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Starting windows 7

* When you start Windows 7 you may have to supply a login password. If
so enter your password and the opening screen will look something like this.
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Moving a window

* Move the mouse pointer to an empty area towards the top of the window.
This area is called the Title Bar. Press down the left hand mouse button, and
while keeping it pressed down, move the mouse pointer on the screen. When you
release the mouse button, the window will have moved. Experiment with moving
this window a few time until you get the hang of it.

Drag and drop

* The concept of selecting an item (such as a window's Title Bar), and then moving it
while keeping the mouse button pressed is often called ‘dragging’ or ‘Drag and drop’.
It is called this because you drag an item to a new location, and then drop it at the
new location.

Select, then manipulate

* When doing something within Windows 7, you normally have to select an item (such
as the Title Bar within a window) and once selected can you manipulate whatever it
was you selected. This is a very important concept to remember. You need to select
an item to tell Windows 7 what item you are interested in, before you can
manipulate it. This idea is fundamental to using Windows 7. For instance, later we
will see that if you wish to format your text, you need to select a portion of text and
then apply the formatting. In a different context later on when you want to move a
file on your hard disk from one place to another, you need to select the file first, and
then move them.

Single clicking vs. double clicking

* Normally you click on an item to select it. This is a single click using the left
mouse button. Once selected you can often double click on the selected item to
open or run the item that was selected.
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Viewing your ‘computer details’

Move the mouse pointer to the item within the window called View
Computer Details. Click once using the left hand mouse button.

1. Get started with Windows (14)

',_L View computer detads
=

S TIP: Within this manual, from now on when you are asked to click the
»” Mmouse button, it will always be the left mouse button, unless the right
hand button is specifically specified.

You will see details of your computer displayed within the window. As
illustrated below.

E@g
s % » Control Panel » System and Security » System v|$f|| Search Control Panel Pl
File Edit View Tools Help
G -
Control Panel Home ]

View basic information about your computer
Qe c=lanager Windows edition
3 ]
R~ "ot settings Windows 7 Ultimate

o .
IR S protection Copyright © 2009 Microsoft Corporation. All rights reserved.

% Advanced system settings

m

System

Rating: System rating is not available

Processor: Intel(R) Core(TM)2 Duo CPU  E8600 @ 3.33GHz 3.33 GHz
Installed memory (RAM):  1.00 GB

System type: 32-bit Operating System

Pen and Touch: Mo Pen or Touch Input is available for this Display

This tells you what type of Windows Windows 7 that is installed. In the example
shown Windows Windows 7 Ultimate is installed. The type of CPU
(Intel(R)Core(TM2 Dou CPU)) is an Intel chip running at a speed of 3.33 GHz.
There is 1 GB of RAM (Random Access Memory).

You may feel you don’t need to know this, but as you have seen, it is easy to get
technical information about your computer if you need to!

Resizing a window, narrower or wider

Move the mouse pointer to the left hand edge of the Welcome Center window. You
will see that the mouse pointer changes shape to become a horizontal line with an
arrow on each end. Press down the left hand mouse button and while keeping it
pressed, move the mouse pointer left or right. When you release the mouse button
the window will be narrower or wider, depending on which direction you move the

mouse pointer. Experiment with resizing the window to make it wider or narrower.
Also experiment using the right edge of the window.
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“‘}’* TIP: Remember that this dragging action with the mouse button pressed is
called ‘Drag and drop’.

Resizing a window, taller or shorter

Move the mouse pointer to the upper edge of the Welcome Center window.

You will see that the mouse pointer changes shape to become a vertical line with
an arrow on each end. Press down the left hand mouse button and while
keeping it pressed, move the mouse pointer up or down. When you release the
mouse button the window will be taller or shorter, depending on which

direction you move the mouse pointer. Experiment with resizing the window to
make it taller or shorter.

Also experiment using the bottom edge of the window.

