

Title Bar

v

.,
£%/
Hu Rz
Dicecoameerida

iy Tg'wci-\:

Siviir ] Wy Dociments

Save in
Location

_J'“.‘""'-I'P:
L _| My Pichares

Fi& nama [Cicurreni: 1] w | Sam |

Sarve A e Rich T rTny RTF] w Cancad

I
Places Bar

-

| I
File Type File Name

The number of folders or documents that appear in the My Documents folder will vary, depending on

#  what was installed or who else has used this computer.

TitleBar
Savein

GotolLast
Folder Visited
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Displays the name of the dialog box being viewed.

Shows the location where your file will be saved. Click on the drop-down list to
choose another drive such as the 3%z Floppy (A:), Local Disk (C:), or network drive.

This is available only if you have navigated through other folders or locations on
your computer. Y ou can then use this button to go back to where you started.
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Up OnelLeve Changes the folder location to the next higher level folder or drive.

Create New Creates a new folder so that you can save your document into a specific location.

Folder

View Menu Changes the way the information is displayed. Y ou may choose from Thumbnails,
Tiles, Icons, List or Details.

Places Bar Click on one of these folders or places in the bar to go directly to this location to
save your file.

p to 200
naming

File name Type a name for the file you are saving. A file name may col
characters, including spaces. You cannot use the following symb
files\/:* 2" <>|

Save astype Specifies the type of file you are saving, such as .doc for
for atext document, etc. Y ou can select different file ty
use thisfile in another program other than WordPad

t or .txt
you want to

Opening Files

Files saved will be stored on the device of your choice. In mo thiswill be your hard drive and
most likely in the My Documents folder. Windows sets thi ault area where you can always
search first prior to moving to other folders that may hard drive or another drive you
can access (e.g., network, CD, etc.).

When you open another document in WordP. locument will be closed. This may not
always be the case when working with lar og : many of them allow you to open multiple
documents and work with each one, asn

Once the Open command has been acti ou notice that this dialog box appears very similar
to the Save command. As another. pen and Save dialog boxes will share very similar
information in order to maintai
the dialog box to determine wh

Lack i | 1] M Choouments - ¥ * G-

% 2 Py P

o | G | R T
My Fimcarnd !JM_- aordPad Cocument otf
[ escursdy

B Fils namrss | e
Wy Hishvcak
Faca: Fibzs of Bypex Aich Ted Foaredt . #] b

EE
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Creating New Files

Most application programs will open with a blank file for you to begin entering information. Some
programs will display a window with the option to create a new file or to open an existing one. Some
programs will allow you to create more than one new file at a time while others will require you to
save and close the existing one prior to creating a new file. Limitations in the software will depend on
the program type, size and flexibility, and/or the software vendor.

|!!| Exercise

10

11

Data files have been supplied with this courseware and should have been installed prior to ginning
of this course. Check with your instructor as to where these files are located and
location as noted, or refer to Page viii in the Preface section of this course
obtain and access these files. The instructions in the Preface will place the dat
IC3 Mod A Files on the desktop.

on how to
older called

Ensure the WordPad program is open.
Select File, New.

Select Rich Text Document and click OK. If you ar
document, click No.

to save changes to the previous

Type the following line of text: You can crea
WordPad program. Documents cre
Microsoft Word. 1

Select File, Save As.

format documents using the
ordPad can also be opened in

You can also click the sl (Save tto oolbar or press + to save a document.

ocuments folder is selected. If applicable, check with your
ocation of where your files should be saved.

In the Save in field, ensure
instructor for the dri fol
In the File arv re the default text is highlighted (selected) and then type: My

WordPad

Any ti isplays text in a highlighted box as shown in the File name, you can quickly replace
th ne t simply by typing in the new text. This highlighted box is similar to selecting text.
lick e button.

that the new name of the document now appears in the title bar.

8
now open another document.

Click the &= button.

Click on the down arrow in the Look in field, and navigate to the location of your data files
folder.

Click the down arrow for the Files of type to display All Documents (*.*). Click on the What is
a Network filein the displayed list, and then click the Open button.
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E What ks o Hetwark, don - WordPar r-_IIE_IE_l
Fia EBdt ‘e Jrmart  Formet Hags

CFH & M (i} o,

diisl w| 12 & wetsm « B S0 B B2 d =
S R SR EE R N AR T

The term "computsr nabsork™ simpdy means that a number of computars ars
physically connected by means of a cable or wareless signal so that they can
share resources, The compuiers might be inwour affice, in other offices
scatterad arcund the city, or — inthe case of larger companies —in divisions
o ated in other Cibes or countnes

JFor Hedg, preess FL L

12 Position the insertion point at the end of the paragraph t an twice. On the
next new line, type your first name.

13 Select File, Save As.
14 Inthe Savein field, ensure the My Docum ected.

15 Inthe File namefield, changethefile (o) t I1s a Network Draft
16 If required, change the Save as typeto Ric t Format.
17 Click the Save button.

@ Practice Exercise Q
1

Ensure the Word open.

2 Clickthe & but Ibar, select Rich Text Document, and then click OK.
3 ' t. Press the (Tab) key to indent the first line. Press (Enter ) at the end each

dows XP Professional comes with two “word processing”

s: WordPad and Notepad.

Each program has its strengths! Use WordPad if you want your
document to contain formatting such as bold or italics. Notepad is a basic
ext editor and does not support any formatting or graphics.

now change the text flow so that it wraps to the ruler.

Click View in the menu bar and select Options. Select the Rich Text tab and select the option
Wrap toruler, click OK.

Click the = button on the toolbar.
In the Savein field, ensure My Documents folder is selected.

7 In the File name field, select the default name of Document and type: Word Processing
Programs

8 Click the Save button.

Notice that the new name of the document now appearsin the title bar.
9 Close WordPad.

COMPUTING FUNDAMENTALS 1105-1 © CCI LEARNING SOLUTIONS INC.



RECOGNIZING COMPUTERS 151

Using the My Recent Documents Menu

This menu provides a shortcut or link to quickly access recently used documents or saved web pages.
By selecting a document from this menu, you can open or print it from this menu instead of starting
the program first and then opening it for printing. If you are working with saved web pages, you can e-
mail alink to aweb page that you have recently visited.

The My Recent Documents menu will show up to the last 15 documents or saved web pages recently
accessed. If the file you wish to open or edit is not listed on the My Recent Documents menu, it can
be opened from the appropriate program, from My Computer, or by using the Sear ch command.

L..!| Exercise

1

2

;’"’ otherwise, the document will open in

3
1

© CCI LEARNING SOLUTIONS INC.

B My Word®ed Dooument

Click Start, then My Recent Documents. év
Py = recank docs mem :
J My Pictures —

o B what is & Nebwork

gt ] etk iz & Mstwork Oraft

._.Fj My Computer B wword Procussing Program

Click on My WordPad Document to 0

If Microsoft Word is installed on the computer, My WordPad Document will open in Microsoft Word;

All documents listed in the M ments folder are shortcuts. By clicking on a shortcut,

the computer activates the in ter where it is stored. A shortcut islike a safety net; if a

shortcut is deleted, the origin s untouched. The My WordPad Document that you opened
ocu

is till located in the folder. The My WordPad Document that you clicked on is a

shortcut.
Close the My Wo cument file and the program by selecting File, Exit.
Pra e

Click button, then My Recent Documents.

ick the right mouse button on the Word Processing Programs document.

OpeEn
Eilit

e
Frirk

Sican FoF Wiryses, .
ity W F
e Yo k

Send To k

il
Copy

Dkt

Sl by Blains
Fropertss
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3  Click on Delete.

Confirm File Delete

= i] fre you oUre you want o dejste “Word Processing Frograms etf e

o

| v || m |

4  Click Yes.

Clearing the My Recent Documents Folder

There may be times that it is necessary to clear the My Recent Document

reasons or for personal reasons. As these are shortcuts to documen
have immediate access to these files from this menu.

L!!| Exercise

s for security
not want anyone to

Right-click on the Start button, and then click Pr. m the shortcut menu.

Make sure that the Start Menu tab is select

1
2
3

Click on the Customize button.

beneral | Ao anced

Siebect an icom s bor progran:
"
j.! (=) Large icore =

Proges:

{7 Smallicons

Thas Sttt mrasray contans shashcuty o the peogesms po uss moet often
Clearireg thas st ol SFwicuts dinss nol delste Be programe

Humber of paogiama or Slarl menu B

[ Chwis |
SFaoe on SEail e
[#] Irdemet It~z E oo i el
[#] E iz Microsolt Dutiook -
| ok || Cawel

Click on the Advanced tab.
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Lustamvize Start Menu

Gaenaral Schianoad

A reSrid SET

|1. Dpan qubimerus whan | euss o Fem withoy mous
] gl vk it b (o

S ot el baneg
B Coriial Pansl ~
) Display as a ik
) Dinplay a5 5 mern
Do chigpd i Bt dbin
Enable diagging and dopping

I_l FgvoalEs e
TF] b, pamed S rarana b

H et o it

Select iy ophion ho provide quick. scos to the docurments wou
opemreadd most recendy. Clesang this Bst doss nol delete e documenis

[#] List oy ot pscendly operesd deocurmesnts

5  Under Recent documents (lower right corner), , then click OK twice.

The most recently used docu
this action does not delet

ved from the My Recent Documents folder. Note that
from your hard disk.

Concealing the ocuments Folder

It may be nec t e My Recent Documents menu for security reasons, or perhaps for

personal reasons. This ay be simpler in preventing others from seeing your list of files rather
than clearin i

||._!_!_|| Exe
ght-cli

on the Start button, and then click Properties from the shortcut menu.
sure that the Start Menu tab is selected. Click on the Customize button.
t the top of the dialog box, click on the Advanced tab.

Under Recent documents in the lower portion of the dialog box, clear the check box next to List
my most recently opened documents, and click OK twice.

5 Click the Start button.

Y our My Recent Documents menu should no longer be showing.
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@ Practice Exercise

1 Right-click on the Start button, and then click Properties from the shortcut menu.
2  Make sure that the Start Menu tab is selected. Click on the Customize button.

3  Click onthe Advanced tab.
4

Under Recent documents in the lower portion of the dialog box, click in the Li
recently opened documents check box, click OK twice.

my most

5 Click the Start button.

Y our My Recent Documents menu should be visible again.

Multitasking is a method of operation where a computer’s operating ork on more than
one task at a time; therefore, more than one program can be opene unning at a time. For
example, you may be working on a document in Microsoft W d need'to verify some information
from the company web site on the Internet. Y ou can start lorer, find the information you
need, and then switch back to Word to confirm you h ormation. Y ou might also want
to start your e-mail program to retrieve mail while b nternet Explorer are running in the
background.

When you are working with several progr th e time, Windows provides you with severa
ways of switching between the programs izingthe open windows.

Each program appears in its own wind ou each program, any other programs running are
minimized to a button on the taskh Ve or switch from one program to another using the
mouse or with the keyboard.

The taskbar displays a button fo program currently running. Y ou can easily switch between the
open programs by using H)+Tab) or (Al)+Esc) to
switch between the act

+(Tab) to display a small
icons representing each of the

The program icon with the box - ke
Irrent selection. Press and hold the (Alt) 2 1._.51 A

press to toggle from one program icon to
elease both keys when the appropriate

wnfitled - Paiml

icon is selected and that program will become
active screen.

L!!| Exercise

1 Click the Start button, then All Programs, Accessories, WordPad.

2 Click Start, All Programs, and while holding down the key, click on Accessories. From
the Accessories menu, click on Calculator.

3 Click on Paint and release the (Shift) key.
4 To make WordPad the active window, click the Document - Wor dPad button on the taskbar.
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5 Click the Calculator button on the taskbar, then click the Document - WordPad button, click
the untitled - Paint program button, click the Calculator button again.

Now try using the (Alt}+(Tab) keyboard combination.

6  Pressand hold the (Alt) key while tapping the (Tab) key. Each time you press the key, notice
the square box around the selected program. Ensure the Paint program is selected, and then
release the key. The Paint program will now be the active program and appears on the
screen.

The Quick Launch toolbar may be shown beside the taskbar.

Launch Internet Explorer Browser
Show Desktop
Launch Windows Media Player
Launch Outlook Express

In order to use the Quick Launch toolbar, you may n
the Taskbar, skip to step 8.

7  Right-click on a blank area on the Taskbar, sel
click on Quick Launch to activate the Quic

8 To minimize al programs at the same i cli
taskbar.

9 Right-click on the WordPad butt taskbar and select Restor e from the shortcut menu.

button on the Quick Launch bar in the

the taskbar and select Close from the shortcut menu.

10 Right-click on the Calculato to
ogram.

Repeat this step to close

@ Practice Exer: V

1  Openthefollowin rograms: Help, Paint and WordPad.
2 wn the key while tapping the key to display the Running Programs
3 .Toqui nimize al windows, click the button on the Quick Launch bar in the taskbar.

on the taskbar again to restore all windows.

|d down the () key and press the key. Each time you press (Tab), notice the selected
program in the taskbar. Ensure the Paint program is selected, then release all keys and press

CEmer)

The Paint program will now be the active program and appears on the screen.

Minimize the open windows by pressing @)+(M).
7  From the taskbar, click twice.
8  Close each program, pressing (Ait}+(F4). Do not shut down Windows.
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Organizing the Windows

While running several programs, you may want to see the contents of more than one window at the
same time. For example, you may want to see the colors used in the new company logo for description
in an e-mail to employees announcing the new company logo. There are a number of different ways to
display more than one window on the screen without having to move and resize each window

separately.

There are three ways to display multiple open windows:

Cascade Displays the windows in an overlay manner with the title bars W each
Windows open program. The active window is the front window.

TileWindows Displays the windows one above another in a fitted tile m , with open

Horizontally ~ window the same size on the screen.
TileWindows Displays the windows in a fitted side-by-side tile man pen window

Vertically the same size on the screen.
When there is more than one window displayed on the desktop, on w can be the active

window, the remainder are running in the background.

There are some notabl e features about the active window:

= When you click in the active window, you will noti lored title bar. All background

windows will have their title bars displayed in ali
= Almost all keyboard commands will be dir

key and the (&) key.

ive window, with the exception of the

L..!| Exercise

Open WordPad and ensuret srestored or maximized.

1

2  Open Notepad and ensure srestored or maximized.
3 Open Paint and en isrestored or maximized.

4

To arrange the on the desktop, right-click on the current time displayed in the

, select Cascade Windows.

o [ i (e B SR SR
DR~wmSPL

- R
i B REE T R

o s, ik i Tapier o e sl plars
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6 Close the Paint program. If you are asked if you would like to save changes to the untitled
document, click on No.

Right-click on a blank area of the taskbar and select Minimize All Windows.

8  Close the remaining open programs.

@ Practice Exercise

1  Open the following three programs. WordPad, Notepad and Paint. Ensure
open on the desktop either restored or maximized.

2  Right-click on the time in the taskbar, or right-click on a blank area of t
Windows Horizontally.

Right-click on a blank area on the taskbar and select Tile Windo

Am).

Right-click on a blank area of the taskbar and select Und

Minimize the open windows by pressing

inimiz

he taskbar and selecting Close

o o~ W

Close each program, by right-clicking on the progr

from the shortcut men. °
Summary
ion"program and at some common elements of an
d no familiar with the following:
u

General information regarding managing files

In this lesson you looked at how to start
application program for Windows. Y o

= How to start an application pr

= How to access a document from the most
recently used documents list

= How to move between open application
programs

Review Q ions
1. N sthat you can start an application program.
ce an ication program has been started, you can use it as required but you must always

it properly when you no longer need to use that program.
True b. Fase
Q When could you use the Run command?

= How to start an applicatio
command

= Common elementsfo
program

When you want to start a program that hasn’t been installed on your system

Y ou want to go to the DOS prompt

Y ou want to install a program that does not start up automatically when you put in the CD
All of the above

2 o T @

4. All Windows-based application programs share a number of similar elements such as toolbars,
menu commands like File, dialog boxes, etc.

a True b. Fase
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5. How can you activate a menu?
a.  Click on the menu command, e.g., File, Edit, etc.
b. Press(Alt)+(F10)
c.  Press(Alt) and then the underlined character for the menu command
d.  All of the above

6. A dialog box isawindow that contains features or commands for a specific action.

a True b. Fase
7. ldentify the following items on the following image:
& Pring idlcd

a —Prlisrsms
et Fieder
| 4] aedd Prdmr S Lcrnark. Optra S 1550 on O
. Bpwan Sk COLOM SO0 ESC[T T an SCL10
g
% ¥
el Peady [Pt e | Pistesnces ’
Lashon =
Cormingid Fired Pirter
Fage Aangs
al M umbear ol copes |1 i«<—1b
{ IPsjar 1855/

3 3
Evdinl gl 4 s [ups revibe o & tregee _II'?IJ _II'?IJ
[ el o gabinpds. T
o= (o J o K

8. Why tant to save your file, even if you might not need it again?

of the files listed in the My Recent Documents menu are shortcuts to the original files, not
al files themselves.