Resizing a window in two directions at once

Move the mouse pointer to one of the corner edges of the Welcome Center window.
You will see that the mouse pointer changes shape to become a diagonal line with an
arrow on each end. Press down the left hand mouse button and while keeping it
pressed, move the mouse pointer up or down and left or right. When you release the
mouse button the window will be resized both vertically and horizontally, depending
on which direction you move the mouse pointer. Experiment with resizing the
window.

Also experiment using the other corners of the window to resize the window.

Before continuing try and resize the Welcome Center window to its approximate

original size and position. You should be able to see other items on the screen
behind the window.

Maximizing a window

If you look at the top-right of the Welcome Center window you will see three icons.
As illustrated below.

=8 l_zs-J]

Move the mouse pointer over the middle of the three icons and after a short time
you will see a popup explaining the function of the middle icon.

| = e sl

As you can see the icon is called the Maximize icon. Click on the Maximize icon
and you will see that the Welcome Center program window maximizes, to fill the
screen.

Move the mouse pointer over the middle icon and wait for the popup to explain
the function of the icon (which has changed slightly if you look closely).
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Restore Down

TIP: The reason for the middle icon changing its appearance (and its
name), is that having already maximized the window to fill the screen, you
cannot maximize any further. Thus you are offered a Restore icon that
will restore the program window to its original size. This is an example of
Windows being clever!

\{

Click on the Restore Down icon and you should see that the Welcome

Center window is displayed within a window (i.e. not full screen). You should find
that the window is the same size and position, prior to maximizing the window.

Minimizing a window
* If you move the mouse pointer over the first of these three buttons, you will
see it is called the Minimize icon.

e Click on the Minimize icon and you will see that the window disappears. Itis
minimized down to the Windows Taskbar, which is the name of the bar
across the bottom of your screen.

. H eteorne Centen

¢ Move the mouse pointer to this minimized icon within the Windows Taskbar and
you will see the following popup, which displays a ‘thumbnail’ picture of the
minimized program.

| Welcome Center h

elcome Cen

e Click on the minimized icon and the program will be displayed within a
window once again, on your screen.
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NOTE: Minimizing a program is not the same as closing a program.

«” When you minimize a program, it is still running in your computer’s
memory, it is simply minimized in size, down to the Windows Taskbar.
Closing a program means that the program is closed and no longer
running in memory.

Closing a window

* Move your mouse pointer to the last of the three icons. After a short delay
you will see a popup explaining that this is the Close icon.

SMOPUIAA 1JOSOIIIAl

e Click on the Close icon and the program will close. It is not displayed within
the Taskbar as a minimized icon. The program is no longer in your RAM (Random
Access Memory). RAM is where all your active programs are stored
when they are running. If you close a program the program is removed from
RAM but you still have a copy of the program stored on your hard disk. To re- run
the program you will need to open the program from disk.

The Start button

* At the bottom-left of your screen you will see a circular button. Move the
mouse pointer over this button and after a short time you will see a popup
explaining that this button is called the Start button.

e

| g Microsoft Office Word 2007 4
Start
— @ Mozilla Firefox 4

: 4 \
'; l Q?’ Yahoo! Messenger fesiments

Pictures
|3 Microsoft Office PowerPoint 2007 »

- o TIP: Get into the habit of pointing || scese sroesoscss . .

to items within Windows and T —— g e
leaving the mouse pointer over the | o
item. In many cases, as you are |« | Notepad y
beginning to see, you will get a 5 v , |
popup message explaining the : Devices and Printers
function of the item you are |l @“ - N TS
p0|nt|ng at. é Kaspersky Anti-Virus 2010 o N

u Microsoft Office Access 2007 »

| Programs

Search programs and files
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The Start menu

* Click on the Start button and you will see the Start Menu displayed as illustrated.
This menu contains a list of all the programs that you can run, such as your word
processor, spreadsheet and database programs. It also allows you to play music,
movies and any other programs that are installed on your computer.

TIP: To display the Start Menu, press the special Windows key on
your keyboard. Not all keyboards have this key, but most do.

SMOPUIAA 1JOSOIIIIA

Running a program using the Start menu
* Once the Start Menu is displayed, click on All Programs.

> All Programs

ktart Search

e This will display a menu similar to that shown below.

 Windows Media Center

El Windows Media Player
wWindows Meeting pace
B windows Movie Maker

{1 Windows Photo Gallery Documents | Accessories
& Windows Update - Calculator

) Accessories Pictures B Command Prompt

J Belkin Wireless Network Utility e 27 Connect to a Network Projector

|, Catalyst Control Center vISIE B Connect to a Projector Documents

| Dell Garmes | Getting Started

) Dell Support d Math Input Panel Pictures

J Extras and Upgrades Search «| Notepad .

) Games ) Paint

/ Google Desktop Recent kems & Remote Desktop Connection s

J Intel(R) Matrix Storage Manager & Run At

| Maintenance Computer & Snipping Tool Computer

| MchAfee *\ Sound Recorder

s Mi ft Offi MNetwork 3

I\“Ill?crosof-t : I|_c5e s Etworl Sticky Notes Control Panel
. Microsoft SQL Server . T ®) Sync Center
- - Lonnec o e i,
 Modem Diagnostic Tool - Windows Explorer Devices and Printers
. MetWaiting -
Paint Shop Pro 5 Control Panel & Wordfed
J Ell'jl op Pro 0N I Ease of Access Default Programs
. Roxio Creater DE k. System Tools
Default Programs
. Startu
p I, Tablet PC Help and Support
Back Help and Support | Windows PowerShell
1 Bak

e Look for the word Accessories in the list and
click on this. The menu will change as

illustrated. T <
2 B'E

l Search programs and files
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e Click on a program called Notepad, as illustrated.
e Clicking on this program will run a program called Notepad. This will open in a
window, as illustrated.

;e b
"] Untitled - Notepad (= [ [t

File Edit Format View Help

| s

Entering text into a program
* Click within the Notepad window and type in your name.

Saving data

* Within the Notepad program, you will see a number of commands. This is
called a drop down menu list.

| Untitled - Notepad

| File Edit Format View Help
]

[ "] Untitled - Notepad
e Click on the File command and you will see the Edit Format View Help
following drop down menu list. Click on the Save New CtleN |
command, as illustrated. Open... Ctrl+0
Save Ctrl+5
Save As...
Page Setup...
Print... Ctrl+P
Exit

« This will display the Save As dialog box.
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| Save As [
S~
o) (29 I- Desktop » - l 4y l | Search o
e e Name Size Type Date modified =
1
Bl Desktop il . Dave
%= Recent Places il “l
& Computer ;
Ei Documents ’ Public =
E Pictures
B Music i*,’ Computer
More »
Folders ~ hi Network -
——
File name: ot ¥
Save as type: [Text Documents (*.txt) ']
- Hide Folders Encoding: | ANSI v] [_save ] [ Cancel |

L 4

Click within the File name section of the dialog box and enter the name My
First File. This is the file name that will be used to store the Notepad file on
your hard disk. Click on the Save button within the dialog box. The dialog box
will close and the file will be saved to disk.

Click on the Notepad Close icon (top-right of the window). The program will
close.

Opening a file within a program

Use the Start menu to re-open the Notepad program. We previously saved a
file to disk and called the file My First File. We shall now re-open this file
within the Notepad program. To do this click on the File drop down menu and
click on the Open command. This will display the Open dialog box.

Select the file called My First File.

'jl Open ﬂ 7
el ==x o] [seer 7
. ™ - e
o Name Size Type Date modified -
{J|%  Dave .|
Bl Desktop "', “I
7=l Recent Places
% Computer , Public
E\ Documents
B Pictures &é" Computer =
ﬂ Music = ‘
%y Recently Changed =
i Searches LH Nehwork
- ) -
i Public L Wy first file
Text Document |5
Folders A | 0 bytes ¥
File name: My first file e [Text Documents (".bd) ']
Encoding: [ANSI '] l Open || [ Cancel ]
| \CEEE——— - — — = = .
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4 TIP: You may need to click on the vertical scroll bar displayed down the
‘;} right of the Open window.