True b. Fase

. How could you switch from one program to another?
a  Press(Alt)+Tab)
b.  Click on the appropriate program button in the taskbar
c.  Click on the shortcut for that program on the desktop
d. All of the above
e. Onlyaorb
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Lesson 7 Looklng at Flles and Folders

e e T A R S T N R = R S e

s s s s e e e T

Objectives Suggested Timing: 1 Hour

In this lesson you will look at the different ways files or folders are displayed and where they may be located. On
successful completion, you will be familiar with:

= What afileor folder is on the computer = Changing the view for drives, files or folders
= How torecognize afile or folder onthedesktop = How to create, customize or change afold roperties
= How to recognize the drives available

Understanding Files and Folders

E A file is commonly referred to as a document. Files or documents are u rom within a

specific program. For example, you could use Microsoft Word to cr ng files such as
325 letters, memos or reports. You could also enter many transactio e ‘company file for an
3.2.6

accounting program. The computer’s operating system and programs iles; these files are not

stored in a readable form. Files are represented with an icofi and usu
associated program.

include a symbol of the

A folder is a container for programs and/or filesand ig
Windows are very similar to folders in a conventio
yellow icon that looks like an actual file folder..F
can create them as needed.

of organizing information. Foldersin
abinet. Folders are represented with a
® created by a software program or you

Files and folders can appear at any level, s inverted hierarchy or family tree. Y ou may hear
the terminology “tree” and “root” u discussing the level of folders and files. Using the
analogy of the family tree, at the top.| indows Desktop. Each folder at the level below it
may contain more folders and files, on how it was set up. Consider the following example:

ﬂﬁ' Desktop
= .,'_1| My Documents
= ) ABC Company
|2 Contracks
o }Froposals
Y
2 Financials at July 31st.xls
W proposal - August Zath,doc
4

This stru the Desktop at the top level, with a subfolder called My Documents. Within the
der is a subfolder called ABC Company. Within this folder is another folder called
s. In the Proposals folder, there is a file called Proposal - August 28".doc and another file
cials at July 31%.xls. If you needed to tell someone where the August 28" Proposal file
ed, you would write it as:

C:\My Documents\ABC Company\Proposals\Proposal - August 28".doc

This is called the path because you are providing the exact path required to find this file. The C:
indicates this is the drive where the file is located, the backslash (1) is a symbol to indicate “go down
to this level”, followed by each folder name and finally, the file name. This syntax helps someone
using My Computer or Windows Explorer to locate the folders and files.

There are no limitations as to where you can store a file or the number of folders that can be created to
store files. You may want to consider how many subfolders you want or need for general
correspondence versus specific files for projects, customers, companies, etc.
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What’s on my Desktop?

hiC’|

3.2.5

RECOGNIZING COMPUTERS

Consider your file and folder structure in a similar manner to how you might want to set up a filing
cabinet for hard copies of your documentation. Having all your documents in one folder (e.g., My
Documents) may be the simplest method but may require a bit of time and consideration for naming
files appropriately so that you can quickly identify which file is the one to use. Conversely, if you set
up a number of folders and subfolders for a project, will you wind up spending a lot of time “drilling
down” to find the appropriate folder for the required file?

There is no right or wrong way to set up afiling system; be sure to follow the company’ s standards or
create one that is logical to you and others who might be sharing your computer. Not i
frustrating than when you need to find a file on a system and there is no obvious p
where to begin looking for that file. One rule of thumb that can be used is to cons ing up
folders in a simple structure so everyone can use the system, both for storin
finding them in future.

The Windows Desktop generally contains icons for specific featur - e In Windows. It may
also contain folders or files that have been created or stor for quick access. For
example, |f you access the cash flow report every day, i e faster to start this file and its

A file that has been saved on the desktop will appear s to the icon at the right.

Notice how the icon represents the applicatior can be used to view the I@j
document, and the file name appears belo identification. This can be

very handy if you need to use this file on is, be careful that if you delete  oiiertorew
thisicon from the desktop, you are act e file itself.

a small arrow at the lower left corner of the picture
tual location where this file was originally saved. This
magEm appears similar to t s icon but the arrow is a visual clue that this is a shortcut
Fvuuw it only, indicati [ elete this icon from the desktop, only the shortcut is deleted,
Faorm.doc not the

Folders may be ¢ top to hold numerous files or you can set up a shortcut to point to a
folder stored in ion. This would present a more cleaner desktop and a central location to

een ‘saved on the desktop will appear similar to the icon at the ,,JI

ent, and the file name appears below the icon for easy Sue'sDeskhop  sUE
ion. This can be very handy if you need to use this file on a regular
eful that if you delete this icon from the desktop, you are actually
thefileitself.

ilar to the file examples, Windows will identify the icon as a folder actually on the desktop versus
shortcut to a folder on your system (show at the right). The first example is a folder that was created
on the desktop whereas the second is a shortcut for afolder residing on a network drive.

Similar to opening a paper folder, when you open afolder on the desktop, it will display in a separate
window. The view for the files or folders in that folder will vary, depending on which option is
selected. Folders can contain a combination of items, not just document files. The screen at the right
demonstrates a folder that contains both document and program files.
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In general, the icon for afile indicates which program was used to create or C on your

system will open and allow you to edit this file. The examples shown h
Microsoft Excel, and Microsoft PowerPoint. Y ou will be able to tell b
the icon whether this is a document file or a program file. For the
type at the end of the name and a blank sheet of paper behind a pr

generally have a file type of exe, com, or bat or the shortc
clearly indicated.

Using the My Computer Feature

The primary purpose of the My Co
different storage devices, i.e., thel LV
network drive(s). Windows provi on

&

row

osoft Word,
the bottom of
will show the file
n. A program file will
e name of the program

is to view or access the contents of
, CD or DVD drive, floppy disk drive, or
e desktop for easy access.

The My Computer window allows yo ickl easily open drives to see what folders and files

are stored in them. To select adrive.pl

Menu Bar ive Icons

swsbem lasks

B] view system informarion gl Local Dk )
;_".', Lol O Pesiere [ Bl
D- v i witiarg
Devices with Renavwahle Storage

Nkher Fares
2% Foppsy A ]

: .'ﬂ]' I Do {0}
(s kr# ’

Metiwork Dorees

H "y Bt Plad
J My Crcuments
@ ontrol Parel

*;F Satong on ool 00usssy [F1)
S
A 5 My Conputer

| €

Task Pane Status Bar
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use over the item; to open the drive, click onit.
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Toolbar Contains buttons or icons to quickly perform common tasks by using the mouse. In
the My Computer window, three toolbars are available: Standard Buttons, Address
Bar and Links. To see the name of the button on the toolbar, position the mouse
pointer over the icon on the toolbar and after about a second, a banner will appear
displaying the name.

Drivelcons  Represent the drives or disk devices available for storing or accessing files. The
floppy disk drive is usually identified as the 3% Floppy (A:) and the hard disk is
usually identified as Local Disk (C:). Depending on the configuration of your
computer, more than one local disk may be displayed. Compact disc dri , network
drive(s) and mabile devices may also be displayed.

Status Bar Displays information such as the number of objects within the t window or the
amount of free space and capacity of a selected disk.

. hat folder. The
information, adding
D contains hyperlinks to

Task Pane Contains specific tasks on the left side of the window_pert
My Computer folder contains system tasks such as
or removing programs, or changing a setting. This
other places on the computer such as My, Netwe y Documents, Shared
Documents, or the Control Panel. Thereis at the bottom of the task pane that
offers information on whatever is select le, if the local drive is selected,
the Details task would display what m it is, how much free space is
available, and the total size of the dri

Another method of seeing the files and fold

Explorer (discussed in Lesson 8) feature. B in

options and features used to manage your fol
indow usi

view the contents of one drive at atim

r the computer is with the Windows
Explorer and My Computer share the same
s. The main difference is that you can only
ng My Computer.

u should not modify the contents of the Local Disk
all the operating system (Windows) files and program
hly; they should only be modified by an experienced user or

In order to keep your system runni
drive except for data files. Thig@ri
files that keep the computer run
a networking professional

L..!| Exercis

1 Fromt , open My Computer.
2 En d Buttons toolbar and Address Bar are displayed. If required, select View,
Too todurn on each toolbar.

sure t atus Bar is displayed. If required, select View, Status Bar.

ien the mouse pointer on the L ocal Disk (C:) drive icon and notice the screen tip indicating
free space and total size.

Click once on the L ocal Disk (C:) driveicon.
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= Lol Drieks [T}

These files are
hidden.

This folder contains files that
hmmp your system working
[y, You ahauld pat modity
|ts comtents.

] Shew e confwre o tha
Wy

Lln ikl A e AR

Show ihe coreris ol Eles Liider

L s ] EEENE ! P e Q
The first time you access the Local Disk (C:), the cont the drive will be hidden for your

protection.

6  Click on Show the contentsof thisfolder.
7  Click the Back button to return to My Co
8  Click the down arrow in the Address ocal Disk (C:).

Bl man iHymetﬁ bt Gu'

Rl -~

B 3 Ploppey ()

e Local Disk [C1)

L o T0 (D)
:Mm'ttlllilﬂwﬁ":ﬁ:l
S chared on ColDD' (5]
= fipps on Col 00 ()

S Maddara on ‘Coil D0 (M)
= Fublishing on 'TollOL’ (]
Conirol Parel
My Metmork Places
& Recyh Bn
1 Sus's Dashiop

=
9 Click

hen finished, close the window.

¥ hutton to return to My Computer.

ractice Exercise

Open My Computer.

Click the hyperlink to the My Documents folder.

3  Clickthe ¥ button.
The desktop icons are now displayed in the window.

4  Click the down arrow in the Address Bar and select Local Disk (C:).
Click the Back button.

6  Click the Forward button.
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7  Click the hyperlink to My Computer.
8 Select View, Go To and then select My Documents from the submenu.

9  When finished, close the window.

Changing the View

piC’|

3.2.6

COMPUTING FUNDAMENTALS 1105-1

There are anumber of different ways to display the information when looking at | [~

files or folders. Occasionally a different view may be required to sort filesin a .
specific order, or to see more information for the files or folders. The view T:'"'mt'”a'ls
options can be selected using the &+ (Views) button on the toolbar, or you can y ITE'S;

use the View menu to see more options than available with the &+ (View.

button on the toolbar. ‘

& Lisk
Details

i . .
As noted, the filesand fold onthescreenina
Toolhars k . . .

o Stahus Biar specific order to help fin your file or folder
Eapdornr Bar ' structure. Use the options a in the View, Arrange
S I cons submenu to sel e sort order, or change the view to
Ties the Details view i use the column headings as the
lore sort order.

LEE
o Dartoils
- Sizm
Chapose Dabailks., Type
Cech timize This Foloer ... . Mo ke

Go o E
Pafrash

Zhows in Groups

9

Alternatively, Windows X i you withthe [
option to use the s feature and @ﬂ @ﬂ
group your files the file such as
name, size, type, 0 e ified. For example, if gnnual Sales  Awards.rtf
you group image files appear in one Report.doc
group, o) files appear in another
group, an in another. Show in Groups | E
C arr n the View menu. This option .
ith every view except List. ‘ﬂ

ennobled, tef

@ﬂ

Histary of the
Internet, doc
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Thumbnails

Group your files by any detail of the file such as
name, size, type, or date modified. For example, if
you group by file type, image files appear in one
group, Microsoft Word files appear in another
group, and Excel files in another. Show in Groups
can be arranged in the View menu. This option

works with every view except List.

| Sreadetask Fie

Iﬂ ) Anml Sales Rapart.doc

— =]
5 Hpisds it ereblea] oot
“ i
Iﬂ 4 Hetoy o W e e, b T Libt, AR ard PLARE Eal
. =
IE ¥ I..lll'-'InHru:r}'rlh-h: IE 'l.ll'bl'lﬂ}:ﬂ'l'-m.
= =]
IE | sther Wriking e da Iﬂ 4 Pireies of Sabss Mesting. coc
== | == |
I!I hessggaagss. 43¢ T ases and Reverass Repot ket "
31 S5 Yeson Plarkieting T L o T
Iﬂ Presant. stion. pot Ijﬂ :
@ 1 what i & e o ﬁ
R _Me s
2] 4 tard Sals. doc
E vanopd L. e IE ’y

4

the icon;

ged by file type.
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however, sort

jon is noted by how the icons or file names
ged. The following screen shows the files
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files and folders as icons with
rmation provided for files, e.g.,
. lcons are larger than in the
the sort order is arranged in the

u. For example, the following screen
es sorted by the file name.
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| Spresdchant Fles

1] srrwsal Sales Report . doc
15 s it

ﬁ ennobled. ttf

|’i]l'| sbory of Ehe Inbsrnst.dos
[2] Lakis, Wwhakis ared MsS Lt
1| Lattar o Hervy Sith.dos
lhl]Lctm to Joan Woods. doc
15 Lattar Writing Memia.doc
H_]r‘-'hu:rs of Sales Meaebng, doc
i ]I'-I!.qu'l:-l.p:- it

15 et s & Mok doc
[ wtat i Virus. rif

5 vaniamp0d b mxe
|l vAropl] Bxa

P ] vard Sl dox

Details

Lists the contents of the
open folder and provides
detailed information about
your files and folders,
including name, type, size,
and date modified. In
Details view you can aso
show your filesin groups.

Filmstrip
Filmstrip view is

RECOGNIZING COMPUTERS

List
Displays the contents of a folder as a list of names preceded by small
icons. This view is useful if your folder contains many files and you

want to scan the list for afile name. Files and folders can be arranged in
the same options as with other views.

)

l Spreadchisst Fles e Folder LZVAI3004 L0:30 5
-ﬂ].ﬁ.l‘l‘ll.ﬂ Sold £t , e 12 8 Mol siard Dol AL 00E 53 PM
f_“l.ﬂmds.rtF 1 K8 Rich Taxt Pormast ANSIA002 LT FM
ilcfl‘mbl‘.-:l.ﬂ." TEKE  TrueTwe Font hie LDV T a9ea 105 PM
B Hasbory of thes Intmrmat doc 10 05 Memsoft sord Document 11 F00E 250 B
12 Litshs, 'Wishis i Mihs bt LEB  Text Document 2i21J2000 L0:08 &M
-E]thl:m bo My Shidth. doe J0KE Mool t wWhond Dot AP 12003 2234 M
-"HLH':H bo Joan Woods. doc 10 K8 Mcrosoft ‘ond Dooment A1 003 2:59 B
glLﬂtHU-'rrﬂ'r] PRSI S0 20KR  Morosoft Word Doomment BFLLI2003 2274 PM
-ﬂr-'hn-: of Gales Msstang doc 158 Monosolt sitord Doamand B A A0S -5 i
1 | Pyemeemgroams  doc ITER  Mcrosoft Word Dooument B1113000 238 M
| Sales and R Report Ext DEE  Text Document LT 2000 15 AM
llll'l'm'.n Harkating Prassant ation, ppk 1418 Merodolt PomerPont Predantation 671152003 2534 PM
ﬂ_]'-“‘rﬂtﬂ-:-"kh‘.’-:l"l".i:t EER Mcrosoft Word Dooument BrL 12000 2275 PM
-E‘I'-H‘d‘i-:ﬂ.h'ru-s.rlr SHE  Rich Text Format IR 000 S0 P
Em_ﬁ:u-rﬂ Tel B Apphcstion 1201 008 [ 1;25 &M
) WANTIDE ] E L, 762 KB appcation LZI10{Z002 6! LB FM
-ﬂ-.’m’! G e 25 KE Mool Wond Doy B 100 2235 PM

g

ith picture folders. Y our pictures appear in a single row of thumbnail

through your pictures using the left and right arrow buttons. If you click
alarger image above the other pictures. Y ou can also choose to edit it in
ifications using the Viewer feature.

Sunset.jpg

water liies.jpg

Winker.jpg
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3.2.6

When viewing files you may see file extensions or types such as .doc, .exe, .bmp. The default setting
in Windows is to hide file extensions for known file types to keep the display simple. In most cases,
the icon at the left of the file name represents the software program it was created in as a visual
reminder. However, the icon may indicate which program you can use to view or edit the file; you
may want to see what the file type or extension is to determine if another program might be more
applicable for editing afile or if you even have a software program that can edit thisfile type.

Having the extensions displayed can also be handy when you want to see how the file was saved, and

to give you a quick method of organizing files. For example, you may have a photo imageithat doesn’'t

look very focused when you view it. One way to determine why the picture appears could

be to look at the file format used for the file. The picture might have been scanned an with a

tif format and looked fine, but once it was saved as a .jpg for a web page, the reSelution or ity of
. View

the picture may have been reduced due to the file format requirements. V
Y ou can change the view option in My Computer by selecting Tools, F

tab. In
the Advanced settings area, make the necessary changes or click the R button.

On occasion, you may click on afileto open it and see awindow sim following:

_] Wfirdoess canniok opesn this e

< Pl 001 Yk loga GALL) oo

T e s Pk, WInNcinws Maisscls b0 braew whil [eogram crasted i Windows
can ga anlne to ook & up sutomatcaly, or you can marrselly sslect from a ket of
AR E DN O O

‘what do 'y wank Eo da?

{2 ke b Wiy v b Find Bhes appeopriabs poogram
{_) Sebact the program from & kt

| LK, II Careal |

This indicates Windows cafinot fin ram on your system to automatically accept or open thisfile
(e.g., you do not have that arefinstalled, the file was renamed incorrectly, etc.). In most cases, use
the Select the progr option to choose another program already installed on your system

_] Cheocee the program ywou reank b use o open thes file
i

alows you to scroll
a program that may be
ype, or look for more help

Fiec SO0 Wark logn (ALL ) oo

. . . . Proqysae:
on the w ut information about this file :
when choosing a program to Hm .
ile type; in some cases, the program 7| Cip Crgarie
nger to open than using a “quick and o Inkbemat Ecplarer
. . . roncft Accema
program to view files of this type. For :m g

ple, using PhotoShop to open .jpg files takes [ ——

ger to start PhotoShop than to use the [ vorosoit woru

Windows Picture and Fax Viewer program that A Mol Offios Dooanenk Ineana

comes with Windows XP. If you are unsure as to Ty 8 hemotpion thet: o mark b are For o o of ke
which program to use, always check with your

network administrator or a technical support E)iomam o the aslacted pracram b apem e Mrd of B
person prior to selecting a program in this dialog [erowme... |
box.

TF b prmegerans oA st b ok in Hhes list or oy compubss, you can logk
[of the SO ODrbiE DROOraIn on e Y.

| o || cace
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|!!| Exercise

w

~N o o b~

Open My Computer.

Open the Student datafilesfolder.

Select View, Tiles.

Theinformation is displayed in the My Computer window.

Right-click in the blank space in the window and select View, Details from the
Click the - button and select List.

Click the &+ button and select Thumbnails.
Click the ™+ button and select Details.

Notice the column titles displayed at the top of the file list. O
view is that you can quickly sort files in ascending or desce
appropriate column title.

f using the Details
der by clicking on the

Click the Name column to change the sort order of th ending order.

the Name column from the Size
just the width of the column.

Place the mouse pointer on top of the vertical i
column. When the mouse pointer turnsinto a,+

Pt Sam  Typa Db Miocilacd
-"-"_]Tﬂ'didc' dac ZHED  Morosoft Word Bl1Lf2000 2
S WANZIpBL, B 1,762 KB Appdcstion 1271052003 ..
#wrm‘l:g:ﬁ_kt.tne T41 EB  Apobcatsom 112D ...
-E'l'.-ﬂ"ll: & i Mires. Fir KB REh Taxt Foavat  TI2E{Z000 &...
".i'l'ﬁh!: 5 & hisbverk dog BkB  Heorosoft Ward, .,  Bl1002000 L.,
'-'"_'I'-p:n Markating Fressnksbon. ppt ISED  Feomsoft Powe Bl1Lf200 2
-_ Saer and Reswnue Report L EB  Teuk Doourmenk AITZ000 &
E_-]rm.;-m.dn-c ITKE  Meorosoft Woed...  BJ1L{2D03 Z...
B | of Sabs Hasting, doc L3KE Microsoft Word.., 8/1L[ZD0G ...
'ﬂlrlt!' ‘ritirgg Marma, dex S0ER  Merosoft Word, ., &J11/2000 2.,
-"-_"_]Ln!l:t!-l'tl:l.'ln:ﬂ'\-'-'-'mds [0 L1ED  horosoft Word Bl1Lf2000 2
E_']Lctl::rtl:- Heney Sl Z0EB  Mcrosoft Word... 81112000 2.,
& LAMS, Waks aned MENS. bt 1KB Test Doouresnt  2I20{2000 6.
B | Histoey of Bres Iritimiet, dos: L1KE  Meorosolt Wird,., SH1L{Z00 2.
| srrabled, 1 HER TrusTyps Fork .. 200170900
"-"_'ll-uan:: ritf 1ED  Bich Tt Fomrat 41192002 &
E_"IAI‘-I‘I-.I-H Sagas B epawt. do LZER  Miomsoft Woed...  BJ11{2003 2.,
] Spr et Fhes Fibe: Fodoke 137520 ...

ect View, Arrange | cons by, Type.

t View, Choose Details.
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Choose Detalls 7%
Saleaci tha dlebalds pou wanl b dhplay foi tha Rles in the kolder
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Em i | W Lip |
Size
[ Twpe _Huove Down
[#] Dot b cachliedd =
Shaw
|| Dt Comated I—I
[] Daiw Aexzmiped Flid=
[ At
[ Stens
] Direrees
[ sustren
[ Tide
] Subject
| Cslegony
| | Pagas
[ Cosrmnt: o
‘wahydth of sebeched colurnn | poesk |
| ok || cecs |
MoveUp/ To reorganize column desired column and then click the
Move Down appropriate button. columns can be moved by dragging the

columntoanew | he window.

Show/Hide Show or hide lumn.
Width of Type a number lumn width for a preferred width. It may be easier to
selected column  drag the c preferred width rather than using this option if you are

(in pixels) not f
12 Inthe Column Setti jalog bex, turn off Type, and then click OK.
13 Right-click on
Click the &=+

pixel measurement.

h as the Size column, and then select Type.

ect Tiles.

he window.

ercise

y Computer.

re you are viewing the files in the Student data files folder.

Select View, Arrange | cons by, and then click on Show in Groups.

Click the &+ button and select Thumbnails.

Notice the different grouping of the icons.

Scroll to view the list of files.

Right-click in the blank space and select View, Tiles from the shortcut menu.
Select View, Arrange | cons, by Name.

Click the &=+ button and select Tiles.

5
6
7
8
9
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Notice that you cannot display the List view in groups.
10 Click the hyperlink to My Computer.
11 When finished, close the window.

Creating Folders

When working on the computer, most of your documents or files will be created directly from within
E the programs you use. On occasion, you may create a folder at the same time as saving a file. For
3.25 example, if you are using Microsoft Word to type a new letter and are ready to save ou may
326 wish to create a new folder at the same time and then save the file into the newly cr
Alternatively, you can use My Computer or Windows Explorer to create additi der
for storing your files.

any time

When creating folders, you may create folders or subfolders withi
complexity of your filing system. Folders are represented by a yellow,
folder, whereas files are represented by an icon that looks like a
representing the program used to createit.

ending on the
slike an actual file
includes a symbol

To create afolder, use one of the following methods:
= Select File, New, Folder.

= Click on Make a new folder fromthe Fileand F Q < ea of the task pane.
= Right-click in ablank area of the drive windew:and ck on New, Folder.

When creating subfolders, ensure you havg appropriate folder that will contain the new
subfolder. The Address Bar displays the.na he open folder. You can turn the Address Bar on
using the View menu.

Windows does not restrict where created, or whether another folder shares the same
name. Wherever possible, try der name unique to prevent any accidental deletion or
replacement of files and_ fold ing or moving folders are also discussed later in this
courseware). Once a fol reated it can be renamed or moved to a more appropriate

|ocation as needed.

D pen the Student datafiles.

|!!| Exercis
1 Fro d open My Computer, click the down arrow in the Address Bar and select
the ane under File and Folder Tasks, click on Make a new folder.
will be created with the name, New Folder.
° 1 vhat is a Yirus, rtF

o winampS06_lite, exe

w Winzipd1.exe
J\"ard Sale,doc

3 Type: Training and press(_Enter ).
4 Double-click on the Training folder to openit.
Y ou will now create a subfolder.
5 Right-click in the blank area of the window, to the right of the task pane.

6  Select New, Folder from the shortcut menu.
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7  Type: Important Documents and press .
8  Click the = r#== putton on the toolbar.
The Folders pane now appears on the left side.
9 If necessary, click on the E button next to the Training folder to display the new subfolder.

= ) Student
+ | ) Spreadshest Files

Sl=]raining.

|0 Impartant Docurments

When working with folders, you may find it more convenient to display th ders asthis
allows you to see the hierarchical structure of the folders and subfolder [ e view
you will see when working with Windows Explorer.

10 Click the = === putton on the toolbar.
Y ou should now have the task pane showing again. °
11 Close the My Computer window.
Y ou should now be at the Desktop. é
12 Right-click on ablank area of the desktop. °
13  Click on New and then click on Folde&\

folder and press (Enter ).

14 Type your name for the n 0
15 Double-click on the folder t

16 Click anywherei of the new folder’ s window.

17 Click on New.an er.
18 Type: I and press (Enter ),
19 R S 18 to create a new folder for each Module as shown in the following:

|Z3IC3 Mod A Files
IiZ3 Maod B Files

1

se the window to return to the desktop.

You have successfully created a subfolder within a folder created on the desktop. However,
notice that the folder stayed where it was created. Y ou can move or rearrange folders or files on
the desktop by changing their view.

Right-click on a blank area of the desktop.
22 Click on Arrange | cons By.
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Arrange Icons By Mame

Refresh Size
Twpe

Paste Modified

lUndo Rename Chrl+Z
Adka Arrange

ew align to Grid

P i
roperties v Show Deskkop Icons
Lock Web Ikems on Desktop
Run Desktop Cleanup YWizard

Y ou should notice that the items here are very similar to when you chan view in the
My Computer window. Windows tries to maintain consistency for certai egardless
of where you may be at the time you access the command.

23 Click on Name.

The folder should now have moved to be listed alphabetically % e default icons on the
desktop.

@ Practice Exercise

At the desktop, right-click on a blank ar , Folder.

Type: Personal Docs for the name of and press(_Enter ),
Double-click on your new fileto
Right-click in a blank area of the wi click on New, Folder.

Type: Mortgage Papers e the new folder and press(Enter ),
Right-click in ablan of t dow again and click on New, Folder.
this new folder and press(_Enter ).

Double-clic es folder to open thisfolder.

Type: Invoices

© 00 N o O A~ W N PP

ank area of the window and then click on New, Folder.
hing for the name of the new folder and press (Enter ).
k area of this window, right-click and then click on New, Folder.

- DB Dev for the name of the new folder and press(_Enter ).

=
o
_|

u should now have two new folders within the Invoices folder.
Click onthe @ button to move up one level.

Y ou should now be looking at the two folders in the Personal Docs folder, i.e., Mortgage Papers
and Invoices.

Click onthe i button to move up one level again.
Y ou should now be looking at the folders and other locations at the desktop level.
15 Close My Computer.
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iC’|

3.2.5

Changing the Folder

Y ou can change the appearance of the folder to suit your preferences by changing the properties. For
example, by default Windows displays the toolbar and Address Bar whenever you open the My
Computer window. Y ou can change this display to show only the contents of the folder and just the
toolbar. Y ou can also choose to display as many toolbars as required.

One option that can be very useful isto rename the folder. Y ou can make the folder name aslong or as
short as required although the entire title may not be visible based on the default size for a folder
name.

To change afolder’s name, use one of the following methods:

= Click on the folder icon to select it and then press(F2) to activate the Edit

= Click to select the folder icon, then click inside the folder name to activate

= Right-click on the folder and then click on Rename from the shortcy
Whenever you see a black line and the folder nam as shown here this

new name for the folder or use the mouse<tursor o
appropriate location to insert or delete char,

keys to move to the
the folder name.

To change the properties for afolder, select the folder fi k on Tools, Folder Options.

Falder Opthans
Loeneral
ik
j (3 Shurs corminon Lk in Rolders
iTa) () Ul s el bokds
Eiiarsin [oihe
j () Ol sk Fodhisl i el Sl sarndinss
= (0 Ol ok Dok v s o, wiredon
e, ey 5 Bododsy

[ H (2 Single-chick ho open an imm [poinl o seleci]

(%) Dioubls-chick ko open an dem [singls-cick 10 nelect]

| Restorm Dststs |

[ o [ cace || Aok |

Tasks Each folder contains specific tasks on the left side of the window for that folder. For
example, the My Music folder contains tasks such as Play selection, Play all or
Shop online for music whereas the My Documents folder contains tasks such as
rename a folder, move or copy a folder, delete or create a new folder, etc. All
folders also have specific hyperlinks to common folder tasks and other places on
your computer. These links aso appear in the left pane of the window.

Browsefolders Specifies that the contents of each folder opens in a new window. The previous
folder content still appears in a different window so you can switch between the
windows.
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Click itemsas Provides options on whether to single-click or double-click to open items. Y ou may
follows also choose to underline single-click items and select items by placing your mouse

over the item, or underline single-click items when the mouse pointer hovers over
them. You can also choose to double-click to open an item and single-click to
highlight an item.

||._!_!_|| Exercise

1
2
3
4
5
6
7
8
9

10
11
12

13

14

On the desktop, click on the folder icon with your name that you created previou
Press(F2) to activate the Edit mode.

Type: 1C3 Data Files for the new name and then press (Enter ). V
Double-click on the folder icon to open the folder.
Right-click on the IC3 Mod A Files folder and then click on RQ

Press the (Home) key to move quickly to the beginning of the fol
Press the key to remove the |C3 characters, inchudi e space.
Press(_Enter ) to exit the Edit mode.

Using any of the methods for renaming the fold the other two folders so the final result
appears as.
[hMod & Files
ions. er the Gener al tab active.
olders.

.............................

[=iMod B Files

Select Tools, Folder Opt
Click on Use Windowscl
In the Click items as wsarea, choose Single-click to open an item (point to select). Click
the Underline i¢on ti stent with my browser option.

Click OK.

& |C3 Data Files 9[L=]c3

Fi= Edi WVew Foworites Tooks Haeip

T Semrch Fokiers > K)o

O Sl it i Sethingslssorg i Dasbbop i IO Dala Flas | % E-: ]

Notice how the window no longer shows the task pane, and the folders now are underlined, in a
similar manner to the way links appear.

Click on the Mod A Filesfolder.

Y ou should now be inside the Mod A Files folder. Notice how you only had to click on the folder
in order to open it, instead of using a double-click. From this point forward, Windows will be
operating in single-click mode. With this mode, be sure to point on the folder to select it and
click on it only when you want to activate it.
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15

16

17

18
19

20

@ Practice Exercise

1
2

O

Click onthe * button to move up one level and then point to the Mod C Filesfolder.
Thisfolder should now be highlighted and not open.

Point to the Mod B Files folder to select it and then click onit.

Y ou should now be in this folder.

Click onthe @ button to move up to the IC3 Data Files level.

Select Tools, Folder Options.

Click on the Show common tasks in folders option. Click on the Underline es only
when | point at them and then click on OK.

The window will now show the task pane again. Notice the contents no | V underline
with the name.
Close this window to return to the desktop. °

Right-click on the Personal Docs folder on the des ick on Rename.

Click at the beginning of the D for Docs
Files and then press(_Enter ).

Y ou have just changed the name of thi

key to remove this word. Type:

sonal Docs to Personal Files.

fro
Click on thisfolder to openiit.
en press(F2).

Press the (Home) key to m ui the beginning of this folder and type: 2004 (including a
space) and then press{_Enter )

Select View, T

Point on the Invoices folder t

v Standard Buttons
v Address Bar
Links

Lock the Toolbars
Cuskamize, .,

ick on tHeAddress Bar option to turn it off.
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Sm Tvps Crain Foolims
Fis Powls T1ZRE00E i1 P
Fls Rl 11ZEEmH 12115 P

W Ay I'rrf-.ll"l

Address Bar can be helpful in

If you have folders with similar names on different
drive.

showing whether you are working on your local
8 Select View, Toolbars, Address Bar to turn.it ol
9  Close the window to return to the deskto

Summary

In this lesson you looked at th
located. Y ou should now

s files or folders are displayed and where they may be

= Changing the view for drives, files or folders
=  How to create, or change afolder’s properties

= What afileor fol

=  How toreco
= How to recog ives available

Review

showing the path for afolder or file be helpful ?

It tells you which drawer the file or folder is stored

It tells you whether the file or folder is stored on a network

It tells you the name of which folder and how many levelsto go through

o 0o T @

All of the above

3. You can only create up to 20 folders within one folder.
a True b. Fase
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4, What'sthe difference between the following items on the desktop?

i
Li=kter bo Mew
Customes. doc

5. The primary purpose for using the My Computer feature is to view or access the contents of
different storage devices.

a True b. Fase

6. ldentify elementsin the following image:

r My Coampaber

Syuiemn [azks

= s i gl ool D)
T Adder rareran
oS
D Chargs a ssttrg Devires wakh Remeesble Shorsge

\gmﬁm'lli <—— C
-
[0 ™ o OO0

Fetwaork Cnves

Ol Places
'l-_.] My Mebaor Pl

'_1 By I it

B controlFarel

o My Compubar 4— d

iles and folders with the date of creation or last modified?
c. Details
d. Tiles

7. Which

b.

ows displays an error message that it cannot open a file and asks you to select a program,
oes this mean?