* Click on the Open button. The file will open within the Notepad program.
Type in a new line of text (just make something up). Resave the file and close
the Notepad program.

Shutting down Windows

* Click on the Start button and you will see the Start menu displayed.
(= S —

g

r

| LA - -
'=- Microsoft Office Word 2007 4

@ Mozilla Firefox 4

Documents
% Yahoo! Messenger

( Pictures
fm Microsoft Office PowerPoint 2007 »

Music
Adobe Photoshop S5 4

= Games

| X5 Microsoft Office Excel 2007 ’

-— Computer
,"" Notepad 3

;{j Paint 4

| Calculator
T

Control Panel

Devices and Printers

Default Programs

K Anti-Virus 2010
y‘ aspersky Anti-Virus

Help and Support
i elp and Suppo

[!! Microsoft Office Access 2007 4

| Programs

‘ Search programs and files yel ‘

e Click on the Shutdown command.

e Your computer will shutdown.
TIP: if you were running any programs, such as a word processor and
had not saved your changes, you would be prompted to save or discard

any changes to your data.

-
>4
‘? TIP: You should never just switch off your computer. To shut down your

computer you must always use the Shutdown command. Simply switching off a
computer may result in you losing data!

J
"~

SMOPUIAA 3JOSOIDIA
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Closing an application that is not responding

Occasionally when you are running Windows 7, you may find that you are unable to
close an application that has ‘crashed’. If this happens, you need to press the
Ctrl+Alt+Del keys simultaneously. A list of options will be

displayed. Select the Start Task Manager option. This will display the Task
Manager dialog box.

158 Windows Task Manager @@ﬁ
File  Options  Miew Méindows Help
Applications |F‘ru:u:esses I Services | Performance | Mebworking | Users |
-~
Task, Skakus
?manual_wnrd_versiu:un Runining
@MDdule_z_ecdl_v"r_EDD?_manuaI [Compatibility ... Running
88, Paint Shop Pro’ Runring
End Task ] [ Swikch To ] [ Mews Task. ..
Processes: 82 CPU Usage: 1% Physical Mermore: 423
. i

In the example illustrated, all the programs are running normally. If a program
was no longer responding you would see a message in the Status column such as
Not Responding. In this case you would select the non- responding application
from the list displayed and then click on the End Task button.

<= TIP: It is a good idea to completely close down Windows and then restart
d Windows after a program has crashed.
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The Windows Desktop <
(]
Desktop icons S
* The icons you see on the Windows Desktop will vary from one computer to =
another, depending on who installed and customized the Windows installation. As :
a user of Windows, you can add, remove and move icons on the Desktop. <
Typically the Desktop will look something like this. g-
) (=}
L 5

2

PN

T PRk

Moving Desktop icons
* Click once on the Recycle Bin icon, to select it.

—

%
s
Recycle Bin

e Make sure that the mouse pointer is pointing to the Recycle Bin icon. Press
down the mouse button and while keeping it pressed move the mouse pointer to a
different position on the Desktop. When you release the mouse button,
the icon will have moved.

You would use exactly the same technique to move any other icons that are
displayed on your Desktop.

<*&> TIP: The Recycle Bin is used as a temporary store for files that you

/ delete. More about all this later!
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Taskbar clock
Located at the left edge of the Taskbar.

.
51 12:14 PM

If you move the mouse pointer over the time display (and wait a short time)

ICDL Manual

Windows Taskbar

The Windows Taskbar is the bar normally displayed across the bottom of your
Windows screen. It contains a number of important items, such as the Start
button, icon representation of running programs and a clock at the right edge.

you will see the date displayed, as illustrated.

‘....".'.‘ Tuesday, 13 March 2007

- MBMEL ¢ 140 PM

Clicking on the time display will display a calendar, as illustrated,

Mo Tu We Th
% 27 8 1
5 6 7 8
12 (13114 15
19 20 21 2
%6 27 28 29
2 3 4 5

Tuesday, 13 March 2007

1 March 2007

Fr

1:40:52 PM

Change date and time settings...