QHOW can you create afolder?
a  Select File, New, Folder d. All of the above
b.

Right-clickandthen e Onlyaorb
click on New, Folder

c. Click on Make anew
folder from the task pane

10. Which key could you use to rename a folder?

a (F1) c. [(F3]
b. (F2) d. (F5)
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Using Windows Explorer

e e e T e B g < S e S S i T e P

Objectives Suggested Timing: 1 Hour

In this lesson you will look at the Windows Explorer and learn how to manage files using this feature. On
successful completion, you will be familiar with the following:

= Selecting files or folders ® Renaming files or folders
= Moving files or folders = Viewing file or folder properties
= Copying files or folders = Finding files

What is Windows Explorer?

E Windows Explorer displays the hierarchical structure of files, folders, and ur computer. It
also may show any network drives on your computer. This feature is o the My Computer
3.2.6 option but can show you multiple drives at one time instead of onl indow. You can switch

between My Computer and Windows Explorer by using the = rs==  butt

drives, files and folders in a
nin My Computer. Windows
dlightly different manner. In both
s and foldersin very similar methods to
rch for files and folders.

By default, Windows Explorer shows the Folders pan
hierarchical structure whereas the Folders pane is not a
Explorer and My Computer display the same infor

My Computer and Windows Explorer, you can magip!
handle tasks such as create, copy, move, ren

To start Windows Explorer, use one of the

= Click onthe Start button, then clicl | Pr ms, Accessories, Windows Explorer.

= |f you have anicon on the
When Windows Explorer epen

dows Explorer, double-click on the icon.

s the Folders pane and the contents of the My Documents
y Computer even though you started Windows Explorer;

to|
s )

remember that if t on is active, this indicates you are using Windows Explorer.
Windows default puter location whenever you start Windows Explorer so you can see
al drivesavai

As show ing screen, the My Computer location is highlighted in the left pane, and all
the driv ess to on this computer are also displayed. The right pane displays the contents

of the M er location which in this situation are the drives you have access to on your
er.Y ay also see files and folders listed in the right pane, based on which folder or driveis
in the left pane.

C

ing on what options have been set or installed by another user on your system, you may see
ol bars displayed than shown in the following screen.
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& Wy Computer r:lﬁlg
Fie Edt Wew Fawoites Tooks Help Fid
& - e Foders | [La1]"
i P Comnprber b ﬂ o
Fokders % 3w Floppy (A
[ resns ol Dok 05:)
# r-:l'.'l:l:-cl.n-rI:- a1 Drve (L)
- E— S oarong on 'l DpEssy (Fi
3 W choved on Co 100 (5]
* ﬂ ik Feapree (A — - .
s Lol sk (11 e Ape o T SO0 (ke )
. . W Accpas on o BN =]
B g 0 Drive (D) g R L AT
§ % Twong on ol D0fserst (F1) E Hadclsta on 'Cril Jl..l.r-'L..
+ 5 chared on 'CAl00 (G L Fublishing on TALOL (0
& W Appd on Col V0D (H: ]
% Accpsc or "ol L (1)
B % tsdclata on "Coil 000 M)
B poblshineg on CeilDl ()
+ [ Contro Parel
+ "'J My Matwaoik Placis
B H&cpos Hn
Ealr -] T § My Compuber
Status Bar Folders Pane Split Bar Pane
FoldersPane  Displaysalist of drives d hierarchical structure. Y ou can see more or

h

Commonly known pand button, you can click on this to show more

folders or item el. You may see several of these buttons based on
how the driye. or ructure has been set up. Each time you click on this
button, Wind i ow more folders or items beneath that level.

no the Collapse button, you can click on this to show less folders

el. You may see severa of these buttons based on how the drive
re has been set up. Each time you click on this button, you will hide
e folders or items beneath this level.

less of the folder structur ve by using the Expand or Collapse buttons.

ical bar between the Folders and Contents panes; drag this bar to show
or less of the Folders pane.

he right side of the Explorer window that shows the contents of the drive or folder

Split Bar
Contents
currently selected in the Folders pane. How much information or how the contents

Status Bar

© CCI LEARNING SOLUTIONS INC.

are displayed will depend on which view you select. For example, if you have the
Details view selected, you will see an icon representing the program associated
with the file, the name of the file, and the file type, such as What is Windows.doc,
Winzip.exe, or Budget 2004.xIs. Alternatively, if you have the Thumbnails view
shown, you will have larger icons representing the files and folders, picture files
will be displayed in a preview mode, and data files show only the icon for the
program associated with the file.

Located at the bottom of the screen to provide additional information for the
selected drive or file such as number of files in this folder, amount of spaced used
and free for the selected drive, etc.

COMPUTING FUNDAMENTALS 1105-1



180

RECOGNIZING COMPUTERS

||._.._!_|| Exercise

1
2
3
4

-

Now open and modify My Computer to display the same vi

8

Click on Start.
Select All Programs, Accessories, Windows Explorer.
Click once on the My Documents folder to display the contents of the folder in the Contents pane.

Click the ® next to My eBooks folder in the Folders pane to display the contents of this subfolder
in the Contents pane.

This expands the selection, showing the items beneath.

Click the = next to My Documents.
This collapses the selection, hiding the subfolder(s) beneath.
In the Folders pane, click on My Computer. °

Notice the contents displayed in the right pane.

Minimize the window.
y Windows Explorer.
From the Windows X P desktop, open My Comp
Look at how the information is displayed i

Click the = m#=: button inthe My C wine

By displaying the Folders pane, t Co

Windows Explorer.

er window provides you with the same view as

Click the = m#=: button again t ethe Folders pane.

\

Close all windows.

9,

Folders pane now expands to show the contents under My Documents.
ick the = next to My Computer.

Click the = next to My Documents.

All folders have now been collapsed.

Click the & next to My Computer.

In the Contents pane, click on Local Disk (C:).

The drive disk expands all the subfolders beneath and lists the objects in the Contents pane on the
right.
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7  Click the = r#== button to hide the Folders pane.
Notice how thislooks similar to using My Computer.
8 Click the = r=: button to display the Folders pane.

9  Close the window.

Selecting Files or Folders

As you work with the computer and create a number of documents, you may need t ize your
E files so that you can quickly find documents. This can be accomplished by setti a file
3.2.6 management system (i.e., creating folders for your files) and moving or copyi ur files into the

appropriate folders so they are better organized. Files and folders may be ren
delete files or folders that you no longer require.

ay wish to

IMPORTANT: When copying, moving or deleting files or folders, ensur
folders. Do not move or delete any program files or program folders.

g with your files and

-

Before performing any actions such as copying, moving
selected.

Consider the following methods of selecting files or f

, the file or folder must first be

= Toselect onefile or folder, point to that file
t Edit, Select All or press(Ctr)+A).

= To select multiple files or folders t utive, point to the first file or folder in the list,
press and hold down the (Shift) key, point to the last file or folder in the list.

® You can aso use the lasso me consecutive files or folders. Point at the right of the
k and drag up or down to select the rest of the files or
folders for the selection. A bl ill appear as confirmation of the selection, in addition to the

files or folders being ght

or folders. ple, you have selected al files and then realize you only need to select a couple of
iles. all the files selected, use the (Ctrl) key to deselect the two files you need, then use the
t Selection command to invert the selection so that the two files you need are selected and

INg else is deselected.
urn off the selection on any files or folders, click anywhere in a blank area away from the
< ‘ tion.

Exercise

1 Press(@)+E) and navigate to the Student data files folder.

2 If necessary, select the List view.

If your files are listed in descending order, change the view to Details first, and click on the Name
“ column to sort the files in ascending order. Then change the view to List to continue with the exercise.
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Y ou will now select a continuous list of files.

3 Highlight Annual Sales Report first, and then press while highlighting the Letter to
Henry Smith file.

Notice thelist of files selected.
4 Click inablank areato deselect the list.

Y ou will now select filesin random order.

5  Select the Annual Sales Report file, press and hold the (Ctrl) key while highlighti etter to
Joan Woodsfile.

The two files are now selected. V
6 Clickinablank areato deselect thelist.

Y ou will now use the lasso technique to select files.
7  Position the mouse pointer on any blank space to the ri e Vision Marketing

Presentation file and hold the left mouse button down drag o the LANs, WANs and
' nd the selected files.

MANSsfile. As you drag the mouse, notice the box ap

the mouse. The fileswill then be selected and the lasso

8  When the files have been
box disappears.

9  Click anywhere away ection to deselect the list.

Y ou will now select this location.

list items as well as provide yourself with a visual clue to confirm the deselect action.

ow create afolder after selecting alocation in the Folders pane.

Right-click in ablank area of the Contents pane and then click on New, Folder.

Type: Unit 2 - Windows as the name of the new folder and then press (_Enter ).

Click to open the folder, right-click in the Contents pane and then click on New, Folder .
15 Type: Practice Files asthe name of this new folder and press(Enter ).

Look at your folder in the Folders pane and notice the first new folder you created is now listed
below your other folders.

16 If you do not see the new subfolder created, click on the & at the left of the Unit 2 - Windows
folder to expand the list.
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@ Practice Exercise

1  If necessary, open the Student data files folder.
2  Select the Details view.

Practice selecting filesin sequential order.

3 Highlight onefile.

4  Scroll to seethelast filein the list and then press the (Shift) key while highlightin file.
5 Clickinablank areato deselect the list.

Practice selecting filesin random order.
6  Highlight onefile.
7  Pressthe(Ctrl) key while highlighting another file.
8 Clickinablank areato deselect thelist.
9  Select four filesin random order.
10 Select Edit, Invert Selection.

The previously selected files are no longer unselected files are now selected.
11 Click to deselect the list.

12 Drag the mouse to select multiple files. ition the mouse pointer on any blank space to the
right of the file name and drag . When the files have been selected, release the
mouse.

13 Click to deselect thelist.
14 Toselect al files, pr
15 Click to desel

Copying an i Files or Folders
Files or copied or moved from one drive location to another, from one folder to
E another, e desktop. You may find it more convenient to display the Folders pane as this allows

you to see chical structure of the folders and subfolders and to quickly navigate between the

' t folders or drives. The procedures for copying or moving files are similar; there are a number
igues that may be used: the toolbar, Edit menu, shortcut keys or right dragging. In addition,
0 menu may be used to copy files.

3.2.

ying Files or Folders

When afile or folder is copied, it remains in the original or source location and a copy is placed in the
destination location. The same information will be in two locations; this is important to remember
when updating files.

Y ou need to select the files or foldersfirst prior to copying. Use one of the following methods to copy
afile or folder:

= Select Edit and then Copy. Move to the new location and then select Edit, Paste.
»  Press(Ctri)+(C). Move to the new location and then press (Cti}+{(V).

= Right-click on the selection and then click on Copy. Move to the new location, right-click and
then click on Paste.
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= |f using My Computer, click on Copy the selected items from the File and Folder Tasks pane.
Move to the new location in the Copy Items window and then click on the Copy button.

= |f buttons have been set up on the toolbar, click on the 1 (Copy) or the # (Copy To) button.
When using the Copy button, move to the new location for the file or folder, and then click on the

1 (Paste) button.

= |f copying files from one drive to another, Windows will automatically set up the selection to be
copied as you drag the selection to the new location. Y ou can also copy a selection using the drag
and drop method on the same drive by pressing the key as you drag the selection to the new
location.

||._!_!_|| Exercise

1 Ensureyou arein the location where the data files have been stored.
2  Select the Details view and arrange the icons by Type.
3  Seect al of the Microsoft Word (.doc) document files.
4

Click on the = Fu=: button to switch back to the ter mode. In the File and Folder

Tasks pane, click on Copy the selected items.

Select the place where wous want bo copy Beese 9 bems.
Thean click tha Copry bakion.

= W My Computer - '
# B 3 Flopay (8
# e Locsl Dk ()
¥ g D0 Drrew ()
# % SWearg on ool D0l esrsy (F:
H % Shared on Calod (5:)
+ % Aooe on VOl DI [HE)
# ¥ Locpac on ‘Co100° () e

To view sy subfoldars, dick s phs sign sbows.

r-'I.lhehlean:i:Er | | Cogrs ] [ .q.:.ﬂ'ﬂ:H
5 SWe list until you see the IC3 Data Files folder. Click on the  to expand the folder.
en click'on the Mod A Files folder.
e Copy button.

e files will be copied from the student data folder into the \IC3 Data FilessMod A Files
folder.

Click on the = ra##== button to display the Folders pane. Move down the Folders pane until you
seethe IC3 Data Filesfolder.

8 If necessary, click on the # to expand this folder and then click on the Mod A Files folder to
display the contents of this folder in the right side of the window.
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% Mod A Flies LB
Fii EN MVew Ficodis Tosk Hal I®
(o Bt T s Fokders | [T31)= &b

Fudaid X pawe See | Type Liabe Modfied

§ W Hy Corpuisr & Hanne Sses e IZED  Microscit Word Docurment 0y 112003 273 P
5 W by Patrae. Pl B tpae i LR Bk Tk Formast ) SE1H0E 617 P4
& Recycls B 1] vistory of the Intermet ILER  Meerosadt Werrd Dooument i1 2 31 P
S 1 bEE-1 Student B Letter to Heney Sith 20ER Merasalt Wand Docurent B 0 2 3 P
3 3 Spreodsheet Fles B |Letter tn Joar woods 14 ER  Mcrossit Word Document LTE e ek
F 3 Trakeir o1 | L ethe Writing Memd OIKE  Marasolt Wand Docursent B8 0T 2 P
B 3 Lt 2 - vndows 81| Firuibes of Jakes Hesting I3ER  Microseft Word Documenk RN 1A 354 P
S By BN Dk Pl B | hevrsgroess TPEE  Micrsolt Word Docunent B2 2003 2175 P
_ " 1 | wimak b w Mahacl KD Mot Ward Document 1 LIDAT04 43 648
£ Mot B Fles Hwhat i 4 vins 3KB  Buh Tedt Fomeat 72000 S 02 P4
= Mo = Filas 1| Sl 25K Microsch Word Doourment A0 2 P
() Poa-isiial Pk
-
11 obieis o My Compubi

9  Move back to where the student data files for this course are stor
10 Press(Ctr)+(A) to select all the files and then press

11 Scroll down the list in the Folders pane until bacl e
to select it.

iles folder. Click on the folder

12 Position your mouse cursor somewhere i
then press(Ctr)+(V ) to paste in all the fi

Windows will now begin to copy
folder. Since you selected all the ~,’
following:

ane (where the files currently are) and

the student data location into the Mod A Files
0 be copied, you will see a message similar to the

Lantirm File Replace

:_,-f"' Thes Foldar sbesdy contsre: & fils named 'Srnosl Salss Report. doc
ot e Bt b ninplanci L sstie fie

|u_7| 120 k8
T mocifiech Monday, dwgust 11, 2003, 253393 PH

wath thi T

[w]iy 12080
T mocifc Monday, Sugust 11, 20010, 2:33:43 PH

Loges )| vesooms || W || conce |

IS message occurs because Windows has detected that another file with the same name exists
in the folder where the new file is being copied. Be careful whenever you see this message to
ensure that you do want the new file to be copied overtop of the existing file. Thisis one of the
reasons why you may want to keep the names of all your files as unique as possible.

Click on Yesto All to copy all thefilesinto thisfolder.
All of the files are now copied to the Mod A Filesfolder.

14 Right-click on the Personal Daocs folder in the Folders Pane and then click on Copy from the
shortcut menu.

15 Right-click in ablank area of the Mod A Files contents pane and then click on Paste.

Y ou now have a copy of the Personal Daocs folder within the Mod A Filesfolder.
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@ Practice Exercise

1
2

Moving Files or Folders

I&] | Whenafileor folder is moved, it only res h
origina location. When you move afol o) subfolders and fileswill be moved as well.

3.2.6

After selecting the files or foldersto,be

S

Ensure you areinthe Mod A Filesfolder.

Click in the Spreadsheet Files folder, right-click on the Computer Sales file and then click on
Copy.

In ablank area of the Contents pane, right-click and then click on New, Folder. Type: Practice
Files for the name of the new folder and press (Enter ).

Click on the Practice Files folder to open it, right-click in a blank area of thi

click the Paste command.
Click onthe * button to move up to the Mod A Fileslevel. V
Right-click in a blank area of the window and then click on New, F “ew Projects

and then

for the name of the new folder and press (Enter).
Select the Spreadsheet Files folder and then press (Ctri}+(C).

Click on the New Projects folder to open it, right-click i lank
command.

The Spreadsheet Filesfolder is copied from the

d then select the Paste

der to the New Projectsfolder.

nation location and will be deleted from the

one of the following methods to move afile:

Select Edit and then Cut. Meve e |ocation and then select Edit, Paste.
Press(Ctr)}+( X ). Move to the ion and then press (Ctri}+(V).

Right-click on the sel then click on Cut. Move to the new location, right-click and then
click on Paste.

If using My
Moveto
If bu a set up on the toolbar, click on the # (Cut) or the = (Move To) button.

Wh ing the Cut command, move to the new location for the file or folder and then click on the
& (P ton.
can also drag the selected files or folders to the new location, provided the new location is on

e drive. The moment you switch drives, Windows recognizes this and will automatically
the selection unless you press the (Shift) key as you drag.

on Move the selected items from the File and Folder Tasks pane.
n in the Copy Items window and then click on the M ove button.

Exercise

Ensure you areinthe Mod A Filesfolder.
Select all the files ending with .doc and then press (Ctri)+(X).

Right-click in a blank area of the Contents pane and then click on New, Folder. Type: Word

Processing and press(_Enter ),

Click on the Word Processing folder, click in the Contents pane for this folder and then press

G+,

The .doc files are now moved from the Mod A Filesfolder into the Word Processing folder.
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@ Practice Exercise

1  Ensurethe contents of the Practice Filesfolder are displayed in the right pane.

2 Place your mouse pointer over the Computer Sales.xls file and right-drag it overtop of the
Training folder in the Folders pane.

3  Release the mouse and select M ove Her e from the shortcut menu.

Thefile will be moved from the Practice Files folder into the Training folder.

4  Openthe Training folder to verify that the file has been moved.

Renaming Files or Folders

E When saving new documents, you need to specify a unique name for me, you may
need to rename a file to make it more descriptive or to identify it as eby saving you
326 time and enabling you to quickly identify the contents of the docum also be renamed.

Remember the two limitations for file or folder naming conventions
and the following characters. @, \, space, : (colon), <, >, |.

um of 255 characters,

When renaming files or folders, ensure you are working iles/folders. Do not rename any

on for the file or Windows will

display an error message indicating the file type is iizable and may not be accessible after
you accept the new name. As seen in a previol - rename files in the same manner as

= Click onthefileicon to select it and then pre activate the Edit mode.

=  Click onthefileicon to select it an ick inside the file name to activate the Edit mode.
= Right-click on the file and then me from the shortcut menu.
= Click once on the folder t t en click once in

the folder name to actjyate the ode.

nnnual Sales Report.dog

E_!_“ Exercise

1 od A Filesfolder.
2 Processing folder to open it. Point at the Annual Sales Report file and then

ow keys, move to the end of the word Report, insert a space and type: 2004 then

at the Minutes of Sales Meeting file to select it.
ight-click on the file and then click on Rename.
Type: ABC Corporation Sales Meeting.doc and press(Enter ).

Notice how afile can be renamed with along descriptive title, as required.

@ Practice Exercise

Ensure you are in the Word Processing folder within the Mod A Filesfolder.
Point at the L etter Writing Memo file to select it and press(F2).

Type: Interoffice memo regarding letter writing.doc and press.
Click onthe [z button to display the Mod A Filesfolder.

A WO DN B
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3.2.6

Viewing File or Folder Properties

RECOGNIZING COMPUTERS

Windows provides you with additional information about your files or folders. Each file or folder has
a property sheet that can be used to determine when a file was created, modified or accessed, or to
determine the size of afolder. The number of tabs that appear when viewing the properties for afile or
folder will depend on the folder, file type, or network connection and access rights.

General

Dislys rfamaion ah o e fle

— — | Size, contents, date information and .att
woet [Ruing] Seeesty | Cisiores as read only or hidden. By default, folders
and files are not displayed.

Semondeb: 168 KB 1 T2052 bt
Clowadasre: 9 Filer, OF ohders

Lieabed I ey, Dot (R, JOMEL. 217908 P
Aibizs:  [B] Feadonky [ ddvances
" Hudden
(0]
| 0k [ Carcal ]

. location,
tes such

] wiond Proceqsng

Sharing
Trom R If your computer is part € d set up to
Locgiore  C\Document: and Seilegissorgi DisklopdCI D allow file sharing, 4 be shown when
Sie 156 KB (V50720 bt viewing the proper folder. The tab allows

files with other users
onsult your Network

ore information on sharing

k, this tab allows you to view who has
ights to this folder and the type of rights
by the Network Administrator. You can

change the rights for your own user id(s); only

e Network Administrator can change the rights for
other people who may share thisfile or folder.

Customize Add or remaove sp information about the file, e.g., name or department where the
file was cr of file, etc. This option is available with files only. If you are

ords, €tc.

s only when looking at

ties of a file. It displays a
mary of general information on the
ch as the author, some keywords
can be used to search for this file,
when it was created, total number of
words used in the document, etc. The
Advanced button can be used to show
al the information and dtatistics (as
shown here), or the Simple button can
show fields for basic information on
the file (keywords, author, title, etc.).
Whichever button was used last when
viewing the properties for a file or
folder will determine what appears the
next time you activate this feature.

Summary
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for afile, this will contain information fields about the file such

Interoffice meme regarding letter writing. doc ... EEI

P ity
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[ By aph ount
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|.!!| Exercise

1

Ensure you are in the Word Processing
folder.

Right-click on the Interoffice memo
regarding letter writing file and then click on
Properties.

Ensure the General tab is active.

Notice how Windows displays the program it
has associated with the file type used (e.g.,
doc), as well as provides you with some
general information regarding the file, eg.,
when it was modified or accessed, if the file
was set for read only versus open access, €etc.

Click onthe Summary tab.
Click on the Advanced button.

189

(7][%]

Interoffice mema regardimg letber wriling. doc ..
Graretal Secusty | Cutors | Susnmary

it

Irdzandbce mame nagerdedg beter paitng doo

Tere of b Bicszanh Whoas Dincumant

Dizstraa el m’ Mizsesodl Diffice 'wiad | i
Lo C\Docurment: and Seitegi s DieshiopiTI D
Siw BLUDEE 0B byt

Sow ondiok:  Z00EER (20 4B bpbat]

Cimitad Todie). D ecirba 9, 2000, 122524 P

Hisddiesd RioEdsg. Aisguid 11, J0F2 Foab 2 P

Arceazed Todey, Decersber [F. 20000, 21533 PH

s Clressoy Obin [t

STy

Genmsl  Gecaty | Cuiom
Titke1

Cabggory:
Emywords;

Cormisaiibi:

| Advanced 3|

T T

8 Clickonthe ¥ button to display the Mod A Filesfolder.
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3.2.6

1 Ensureyouareinthe Mod A Filesfolder.

2 Right-click on the Word Processing folder and
then click on Properties.

_'__" Wl Fiacesong
3 Click on each of the tabs available to you to see
. . e Fim b ool
the properties for thisfolder.
Locssan A\ Dicysrmnt and 'S slingz swong ' DaxklapdC3 0
4 Click on OK to close this window. Sas 158 KB (150720 bgbes])

Finding Files

If you need to locate a particular file or fo
disk drives or folders. When you use
Size, etc. You can aso find a file b
advanced options to specify additi
printers, people, and other computer

Y ou can activate the Search feat
= Open My Computer

Practice Exercise

RECOGNIZING COMPUTERS

Word Precessieg Properties r"? E

Gimrand Sharg  Seomlp | Cudorns

g on dak: TEHEH [150I0L badese]

Conlmra 3 Fiar, 0 Foldarr

Lot Tioadsp. Despembes 08 02 21107 PH
Agsbedar [5] Aesd-cnbe Achanced
[ Hiddee:

| Ok | Camcel |
I uc ch for it by browsing through the various
ch,y ecify several search criteria, e.g., name, type,
wh ou last worked on it, specific text, or use the
al iteria. Windows also makes it easy to search for

network.
ne of the following methods:
ectkile, My Computer, Search.
ar in either My Computer or Windows Explorer.

= Click the button
= Click onthe t d then click on Search.
Windows wi ber of options to use when searching.

Saprch Cornpanion

What do you want En sesrch
far?

md Pichares, mapk, or vidso

1 Cucurvents [moed
pPLoEsEng, sorestkRest,
oL

1 AN fibsx andl Folders
£ Prinbers, compubers, of
people

W) I oo in Helg and
Fupport Canier

Yioas Fisdge ks mait B .

3 S=each the Intemet

..j Charege prelereree

Fll Lmarrimone ook Search
g

%l Twrn off arersted charachas
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What do you want to search for?

Use the options to hlp you narrow the search for specific items whenever
possible; alternatively, have Window search through every file or folder.
Y ou can also search specific devices, as needed.

You may also want to

Use this area to either search for an item beyond your computer, or
customize how Search looks or reacts. The Search Companion is the
character at the bottom of the Search pane.

Once you select what you want to search for and/or where to search,
Windows will then display a new window where you can enter the search
criteria
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enreh by sy o oll f the All or part of the file name
criteria ik, Type the name or partial name of the file or folder to be located. Use
#ill or part. of Eha ks rr: wildcards, such as the asterisk (*) or question mark (?), to replace
characters in the search text to narrow the search. For example, bdg??.xIs
4 word or phrase in bhe Fil: will find all Excel files that are five characters in length and begin with
“bdg”, whereas bdg*.xls will find all Excel files that begin with the bdg
L o characters but the file name can be any length. ‘)
- Loca | [ w
A word or phrasein thefile
When was & nesdified? = . . .

o ,, Type the document text you wish to find. The dogument te ill be
x::“':i = searched in all files, and any documents matchin cheriteria will
options z be displayed in the search results window.

: Look in §
Specify the location for the search, e.g. ts, My Computer,

local disk or network disk.

When was it modified?

Search for files modified, cr
time, e.g., within the last Sp

within a specified period of
ific date, etc.
What sizeisit? Specify the approxim

More advanced options  List additional
subfolders, sear
for case it

iles you are searching.

ining the search criteria, e.g., search
id iles or folders, search system folders, search

e text,

As you enter the search criteria, you.mal words appear. This is known as the AutoComplete

feature which keeps track of th ch field to help reduce the amount of time spent

retyping information. You c t propriate text from the list to save time. You can also
remove an item from the ligt by on the list and then pressing .

Once you activate th
resultsin the pane

after entering the criteria, Windows will display any matching
ch feature can be turned off by clicking on the button.

ype: letter inthe All or part of the file name field.

Type: industrial inthe A word or phrasein thefilefield.

Select the Word Processing folder inthe Look in field.

Click the Sear ch button.

Results are displayed in the right pane of the Search Results window.
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el e B - u i
et RO e In Fakds S
Hrtie 1o e W, ti 1 D vt e e g 11 KB

Theie wns b Fle aand, -~
Is 8 el pres wad el

B P, Piniches] swrhing

EJ Fau, buik rusba fubuee
prsrhes I

iy, reling this smerch
winl

B Chewgs Nk iaiw i
e ds

£ Look & raee kxlatioio o

=

8  Click on the file name to open the file. Notice the file contains th

9  Close the document and the program by selecting File, EXI
10 Close the Search Results window. :

@ Practice Exercise

1  Open My Computer.
2  Click the button.
3 Click on All filesand folders:
4 Type: *.docintheAll or fite namefield.
By using the * ing Windows to look for files of any characters or length but
must end with t
5 Selectthe d folder inthe Look in field.
6 Clickt t When wasit modified?.
7 En D emember option is selected.
8 Clic h button.
ange to the Details view to see the modified date and time displayed for the results.
he Search Results window.
Qvary

In this lesson you looked at the Windows Explorer and learned how to manage files using this feature.
Y ou should now be familiar with the following:

= Selecting files or folders = Renaming files or folders
= Copying filesor folders = Viewingfile or folder properties
= Moving filesor folders =  Findingfiles
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Review Questions

1. Windows Explorer displays files, folders, or drives in a hierarchical structure where you can see
multiple files, folders, or drives.

a True b. Fase

2. ldentify the elements on the following image:
Foldery ® B Mlopoy (A
[} pesann Lo Dk 171)
H ] My il s :‘E:r.mc 'I:I- . .
= ."._ . g O O L O e (2D
ri .- ] o Shared on eI )
o Lol Dk (101 = pps o T 100 (1) <«+tb
e S frrpae o A 100 (1)

O v {:)
v S Maddata on "Coil O (M)

S Sty o roi | DOdLsered” {F:)
o o Pl harey o "Ceil 09" (22

o Chared or Ceil 00 (2]

= hrcpec on "Coll 0O 01D
2 Maddata on 'Coil 0o’ (M)
o, Publghang on Cril 0 (]
E}' Cmrirol Parwl
il W Py Nsbvacrk Places
&l Recyde Bin

v
*
+
*
i 2% Opps on Coloo )
v
+
+
+

~

3 pibects § My Compubes

a
b.

3. To select consecutive fil Id you use to help you select the files?

a @) . shift
b Alt

iles, which key would you use to help you select the files?

c
d. Tab

ethod could you use to rename afile or folder?

Select the file or folder name and then press(F2)

Click on thefile or folder nameto select it and then click in the name
Right-click on the file or folder name and then click on Rename

All of the above

Only aor c

b.
C.
d.
e

7. When looking at the properties for afolder, the number of tabs that appear will depend on whether
you are on a network and able to share this folder with others.

a True b. Fase
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8. What kind of information can the Summary tab for afile show?

a
b.
C.
d.
e
a
b.
C.
d.
e

a

COMPUTING FUNDAMENTALS 1105-1

N\
<
N

When the file was last modified or accessed
Who authored the file
The size of thefile

How many words were used in the file

All of the above
9. How can you activate the Search feature?
From the Start menu \

With the Search button in the tool bar
From the File, My Computer menu
All of the above °

True b. Fase

Q¥

Onlyaorb
10. When looking for a file, you must know exactly when ed or how it was named before
you can enter it as search criteria. °
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Lesson 9:

Using the Recycle Bin

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to delete files to the Recycle Bin and how to restore deleted files. Y ou will also
look at some ways to help resolve problems you may have with files. On successful completion, you will be
familiar with the following:

= Deleting files or folders = Emptying the Recycle Bin
= What the Recycle Binis = Recognizing or identifying some ¢
= Restoring files from the Recycle Bin with accessing files

Looking at the Recycle Bin

biC’|

3.2.6

Deleting Files &

piC’)

3.2.6
3.2.7

The Recycle Bin is atemporary storage area for files and folders that k
disk. Files and folders deleted from a floppy disk or a network drive a

from the hard
he Recycle Bin.

The Recycle Bin has an icon on the desktop for easy access, but is a sessible from within My
Computer or Windows Explorer. The Recycle Bin will appear i displays:

|
~ | .J’I

2 2

The first indicates there is something in the
second means the Recycle Bin is empty.

can be restored or emptied, and the

If the computer is shared by multiple users, e Recycle Bin is maintained for each user set up
on this computer.

If you are deleting a confidential
hold the key while d
permanently deleted.

want to have it stored in the Recycle Bin, press and
this bypasses the Recycle Bin and the file will be

ou have a number of old document files that you no longer need. To
of files should be deleted. If you no longer require a folder, delete it as

If afold files, they will be deleted at the same time as the folder. Before deleting a folder,
t not require any of the files it contains. This is especially crucial if the folder was
n a ork drive or floppy disk as they are not deleted to the Recycle Bin. Deleted files or
a network drive may be recoverable but you need to go through the Network

istrator to seeif thisis possible.

Over time, you fi
save disk sp ty
well.
hat
n

elete a file or folder, select the required file or folder to be deleted and then use one of the
owing methods:

= Select File and then Delete.
= Click on the ™ (Delete) button in the toolbar, if available.
= Press(Delete).
= Right-click and click on Delete from the shortcut menu.
= |f theitem to be deleted is on the desktop, drag it overtop the Recycle Bin to delete it.
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L..!| Exercise

1 OpenthelC3 Data Filesfolder on the desktop.
2 OpentheMod A Filesfolder.
3 Right-click on the Awards.rtf file and then click on Delete.

Ars pou surs o mant bo serd lssnds o bo the Recyds Bn?

-1 |

=

4  Click Yes.

Point at the Practice Files folder to select it and then pres§the

Condirm Foldar [salede

| P D sUre o eant bo remors e folder Prachics Pies' ard
if v ol ks conbants o the Recyds Bin?

6 Click Yes. \
Thefolder and its content d and placed in the Recycle Bin.

@ Practice Exer.

1 Ensureyou n A Filesfolder.

2 Open folder, located in the Spreadsheet Filesfolders.
3 dget 2003.xIs file and press(Delete).

4 t the m File Delete window, click Yes.

ect and delete the New Projects folder.

the Confirm Folder Delete window, click Yes.
Close the folder window.
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Restoring a File or Folder

E If afile or folder is accidentally deleted, you can “undelete” or restore it to its original location. If you
restore afile that was originally located in a deleted folder or subfolder, the folder and/or subfolders
will be restored as well asthefile.

Recycle Bin [r- ”hlE

Wi FavoFbes  Tools  Help I

3.2.6

S search Folders  [TH-

................................................... 8 Jsmar s stf
Ry B Tasks _: Casidcast D003, sk
o e PrppEcka

By Emply the Recywde Bin CiPrachn Ples
I.'j Restone o Bev
[Ither Pls es °

et sl

4+ chincts 20,0 kB

Torestore afile or folder from within the Recycle Bi
= Select the file or folder to be restored, an

ne of the following methods:
Restore this item in the Recycle Bin

Tasks area.

= |f multiple files or folders are to be r ect the appropriate files or folders, and then click
on Restorethe selected itemsint cle Tasks area.

= |f all items are to be restored, e all itemsin the Recycle Bin Tasks area.

= Sdlect File and then Rest ethe selected item(s) in the Recycle Bin.

= Right-click on the seleeted fil

If you have several it
show more or less d

ders, and then click on Restore.

S i cle Bin with similar names, you can change the view option to

Ex

1 O
2 ect . Details.

top, open the Recycle Bin.

View, Arrange | cons by, Date Deleted.

ect the Awardscrtf file.

In the Recycle Bin Tasks pane, click on Restore thisitem.

Thefileis now restored.

Highlight the Practice Filesfolder.

In the Recycle Bin Tasks pane, click on Restorethisitem.

Close the Recycle Bin.

Open the | C3 Data Files and then the Mod A Files folder from the desktop.
Notice both these items have been restored.

10 Close the folder window.
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@ Practice Exercise

Open the Recycle Bin.

Right-click on the New Proj ects folder.

Select Restor e from the shortcut menu.

Close the Recycle Bin.

Open the | C3 Data Files folder and then the Mod A Filesfolder.

ga A W N P

Notice the folder has now been restored.

6  Close the window.

Emptying the Recycle Bin

Deleted files remain in the Recycle Bin until you empty the Recycle
E automatically delete the older files and folders to free up eno
3.2.6 that you are deleting. Once you empty the Recycle Bin, the fi

fills up, Windows will
y new files and folders
olders are permanently deleted.

To empty the Recycle Bin, use one of the following metheds.
= Click onthe Empty the Recycle Bin optionin t @ S Tasks area.

N and click on Empty Recycle Bin.

p by right-clicking on the Recycle Bin icon and

= Select File and then Empty Recycle Bin.

= Right-click in ablank area of the Recy:

Y ou can also empty the Recycle Bin f he d

then clicking on Empty Recycle Bin.

L....J Exercise

1 From the desktop, ri ick e Recycle Bin.
2

Click Yes.
Open the Recycle Bin.
Thiswindow should now be empty of any files and folders.

Close the Recycle Bin.
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Identifying Common Problems with Files

Working with the Recycle Bin is a great feature to help with file management, especially if you don’t
E want or need the files or folders any longer. However, not being able to access afile is not always the

3;; result of the file being deleted and no longer in the current drive where your work is stored.

When working with files, you may encounter an occasional problem in finding, opening, copying or
moving afile. Many of these problems usually stem from the fact that the file either has a file type that
is not recognized by Windows, the file exists in a different location, or with a differentsname. The

file. There are other situations where the Search feature won't help you. Some of th

1 When saving files or folders, be sure to use a standard naming conventi
company or department. If you are not on a network, consider setting
convention for yourself so that you can find files easily as well as male:i
sharing your files. For example, if you receive budgets from diffe

as set out by the
d naming
others when
S, rename each

1 Try not to leave all your documents in one location (e.g.,
to share documents with others. While you can start i
for managing files, eventually you should look
appropriate folders to help you find information.
a specific customer in a folder with that customeris g an to search through all the letter files
in the My Documents folder.

, especidly if you have
as your central location
s and moving files into the

1 As noted previoudly, if Windows di
program that Windows can associ
necessary software program inst
incorrectly typed while the fi
issue, look at the file n
technical support involved
you determine the t of fil
example, you ¢ tr

indicating the selected file does not have a
with isis a clear sign that you either do not have the
our”computer to read this file, or the file type was
ng changed (e.g.: from jpg to jgp). To resolve this
extension at the end of this file. You may need to get
either allow you to install the correct software or to help
can be read by one of the programs on your system. For
F files unless you have Adobe Reader installed.

1 Be careful w esif your system has been set up to show the file types. If the file
shows a file y, you must type in the same file suffix after entering the file name.
There eriod between the file name and the file suffix in order for Windows to

pe, e.g., Interoffice memo regarding letter writing.doc, Sales budget.xls, What

re whether to copy or move afile or folder, the best course of action is to copy the
or folder. You can always go back and delete the duplicate file or folder later. This may be
when working with a network drive, especialy if you are located in an area where there
ht be alot of power surges that can affect the network connection.

In addition, be very careful when moving files or folders. Be absolutely sure you have the correct
file or folder selected prior to activating the move command. It is very easy to accidentally move
the mouse and point at another file or folder when using the single click mode. This can be a very
common occurrence on a network where multiple users have access to the same folders or files. If
you cannot find a file (or folder), open Windows Explorer and check other folders in the area
where the file should be to see if it was inadvertently moved to another folder by another user. If
thisis a constant problem in the office, ask the Network Administrator to set up access restrictions
for moving files or folders.
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7 If using floppy disks, consider saving a copy of the file on your local drive before saving it to a
floppy disk. Work with the file from the local drive and when all changes are complete, then copy
the file to the floppy disk. Thiswill ensure that if the floppy disk is corrupted in any way, you will
still have access to the file for editing. Floppy disks may also be corrupted by other systems due
to the way the heads are aligned in the floppy disk drive and as such cause the floppy disk not to
be recognized in the other system.

1 When deleting files or folders, always try to delete them so they go to the Recycle Bin. You can
always restore the file or folder later provided it exists in the Recycle Bin first. Remiember that
Windows does not send files from a floppy disk or a network drive to the Recycl Consider
copying these files to atemporary folder on your local drive before deleting them.

an error message if the file isn’t accessible. Generally this occurs i a format the
program cannot read, the file is corrupted, or you do not have access:ti h the file due to
password or network/logon restrictions. Y ou may need to check ork Administrator
to obtain access rights to certain files if you are expected to wo isting files created by
others.

1 A file can have a password saved with the file, even
through an encryption program. Without the p

istrue even if you assign a password to afile an
will not be able to access thisfile again. Be en using passwords on your own files;
d not obvious to others if this file is

be sure to use one that is logical to y x
confidential. If the password was ass S0 e else, you will need to get that password in
me r
ays

ithin an application program or
be able to access thisfile. This
ember what the password is. Y ou

order to open the file. While there ams that can “crack” the encryption or password
used to protect that file, they will ove the password and only experience support
lure, power surges, software/hardware incompatibilities,

people should work with th tion programs.
1 There is no absolute m o)
happen as a result of har '
software issues, or . Th method of protection is to ensure you have an anti-virus

program install d i kept up to date against new or revised strains of viruses, you
perform main systems on a frequent basis to ensure there are no hardware issues
you should , and that there are backups of your data. Backups could be performed by
the n basis, you could use the Backup feature provided with Windows, or you
coul of your data files by writing these filesto a CD as your backup.

ting your files from being corrupted. Corruption can

1 Con ing backups of your data files, even if you don’t think you may need them. Backups
e ex at they imply and can provide you with security against potential loss due to theft,
, hardware failure, etc. It doesn't matter which method you use to create a backup but do
setting up a backup to occur on a frequent basis. Remember that a backup is not
essarily a duplicate copy of the contents of your hard drive or data files; it could also be the
rage device you use for very large files (or older files) you do not use al the time, eg.,
pictures, video, documents from five years ago, etc.

One precaution you should consider is the amount of files that may be on your system. There is
often a false security of believing you can keep all your files on the system due to the size of hard
drive, or keeping deleted files in the Recycle Bin. This is considered a false security because the
more items you leave on the hard drive, the more space is taken up by these files. Windows
requires a minimum amount of space on the hard drive in order to process work (i.e., open or save
data files) as well as for running programs; this space is in addition to what occurs with RAM.
Similar to a physical filing cabinet, you will need to do some file management when the cabinet
becomes full. Asyou begin to fill up the drive, Windows processing will begin to slow down.
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1 Thisisan example of why it is important to learn how to use My Computer or Windows Explorer
to manage your files. Consider deleting files that are older than a couple of years or write them to
a CD for storage and then delete them to free space on the local hard drive. When working with
picture, video, or music files, consider writing these to a CD as well if you don’t use them all the
time. These files are generally large in size and when you have several files of these types, they
can add up quickly and take up alot of space on the local drive.

1 Whenever possible, schedule disk maintenance (discussed in the next lesson) to prevent lost or
broken portions of files. On occasion you may hear someone refer to broken or lost glusters; this

will save it there in its entirety. If not, it will save as much as it can and
next available free space. Therefore, as the computer gets used more
are installed or uninstalled, and files are deleted or saved, the h
reorganized. Windows provides you with afew utilities to help
these clusters from being lost or further fragmented, which can
Running these utilities will improve the system performance

As there is no sure method to ensure the files you create gk
rule of thumb for working with filesis to ensure you have
Always work with technical support for files where
you become more experienced with computers. T
manage and resolve problems that occur with fi

ill need to be
disk and prevent
e file being corrupted.

available all the time, the general
e data for “disaster recovery”.
0 indicate an access problem until
@ ort'1s often the best way to learn how to

Summary
In this lesson you looked at how te.d the Recycle Bin and how to restore deleted files.
You also looked at some ways t problems you may have with files. Y ou should now be
familiar with the following:
= Deleting files or fold = Emptying the Recycle Bin
= What the RecycleBin is = Recognizing or identifying some common
= Regtoring filesfro cleBin problems with accessing files

<
N
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Review Questions

1. The Recycle Bin is atemporary storage area for files and folders that have been deleted from the
hard drive.

a True b. Fase

2. Filesor folders deleted from any drive are automatically placed in the Recycle Bin.
a True b. Fase

3. Which key could you use to permanently delete afile or folder?

a c. (A V
b. d
4. Which method can you useto delete afile? °

a  Select File, File or Folder, Delete

b.  Pressthe(Delete) key
c. Right-click on the selected file and then e
d. All of the above
e. Onlyborc
5. All itemsin the Recycle Bin can begsestored same time.
a True . oFd

6. When you empty the Recy still restore these files or folders.

a True

7. Why should you renaming afile that displays afile type?

8. When deleti i folders, try to delete them to the Recycle Bin first before permanently

b. Fase

u can afile with a password simply by opening it in the right application.
True b. Fase
0 can corruption of afile occur?
a  Virus d. Software issues
b. Hardwarefailure e All of the above

c. Power surges
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Lesson 10: Managing Disks

Erer e S A T S e R T S T R e T

Objectives Suggested Timing: 1 Hour

In this lesson you will look at some utilities that Windows provides to help manage and maintain your system. On
successful completion, you will be familiar with:

= How to format afloppy disk = What defragmenting your disk means
= How to check your disk for errors = How to clean your disk of unnecessar

e

T T S TR T R e PR

Maintaining Your System

Windows includes a number of disk utilities or programs to format floppy di
disk, defragment a disk, or run disk clean up to remove redundant files.
you maintain atrouble-free system, as well as to help keep the system

rorson a
hese to help
imum speed.

Formatting Floppy Disks

E Today, most disks are already formatted; however, it is possi
be formatted before the first use. In addition to formatting
quickly erase all existing data and check for damaged

It is also possible to format a hard disk but this

et unformatted disks which must
you can use this command to
py disk previously used.

3.2.6

> attempted without the assistance of a
ing with computers.

The Format command can be activated fro puter or Windows Explorer.

Copocky ommon size for a 3'2" floppy disk is 1.44MB.

35", 1.49H0, 512 brybes/sector w

Pl system formatting floppy disks, FAT is the only file system option.

PaT w FAT32 and NTFS are available when formatting a volume or

AT portion of the physical hard disk.

Dk sllocation size w FAT stands for File Allocation Table and is a data structure

Vokuma labsl created by Windows to store information about how the files
and folders could be stored on this disk.

Formet options FAT32 works similar to FAT except that it is enhanced to

[ ek Formet handle smaller bits of information.
NTFS stands for Network Technology File System and is an

LI raste an ME-DOS startup sk advanced filing system, providing security, performance,

. reliability, or advanced features (permissions, compression).
Allocation unit size

EEE The smallest amount of space that can be set to hold afile.

Volume label Type aname to identify the disk or volume, e.g., Personal Docs, 2004 X mas.

Format options ~ When formatting floppy disks, you can do a quick or full format. You can
compress folders and files on NTFS volumes only.

Quick Format If afloppy disk has been formatted, use this to quickly erase and delete all files
from the disk. A Full Format erases all files and checks the floppy disk for

damaged areas or bad sectors; it must be used to format an unformatted floppy
disk.
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L..!| Exercise

F

N oo o0 A WON P

9
10
11

@ Practice Exercise

o O~ W N P

Q

hecking for Errors

piC’|

3.2.8

A floppy disk is required for this exercise. Ensure that the disk does not contain any data that you want,
as all of the information will be erased during this exercise.

Insert a 3%z floppy disk into the disk drive.
Open My Computer.

Select the };’.:-31/2 Floppy (A:) icon.
Select File, For mat.

In the Capacity field, select the appropriate size for the type of disk you 8
In the For mat options area, ensure Quick Format isturned off.

Click the Start button.

WARNING: Formatting will erase GLL dats onthis disk
T Forrvat kb sk, click O, To quit, click CANCEL,

Click OK for the warning message.

All data on the disk is erased and the surface
of the disk will be scanned for bad sectors.

Click OK when the Format Complete m
Close the Format dialog box.
Close My Computer.

Insert afloppy disk into the
Open My Computer.
Right-click ppy (A:) icon.
Select F
Int d, select the appropriate size for the type of disk you are formatting.
Inth options area, turn on Quick Format.
ick the'Start button.

K for the warning message.

ick OK for the Format Complete message.

Close the Format dialog box and then close My Computer.

The error checking program may be used to check for file system errors and bad sectors on a floppy
disk or hard disk. If any programs report a disk problem when reading from or writing to the disk, you
should run the error checking command.

The Error Checking command works very similar to another utility program provided by Windows
called ScanDisk. This feature will scan the disk and provide you with information if it finds a bad area
on the disk or if there are problems with the files, usually with a message indicating you will need to
run the Disk Defragmenter command.
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Prior to using the Error Checking program, ensure al programs and files are closed. No other tasks
should be running while the disk is being checked for errors.

|!!| Exercise

A floppy disk is required for this exercise. The procedures for checking the hard disk are similar, however
,_/"' to save time, a floppy disk will be used to demonstrate this procedure.

Insert afloppy disk into the disk drive.
Open My Computer.

Right-click on the ﬂ 32 Floppy (A:) icon.
Select Properties from the shortcut menu. é

a b~ W N B

Select the Tools tab.

A4 Floppy |A:] Properties

Germial  Toolt | Hadwas Shasrg
E it cF =i g

s ; Tha: opiea wall cranch. P vl loi

BOGIE
| Cleesch. hiow |

Disliagraantation

‘i % This ophon wall dehagrent Bes on Hee wobre
:Dclw-ni Hiwo... |

Hackie

ﬁ Tk optice wll bk wap Bless o Hhes ok

Backup Mow. |

Automatically fix file system errors

Check and fix file system errors such as invalid entries in
= scalle Pl syokann arrors the tables that keep track of file locations.

) Scer For and sttemot recovery of badzsctors | Sean for and attempt recovery of bad sectors

Check the disk for errors and fix any file system errors. If
errors are found, the readable data will be recovered from
the bad sector and the bad sector will be marked as
| unusable.

Checke Disk 3 Floppy (A:) il

Chesk desk opbions

IEEE

7  Turnon Scan for and attempt recovery of bad sectors.
8 Click Start.

It may take afew minutes while the disk is being scanned for errors.
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Checking Disk 334 Floppy (A} E|E|

Check: desk opbions

9  Oncethedisk has been checked, click OK at the Disk Check Complete pro

10 Close the Properties window and then close My Computer.
@ Practice Exercise

1 Insert afloppy disk into the disk drive.
2  Open My Computer.
3  Selectthe 'f‘,¢31/zFIoppy (A:) icon.
4  Select File, Properties.
5  Select the Tools tab.
6 IntheError-checking section, click Chec W.
7  Turn on Scan for and attempt of bad sectors and turn on Automatically fix file
system errors. Click Start.
Once the disk has been ch K for the Disk Check Complete prompt.
Close the Properties en close My Compuiter.
Defragmenti
Files are stor locks called allocation units or clusters. A fileis not necessarily stored in
E asingle e; it is saved in the first space available. Over time, as you create and delete
3.2.7 files, d files from the Internet, and install or remove programs, a hard disk will become
328 fragment aly, new files may have their contents spread out all over a disk as Windows

unused clusters in which to store the new data. Asresult, the speed in which your system can
rite these files diminishes — sometimes significantly — because the bits and pieces of a
out or fragmented.

sk Defragmenter program reorganizes the way information is stored on a hard disk so that the
reside in a contiguous section. This is similar to reorganizing the filing cabinet after purging or
archiving old information; a drawer may be half empty and rather than open two different drawers to
view folders, you may want to move the folders from the second drawer into the first drawer.

This command is commonly referred to as the “Defrag” command or “running a defrag on your
system”. Thisis one of the most common techniques you can use to help reduce any problems with
accessing information or speed up the accesstime.

How often you use Defrag will depend on what is stored on your system, and how often you access the
files or programs. If you do not install or uninstall alot of programs or open and save a large number
of files on aregular basis, you may want to use this feature once a month. If you work with a variety
of programs or files on adaily basis, you may want to consider running defrag weekly on your system.
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A defrag can be run on a floppy disk or a local drive. You cannot use defrag with a network drive;
networks are set up with network software to create volumes that ook like they are actual drives.

Disk Defragmenter can be run using one of the following methods:
= Click on Start, All Programs, Accessories, System Taools, Disk Defragmenter .

= Open My Computer. Right-click on the local disk you wish to defragment, then select Properties.
Click the Tools tab and then select Defragment Now.

If you do not have access to the Disk Defragmenter program, contact your Network Administrator.
This feature may be deactivated on your system or you may not have access rights to program.
Additionaly, if you have an anti-virus program on your system, you may want to di ing the

defragment process. ‘
|!!| Exercise
1 Click Start, then select All Programs, Accessories, System Too agmenter.

2  Select the volume of the local disk that you wish to defragment.

' ek Dedragmentar [ y=]]: 7
Fim  Adim  Tew Hep

B &
bt e Xabn File Sritarn =t -8 ] Friw Jpsia e e D
s MIPS WX = "

SRS (RS ST L VR S

Feiwraded ek iiags wher dedisgresntshnn
arpiessdbomror e o s wend

] i e ] i

B rogreisd s [l coreguniinies [ Lrvwreshi s || Prss apacs

ume is fragmented, click on the Analyze button.

is complete, a window EEEAISFEEE
one at the right appears,
if you need to defragment the
ume (drive). This information will vary
ing on the length of time since the
time the Defragment command was WewRepart | | Defragment g
used on your system.

To defrag the disk, click Defragment.

Anabssis i complebe for: (T
‘Wou do ot need bo defragment this volume.

The length of time to defrag the drive will depend on
the size of the volume (drive). When complete, you Ciefragmentation ks complete for
will see a screen similar to the one at the right where =
you can choose to close the feature or view a report

showing you any statistics about the formatted drive. wewReport | | close

5 Toview thereport, click View Report.
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3.2.8

O
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Defragmentation Heport [? =

e mopmesrit mbion report Foar; (0030
Wolhusrets i oSt

ol (0] Eal
vohas o8 p R ]

Thuihar aca LR
L] SpDs 17T GR
1Ed P L5 GH
Smiment fres mpans Lo R

e Trasanesniatin a

Fibst thod il rod dedrscgerank:

Froguents  Fhs Soe P e

] G ] (o= ]

6  When you have finished viewing the report, click )
7  Close Disk Defragmenter.

Cleaning Up the Disk \
You can easily and safely remove r t or essary files from your hard disk by using the

Disk Cleanup program. These files.are mporary files that Windows creates or makes copies
of when installing or uninstalling S to web sites visited on your system, or temporary

files of your data or the status program when it stopped responding.

L..!| Exercise

1 Click Start.
2  Select ms, Accessories, System Tools, Disk Cleanup.
3 e you want to clean up (usually thiswill be either C or D) and click OK.

The length of time to calculate the amount of
space will depend on when this command was
last used on this system or the amount of file
management  performed  (e.g., instaling/
uninstalling programs, deleting files, system
crashes within an application, etc.).

Dk, Charnp is & Fawa rrasch eacs wou wall Bs
abbe o e on L] This may labls & bey rarwies io

Compehe
hE-un.-dl

Calcdating

Scanning: Connpeess obd files
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Once Disk Cleanup has finished calculating the amount of free space possible, you will see a
dialog box similar to the following:

& Disk Cleanup for (]

Dieske Dy | pcssm D piiora

“vowi e bl Dk i b s b T4 350 EE of dek
macuon L]

Filit by bt
Gl 1| O cembpadad Frogram Files
[#] 5} Terpeiniy Inbarei Fie 34551 KE
E A'I'Il_l-_-.;cle- On 1REFIEE
[l ﬁ Taipsiaip Rt 11113 EE

L) ] ‘whabiChent Publsher Temporany Fies R &
Tokal st of Jeh. SPacE ol g #4551 KB
Disoripton

Dozard B Pk i F ik s ke Crdil el Jae i Bpandet
derrinaded sutomatic sl rom the Inlsirest shen oo v camlen
pages They are rnpoessly shoeed i the Downlosded Progess
il Boscdesd o s b sl

| imra Files

| ok || Coxa

4 If desired, you can free up additional eb

files, etc. Click OK.

selecting the Recycle Bin and Temporary

.::.I,I AP 00 SUPE Yo sant bo peifoem Ehese actions?

lt

5 Click Yes.
Disk Cleanup will
6 Cl

remove the unnecessary files.

Su ry

n you looked at some utilities that Windows provides to help manage and maintain your
u should now be familiar with:

How to format a floppy disk = What defragmenting your disk means
How to check for errors on your disk = How to clean your disk of unnecessary files

© CCI LEARNING SOLUTIONS INC. COMPUTING FUNDAMENTALS 1105-1



210 RECOGNIZING COMPUTERS

Review Questions

1. Providetwo reasons for when you would format a floppy disk.
a b.

2. What does FAT stand for?
a  FileAllocation Table c. File Access Table

b. Folder Allocation Table d. File Access Technology
3. What'sthe difference between a Quick Format and a Full Format?
4. When could you consider performing a Quick Format command?
5. When could you use the Error Checking command?

6. Which command isthe Error Checking command similar
a  Disk Defragmenter c. Scan
b. Disk Cleanup d. None

7. How arefiles stored on adisk?
a.  Anywhere on the disk set sor drives
b. Inallocation units or clust . A the above

8. You can run adefrag comman he following?

a.  Floppy disk e above

b. Loca hard di e yaorb
c. Networ

9. Running i most common technique used to help reduce any problems with accessing
inform up access time opening or saving files.

in disk refers to deleting any temporary or unnecessary files created when a program
stalled or uninstalled, web site paths, or temporary files created when a program stopped

° True b. Fase
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Lesson 11: Customizing System Settings

Objectives Suggested Timing: 1 Hour

In this lesson you will ook at how to use the Control Panel to customize the appearance or behavior of different
system options. On successful completion, you will be familiar with the following:

= What isthe Control Panel = Changing or customizing multimedia devices
= Changing or customizing the desktop display = Adding or viewing fonts *

= Changing the date or time = Working with printersinstalled on you

Using the Control Panel

E The Control Panel is an area in Windows where you can access feat her install or customize
the settings for devices on your system.

= Changing or customizing mouse settings

3.3.1
3.3.2 The Control Panel can be accessed using one of the followi ds:

= Click on Start, Control Panel.
= |f the system is activated for Windows Classic,

= Click on the Control Panel link inthe O
.. There are also some shortcut methods ing of the more commonly used settings such as

/;)- the date and time or the screen display. Thes rtcuts are provided with the description of the feature
as discussed later in this lesson.

, Settings, Control Panel.
of the task panein My Computer.

Fia Edt Vew Faories  Toos  Heip o
Y Y - (¥ | O seareh i Folden | M-

ey b Harcwsrs durkd o ddmarniralree Date and Tms
|j- Sasitch o Category Viess Cipliore: R, ., Toads

g 4 e P = D
ol

Fokcier Ophions Ponks AT [nbemat Eevboard
& Wik Lipdste Controlers g

phiores
gl Hilp e Suppent - & [
- *;. L D =

Ptk Phores and  Foaver Opbiore:  Prinkers: and
Cornectiors Moders ... Fases

™
Q@ e 2 Y 9 w

CosckTie=  Rogonal and  Soonness and  Schedubsd | Sounds and Speach

[ T v Tariks S s Demviiins
Synarie: SrsEn Toskbar ared  User Accounts
[ P St M

28 phriscts

+. The number or types of features available in the Control Panel will depend on what was installed when
Windows was set up on the system, and/or what options are made available by the network
administrator. The standard options on most computers are listed.
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Accessibility Options
Add/Remove Hardware
Add/Remove Programs

Administrative Tools

Dateand Time
Display
Folder Options

Fonts
Game Controllers
Inter net Options

Keyboard

Mail

M ouse
Networ k Connectibns

Phone an
Options

ption

% ersand Faxes

Regional Settings

Scanners and Camer as

Scheduled Tasks

Sounds and Audio Devices

Speech

COMPUTING FUNDAMENTALS 1105-1
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Changes your computer screen, mouse, keyboard features, and sound to
make Windows more accessible for people with physical challenges or
disabilities.

Allows you to add new hardware to your computer.

Installs and removes software automatically, and adds or removes
installed components in Windows.

Allows you to manage some services provided by Windows for specific
types of tasks. Only make changes here if you are € ced with
computers.

Changes the system date, time, and time zone.

Changes the appearance of your screen by c [ olors, fonts,
the appearance and size of windows, backgro icons, and other
visuals.

Similar to accessing the Tools, Folder mmand. Allows you to
change or customize how folders beh indows.

Add, view, or remove fonts o
Sets up the configuratio rollers.
Enables you to displ

Adjusts the k d and repeat rate, and adds keyboard symbols
that are exclu her fanguages.

re Internet properties.

Enables eate.and configure a new mail profile or displays the
. To be able to use this feature your computer must
network and have an e-mail username set up on the mail

elements such as speed and button functions for your pointing

igures network adapter cards, network services and protocols, and
joins aworkgroup or a domain.

Configures or customizes options for how a cellular phone or modem
device connected to the system will behave for dialing, e.g., default area
code, service provider, €etc.

Creates settings for how power should be managed on your computer,
e.g., system powers off after shut down process complete, monitor shuts
off after interval of time, etc..

Adds and removes printers using the Add Printer wizard, a step-by-step
printer setup program. Faxes are treated the same as an installed printer.

Changes dates, time, currency, and numbers to reflect regional standards.

Adds or removes any scanners or cameras (imaging devices) on your
system.

Allows you to schedule or change a scheduled task, e.g., copy all data
filesinto a Backup folder every Friday at 5pm, etc.

Detects which sound devices are available on your system and allows you
to customize as required.

Set up to allow you to use voice recognition software and devices.
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3.3.5

System Provides system information and advanced settings.

Taskbar and Start Menu  Similar to looking at the properties of the Taskbar or the Start menu, set

up how the taskbar or Start menu will appear or behave, e.g., hide the
Taskbar until it is accessed, add or remove items from the Start menu, etc.

Users Accounts Enables you to set up your computer to be used by more than one person

The Control Panel provides you with numerous features, many of which you will not
very comfortable with the computer. In fact, until such time as you are at that stage, co
only the items discussed in this book, and have a technical person help you wit
needed. Making changes to any of these features can be easily done but m
especialy if they require you to be very familiar with the hardware, kno
features of Windows, or have networking experience.

Before attempting any of the changes, be sure you fully understand t
change. For example, changing the date in order to enter afew morei
simple enough to do. However, you will need to remember to
before running any month end reports or creating any docu
wrong information for sales reports. Changing the vid i
images does not appear clear can be more difficult i
where you might find these driver files. This partigull

someone who is very familiar with hardware
to appear worse than before.
Some of the more commonly used feat in Co

wherein they can set up their own desktop settings, colors, icons, and
screen savers.

il you are
anging
e other options as
ily fixable,
e advanced

s or impact of that
efore month end seems
itch th back to the current date
erwise, the dates will provide the
nitor because the quality of the
ow which video driver to use, or
ould be handled with the assistance of
g just any driver can cause the monitor

Panel include:

Changing the display, e.g., backgro size of theicons, etc.
Choosing a screen saver
Changing the optionsfor yo or keyboard
Changing the date or
Changing the so c actionsin Windows
audio devices

ice (e.g., video card, printer, etc.), Windows will most likely detect it and
feature to help install the new device. If this situation occurs, follow the

or the device.

rking on a computer that is networked or shared by others, you may find that some of these
not available or you cannot change them (e.g., User Accounts, Administrative Toals,
Options, etc.). These restrictions will have been set by the company as protection against any
ges to the existing system. If you are expected to make changes to any of the options, you will
to speak to the network administrator to have access rights assigned to you.

L!!' Exercise

1
2

Click on the Start button.
Then click on Control Panel.

The Control Panel window should now appear.
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Customizing the Desktop Display

piC’|

3.3.3

&

Customizing the desktop display includes changing the background, screen saver, desktop appearance
or the screen resolution. Y ou can customize almost any screen component in Windows by choosing
the desired features from the Display Properties dialog box.

The options for this feature can be activated by using the Display command in the Control Panel, or
you can right-click on a blank area of the desktop to display the same options.

[Msplay Praperties

Theres Dithilop Sciedn S | Appesiarcs | Sellng:

S o e ke o o ol ol soondk, oond, and ofv dlemenls
o bk v presnakoe poa compater selh one chok

— |
; AR

5amiphe:
1 - ‘

hetive Window =13

wimidoes | et

[ o ][ Conce |

am help you customize how the desktop can display:

There are tabs within the
Themes A

lesigned colors or images provided with Windows. Select one of
theme to your system.

Desktop

Screen

ground picture for the desktop, or choose a color or pattern instead.

a’'screen saver to help protect the monitor so that the last image accessed is
rned onto the picture tube. The newer flat screen or LCD panels do not have
same concern as monitors that use the rear projection picture tube.

Choose a particular pre-designed color scheme or design one of your own. Y ou can
also change the size of the text used in the windows in addition to setting the colors
for specific aspects of the windows.

rance

Select the resolution size or color quality for the monitor installed on your system.
You can also change the video card if the picture is not as clear as should be with
the existing driver file.

L....J Exercise

1  Right-click on the Windows desktop.
2  Select Properties from the shortcut menu.

3  Select the Themes tab, click on the down arrow to see what themes are installed. Click on the
different themes to see the differences.

4 Select the Desktop tab to change the background of the desktop.
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Tharms | Dkl | £oypmry Saven | Appemancs Salirgn

—_'—
Baschgiosd

3 Mo A | o |
Asoent
T Pragition
LT “helgh w :

[ B Lo 16
ST = — -

| Camtomize Darkiog.. |

| ok || Cocs |

zul. Notice the preview window.
a background of your choice. Click on

5  Scroll through the list of different background
Scroll through the list of available backgro
the down arrow below Position and sel

Click on the Customize Desktop button.

Ceneral aih
Dlaahbog
[#] by Dincusmmeris [#] M Bestsonk: Plsces
[+#] iy Coorgrabes [#] Irdesmiet E spioret

= _ = |

o O N g
Hy Compder My Documents My Mottt Aecwcle Bn Fles
Flaca: (Rl s

€ »

| Change leon.. | | Restors Dataa |

Cleskbop clesrun
Dlshiisp chaiiiig fdrois il chirsklog v bo & lokds

Flun Deskiop Clearun Wizard eweny B degps

| Clean Digssktop Mo |
) =]

7 Inorder to show (or hide) the icons on the desktop, click next to the items. Make sure they are all
selected and click OK twice to see the changes.

Notice the icons on the desktop have been activated. As well, the background has now changed
according to the choice you made.

8  Right-click on the Windows desktop. Select Properties from the shortcut menu.
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9  Select the Screen Saver tab.

Thamae | Debiop Stiorn S dpcesancs Sslingr

DT v [ Sewg: | [ P |

wiet | 10|35 | mimaes ] O iediiee, S sl

Hordid Doned

T andpurid rirwdd proesdi fetings ared ddve Engigy
B,

|_Poem. ]

Lok || Coce ||

10 Under Screen saver, click the down arro
and select one.

11 Click the Preview button to vi
screen saver, move the mouse

E Facis |

Manasl A Adwainged I

Lok || Coodl || soo

13 Under Windows and buttons, select Windows Classic style to see the differences from
Windows XP in the preview area. Notice how the title bars have the flat 2-D appearance of
previous versions of Windows.

14 Select the Windows XP style.
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15 Under Color scheme, select Silver.

16
17

18

19

Display Properties

Use the changes to the appearance in
Under Font size, select Extra L
Click Apply to see the chang

Notice the change to the

217

eview as well as the icon names on the desktop.

Change the color sc bac e Default (Blue) option. Select Normal for the font size, and

then click Appl
Select the

Display Properties

Thama: | Dk Scieen Save | Appessncs | Salingi

[lompdsy
Wi ona PR on bty Graphics Wllsnram 0200 AP
G oraan ieanbsion Coslew cpasiity
Lazz : Hia Highest (12 bi -
1034 Isp TEH pssks I /n ' W

[ Trobdeshoct., | [ Advanced |

| ok || Cocsl || ek
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Depending on the video card installed in the computer, this tab gives you the ability to increase
the depth of color for a better picture. Y ou can also adjust the screen resolution to fit more on the
screen; alternatively, you can adjust the screen resolution to make everything on the screen larger,
however you won’t be able to see as much on the screen.

20 Change the screen resolution to L ess.

This will make everything on the screen larger, thereby allowing
e s you to see more of the screen elements in your programs, e.g.,
U pictures on toolbar buttons, larger text display forticons, etc.
800 by 500 pisels However, you will also not be able to see everythi screen

without having to scroll around.

21 Click the Apply button. V
22 Click Yesto accept the new settings.

Notice the changes, and how everything is now larger on the scr

Screen rezolution

23 If necessary, drag the title bar for the Display Properties 'alogge right side so you can
see the changes to the desktop icons.

It of the change to the display.
them on the desktop again.

Some of the desktop icons may appear below the

Y ou would need to refresh or arrange the iconst
24 Change the screen resolution back to the ori d click OK to accept the changes.

25 Closethe Display Properties dialog b

@ Practice Exercise

Right-click on the Windo
2  Select Propertiesfr e sho menul.

3  Select the D
background

4  Select

through the list of backgrounds and select Friend or any other

tab. Change the color scheme to Olive Green.
5 C col hemeto Silver.

6 _ Click y button.

ick the Screen Saver tab, select a screensaver of your choice, and then click the Preview
. Move the mouse once you have finished previewing the screensaver and change the
saver back to the default screensaver.

Click OK to apply all the changes.

Right-click on the Windows desktop and select Properties.

Select the Desktop tab and change the background back to the default.

11 Select the Appearance tab and change the color scheme back to the Default (blue).
12 Click OK to apply all the changes.
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Changing the Date & Time

E By default, a clock showing the time is displayed on the taskbar. By hovering the mouse pointer over

the time, a screen tip will display the current day and date. Depending on your time zone, the date/time
program will automatically adjust the internal clock for daylight savings time. The operating system
uses the date and time settings to identify when files are created or modified. These date and time
settings are obtained from a battery inside the computer (internal clock) that should be current. If the
time or date begins to lag behind by a lot, then the battery inside the computer may need to be
changed. Having the current date and time will play an important role in helping to identi hen files
were created.

3.3.3

Change the date or time by using one of the following methods:

= Click Start, Control Panel and then Date and Time. V
= Double-click on thetimein the Notification Area.
[ate and Time Properties e °

Custes B Tiree: | Trss 2o

To change the date or timé
Month  Click

Click th ent/decrement buttons or type the year.

, and then select the month.
Y ear
Day i e date in the calendar.

Ti lick'tn the time field in the hour, minute, or seconds location and type in the correct
er. You can also adjust the AM or PM, as required.

ise
uble-click on the time in the Notification Area.

In the Date area, select the item you want to change.

In the Time area, select the item you want to change such as the minutes and then click the
increment/decrement buttons or type in the information.

4  Select the Time Zone tab.
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hate and Tima Properiies

Dhabs i Time T Zids

[« Sutorratic sy adpat cheh for davkgit srvieg changm

| o || cams |

K}

adjust the clock for daylight saving changes.

5  Click the down arrow to select a time zone. By default, the op@

Customizing the Mouse

piC’|

3.3.3

Windows allows you to customize features of the

motion speed, or changing the mouse pointers. T
mouse or other pointing device you are using.

L!!| Exercise

1 Click Start, Control Panel,

2  Drag the Double-click
towards the Fast s
on the picture of the
Drag the slider
the Doublesclick

click ongthe fold

sp

3 P cl
lickC

the speed.
to slow down
d then double-
ce again to test the

k mark next to Turn on
d click Apply.

ClickLock option locks a mouse or
all button after a single-click, enabling
to select or drag without continuously
holding down the mouse button. Just press
and hold down any mouse or trackball button
for a moment, and your click is locked. With
ClickLock, you can drag windows, objects,

g will automatically

changing the double-click speed,
ons will vary, depending on the type of

Wauie Pragsiiis 7

Bl i

Powigiz | Powdei Opbord | 'Wheel  Haidkaaes

[ Sedich priman s secomdaiy b o |
Sabac! thir chack bes lo makon tha buton on the r)
[ FT b,

Diouabacieh. B bk 1o bisk poud dalieg || e

Tokdi dia el D & chal, iy usng & thvwe

il

rightt tha orm pou e b prmp [unclara 1uch
ar rnbecineg arad chaggng

Spetd  Shew 1 Fast —I
.

(E e
L] Tisw o ChcbLock

E nadhr oo to highlght o drsg wethoul holding doson Fa resra
bobon To ¥, brath peazr e moum bHion To ickeaza. ceck tha
s Butlon Egar

J | Cancel I

select blocks of text, and open menus. Click again to release ClickL ock. To adjust the amount of
time you need to hold down a mouse or trackball button before it locks, click Settings.

4 Place your mouse on the Title bar of the Mouse Properties window. Hold down the left mouse
button for approximately 2 seconds, then release the mouse button and move the mouse around
the screen. Notice that the Mouse Properties window is moving wherever the mouse pointer is
moving. Click anywhere to release the dialog box.
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5  Click on the check mark next to Turn on ClickL ock to turn the feature off. Click Apply.
6  Select the Pointerstab.

Haouse Fropartics

Ecrara
[irckonas D pined [octbers schera) Y .
PR &

[Ty

e 8
Heip Saimct :Elr
‘b In Eack proured };E
- B
Pricitaon Skl Ll

| Enabie powner chaios [ Biowes |

L [ cu=d |

7  Inthe Scheme area, click on the dow roll through the list of schemes and choose
the one. Click the Browse button to ional“mouse pointers. If available, you may choose
mouse cursors (.cur files) or ani sors (.ani files).

Select the Pointer Optionst

fiutiors | Porisry| Prmie Dphony | igtesl| Mk

Moty
h_—: Sabat wpoanie spesd
: Sk N F st
[#] E-buarvcn prar-da meecmar

Bl Ta

_ri [ dsbcarrantic sl rucrem poanies b tha del sl butionim s
o dhalag b

ke,
F‘Tﬁ [ Dinpla poirie: s

° [ [ bt ot s iy
Q I:@ [[] S*es location of parder when | preas tha CTHL key
[ or || Cacel |

9 Inthe Motion area, slow down the mouse speed by dragging the dider dightly to the left, click
Apply.

10 Inthe Motion area, speed up the mouse speed by dragging the dlider dightly to the right, click
Apply.

11 Move the mouse around, notice the mouse pointer and mouse motion.
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12 Adjust the dider until you find the desired speed, click Apply.

13 Under Snap To, place a check mark next to Automatically move pointer to the default button
in a dialog box.

This feature specifies whether the mouse pointer snaps to the default button, such as OK or
Apply in dialog boxes.

14 Click OK.
15 Click Start, Control Panel, M ouse.

Notice the mouse pointers default position is over the OK button.
16 Select the Pointer Optionstab, and uncheck the Snap To option.
17 Select the Wheel tab.

Autione | Pordez | Ponte Opgiore Whael  Hudame

O]

Si
@ Finll thes swhesl prs notch g ol

%] Thie ksllrwang rurnbsii of s & a L

-
-

-
-

Ll donesedi 4 & lanes

| k. |[ Cars ]

ines how far a page scrolls when you roll the wheel on the mouse one notch at
scroll a specific number of lines at atime or the entire screen.

Th
ati

hange following number of linesat atimeto 5 and click OK.

Ing the Keyboard

can customize the keyboard in addition to the mouse. This can be handy if you purchase a
erent keyboard than the one provided with the computer such as a cordless keyboard or a keyboard
for a different language. Windows provides you a number of other options for users with special needs
when entering information into the computer or performing some troubleshooting for the keyboard.

The type of options that appear in this dialog box may vary, depending on which keyboard you have
" installed on your system.

||._!_!_|| Exercise

1 Click Start, Settings, Control Panel, Keyboard.
2  Click onthe Speed tab, if not already active.
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Use the options here to set how fast or slow you
may want the keys to react when they are held
down. You can aso set the speed for the cursor
within atext field or an application program.

3 Drag the dlider arrow in the Repeat rate field
to halfway on the slider.

4 In the Click her and hold down a key to test
repeat rate, press the(* ) key.

How did you find the speed? Was it too slow
for you?

5 Drag the dlider arrow in the Repeat rate field
to your preference.

6 Drag the slider arrow in the Cursor blink rate
to two notches before the Fast end.

7 Click Apply to set this speed for these options.
8 Click on the Har dwar e tab.

Use this dialog box to determine whether
keyboard is working properly. If fol
reason the keyboard has stopped r
you can click on the Troubleshoot:button
and diagnose the problem.

ing,

Alternatively, you can click

button to see the driver i
this keyboard and
button here if you n

perties
ed with
oubleshoot

e Sranceed 104103 sy or Microrodi Hshesd PS4
- Faybeaaad

Uerans Hppe Emfdousth
LB R | tardimad bomabunand )
Liso-gtia s W be2plnaned el

arvicn i
Toi dhiradii i palib g piopeily

IF s e vy paobibernas meaby hg cdiesoe ook, Troabbeshad o
et B rpasbds phesobe

10 Click OK to leave the keyboard options.
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Changing the Volume

piC’|

3.3.3

,..-f sound level faster than using the

If the volume icon does no
installed on the system, yo
the Control Panel.

Cplichs  Halp
msher W olme e S Sy
B sl H bz Boalyrci
B0 8 B 48]
LY T Wik Wik
I

- )

[ Mt ol [use i

fenteie) sntegrated Audo

If your system has a sound card and speakers hooked up, there will be a speaker icon Valume
@. in the Task Notification area. Y ou can use this feature to adjust the volume for any

sounds being played on the system. When you click once on this item, you will see a |
small window that displays the current volume level and arange for volume: ‘—‘—'
You can then click or drag the slider to the required volume for any sounds you want

to hear. Alternatively, you can click on the M ute option to turn the sound off. 2

If you double-click on this icon, you will see a screen with more options on whicl
audio devices can be adjusted:

CO dusdo Line In
Baance Eslance
4 ) 4@
Yok Yk
I
| Huie (| Hude
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I 4

[ Hude

If your speakers have buttons

Somnds and Awdio Devices Praperiies
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ume or tone, you may want to use these to adjust the
trol in Windows.

Task Natification area even though you have a sound card
s feature on using the Sounds and Audio Devices feature in
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You can adjust the volume level as well as customize options for how the speakers work on your
system. Y ou can also apply sounds to certain Windows tasks using the Sounds tab.

Sounds and Audes Devices Properties T

Vikani Sounch Bt Vil Havchnis

A, gowrd oot i & Gt o ool appkied 10 et I Wirelioe
A OOANTY TOU Car selert o s SCRETE OF SaWe ONe U
haree rrodned

Soand st
v
[ G ip,

Tochargs tounde, chick & program svenl in the lollowarg kst snd
Ui bbied & Boisd 10 GDpk. Vi B6R Bi i ChangEs &t § Pav
sornd scheme

Froagianm Events
[ efindoess #
B Asienik
Close progeam
B Criesd Baliey Sl
& Ciiicad Stop
& Deiaud Paep A

i1
0 e | e ]

Qeiound card and speakers installed on the system.
el.

o Devicesfeature.

L....J Exercise

’_/.a The following exercise assu

Click Start, Contro
Click on the So
Ensure the on in thetaskbar option is selected.
Clic
En

e C
stab.

ndows Default is selected in the Sound scheme field.

a A W N

your s m is not set to Windows Default, change the scheme back to Windows Default and click on
t the prompt. Then proceed with the next step.

V4
he Program events area, click on Critical Stop to select it.

Click on the j button to hear the sound.

Click on the . icon in the taskbar and increase the volume level if you couldn’t hear the sound.
Click on the j button again to hear the sound.

10 Scroll down thelist until you see Exit Windows and select it.

11 Click onthe j button to hear the sound.

12 Click on OK to exit the Sounds window.
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Using Fonts

biC’|

3.3.3

Fonts or typefaces are used to display text on the screen; what you see on the screen is what you will
get in the printed copy. The WY SIWY G (What You See Is What Y ou Get) feature is one of the main
advantages of working with a graphical operating system such as Windows.

Use the Fonts folder in the Control Panel to view samples of the various fonts installed on your
computer. Additional fonts may be obtained from numerous vendors or web sites. Before a font can be
used in an application, it will need to be installed.

Viewing Fonts

There are thousands of fonts or typefaces available today, with the diff betw! them
sometimes being very subtle. Since the font appearance imparts a visual m ler, your
choice of appropriate fontsis very important to the overall design of the d

Fasoribes  Tools  Halp
J Back - ",r # S=arch Frlders I_'l ? m '_
od Foris w ﬂ G
T B B R e
B sl Biack El?.l.i;ﬂi Brigd Bobyl Sl Bod Jhabc Gl el
7] 7] vl vl vl i |
Arigl Bigrgey Al Birgyy Al Flroey Anigd PMgr oy Al Linicodks Bk g
Bokd Bold Tk £
B = B = =
Bock dntiys fock dntioys [EEETEET fockman Ok Bookman Ok
fiodd Bl ol ke Syin s
0| 0 0| 0 0 0
Eoobrnian O Eokaran O Canburs Cinburs Cerdury Cardury
el Bol . Shvie Rakc Gothic GUEhc Bod  GoinicB.. 3
1 fonitis) sebechsd

tifies Type 1, Vector or Raster fonts. Type 1 fonts are designed for PostScript
pr tters mainly use vector fonts such as Modern, Roman or Script. Raster fonts, such
as Coupter, MS Serif, or Symbol are bitmap images and cannot be scaled or rotated.

enType fonts incorporate the TrueType technology and Type 1 technol ogy.

TrueType fonts are scalable (i.e., set for any size) and can be used on all printers.

L..!| Exercise

1 Click Start, Control Panel.
2 Click on Fonts.
3  Click onthe Arial font.

The Arial font is a sans serif font. The word sans is derived from the French word for “without”.
Sans serif type does not have the cross strokes at the end of the main strokes of each character.
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Typically, the characters are an even thickness throughout. This type is usually best suited for
headlines, subheadings, or short, crisp passages of text.

Click Done.
Click on the Times New Roman font.

The Times New Roman font is a serif font. The word serif is derived from the Latin word for
“shoulders’. Serif typefaces, such as the one used for this courseware, have fine cross strokes at
the ends of the main strokes. This type is usually best suited for body text bec the cross
strokes make it easy for the reader’ s eye to move from letter to letter. Times N
charactersto be typed on the line without causing excessive space between characters
this is a proportionally spaced font, meaning it takes only as much sp.
character, e.g., i versusw.

6 Click Done.
Click on the Webdings font.

Fonts such as Webdings or Wingdings display a variety ©of sh
characters.
8 Click Done.
9  Close the Fonts window. °
@ Practice Exercise \

the typeface on a typewriter; a mono-spaced font meaning
of characters per inch.

pictures instead of text

1 Click Start, Control Pandl.
Click on Fonts.
3 Click onthe Courier N

The Courier New f
there are exactly

Click Done.
Click o nt.
Th
6 Clic

is sSim

isplays special symbols instead of text characters.

ick on'the Wingdings font.
one.

se the Fonts window.

Installing Fonts

When you install new software, the program will often include new fonts and they are automatically
installed at the same time as the program. For example, if you install Microsoft Word, a number of
new fonts will be installed, these fonts will be available when using Word and also in all of your other
Windows applications.

Alternatively, if you have downloaded fonts from a web site or purchased fonts from a third-party
vendor, you can install new fonts by using the Install New Font command.

New fonts can be installed by dragging them directly into the Fonts folder. Windows will
automatically recognize the new font.
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M Exercise

1 Click Start, Control Panel.
2 Click on Fonts.
3  Sdect File, Install New Font.

M Add Famis
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Ey
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Clara

Hetwik
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4 |nthe Folders area, double-click on c:\ to mov

your datafiles.

Lint of b
Ervabbisd Ped [Tt poed

Fuldgiz

. ihudand

= et
3 Sprescerast Fisg
3 Tiarmng

Diwesi
[— 5 L

[] Coopg fonkz tn Fonts fokda

. Then navigate to the location of

5 IW fonts area, select the
nt shown in the list and then click

font will be installed and you
should have returned to the Fonts
window.

Scroll in the window until you see the
Ennobled Pet font and then click on it
to open the font.

You have successfully installed the
font.

7  Click Done.
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Printing Files

3.3.4

8  Make sure the Ennobled Pet font is selected and then press the key to remove this font.

Windows Fonts Folder

L] Srm pouy e won veant B delets Ehess Fonka?
L

[ oges | w |

Thefont is now deleted from your list of fonts.
9  Closethe Fonts window.

When you print a document, the printer driver (i.e., printer software) pro
acceptable format for the printer and the document goes into a print
document goes to the print spooler; when the printer is ready, the e document to the
printer and your document is printed. In other words, printing occ background while you

work o