< g% el 1:40 PM

Customizing your Desktop

Right click on an empty part of the Desktop and you will see a popup menu,

as illustrated.

View
Sort By
Refresh

Paste
Paste Shortcut
Undo Apply Properties

New

Bs, Personalize

Ctrl+Z

<m0 TGP
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 From the popup menu click on the Personalize command. This will display a
dialog box, as illustrated below.

SMOPUIAA 1JOSOIDIJAl

e e - ‘ » Control Panel » Appearance andrsonalization » Personalizon v H Search Control Panel
File Edit View Tools Help
Control Panel Home .
Change the visuals and sounds on your computer
Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.
Change mouse pointers My Themes (1) E

Change your account picture

Unsaved Theme

m

Save theme  Get more themes online
Aero Themes (7)

= 7
ol

—

See also (
Display l
T M
askbar and Start Menu Desktop Background Window Color Sounds Screen Saver
Ease of Access Center Slide Show Sky Windows Default None

e You can use this dialog box to customize elements of your computer system.

Customizing the Desktop background wallpaper picture
* Click on the Desktop Background icon.

E Desktop Background
* You will see the following dialog box displayed.

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [Top Rated Photos VH Browse... ‘ [ Select all H Clear all ‘

4 (C:\Users\Public\Public Pictures\Sample Pictures (6)

Picture position: Change picture every:

[Bominutes  v] Eishuttie
Center v

Change background color

Save changes ] I Cancel
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You can select a picture to be displayed on your Desktop background.

TIP: You can use the scroll vertical bars to the right of the picture
thumbnails to scroll up or down and see more pictures, as illustrated.

e ————————— R e o)

- - - - . .

- - e -
@C\)v !« Personalization » Desktop Background
=

_
v|‘7||55.7rf** o

Choose a desktop background

SMOPUIAA 1JOSOIDIA

Click a picture to make it your desktop background. To use a picture that's not listed, browse to the picture
and double click it.

Picture Location [WindowsWaIlpapers V] [ Browse... ]

E WAL .A

Paintings (4) -~

b Vi

How should the picture be positioned?

n

» Select a picture of your choice.

“’? TIP: You may wish to experiment with specifying how you want the picture

displayed on your Desktop, using the three controls illustrated below.

Stretch

Tile

Center

e Click on the SAVE change button to apply the picture of your choice to the
Windows Desktop.
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Customizing the Desktop background color
e Display the Personalization window.
* Click on the Desktop Background icon.

E Desktop Background

¢ You will see the Personalization dialog box displayed. Click on the down
arrow to the right of the picture location section. You will see a drop down list
displayed. Click on Solid Colors.

<
(g}
!
=
7]
=
—_
—
=
=7
=]
=
@

- — — - ==

@@vﬁ » Control Panel » Appearance and Personalization » Personalization » Desktop Background v]‘,” Search Control Panel P—‘

File Edit View Tools Help

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [Top Rated Photos '][ Browse... ] l Select all l[ Clear all I

4 C:\Users\Public\Public Pictures\Sample Pictures (6)

[«'- «gﬁ pi G —
g E 1 il ‘
7 g 5

Picture position: Change picture every:

n 30 minutes ~| []Shuffle

Change background color

Center v

I Save changes ] [ Cancel ]

* The dialog box will then change to display a range of colors, rather than

pictures.
- — — - el = |
@O-E » Control Panel » / e and ization » Personalization » Deskiop Background ~[ 44 |[ searcn Controtpanet P

File Edit View Tools Help

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [Solid Colors ] [ Browse.

1l

l
]
]
HE

1

Save changes Cancel
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¢ Click on a color to select a color.

‘/? TIP: You can use the scroll vertical bars to the right of the color pallet
to scroll down and see more color options.

? TIP: When you click on a color you will see a preview of that color applied
to your background, as illustrated.

SMOPUIAA 1JOSOIDIA

& » Control Panel » i P i v | 3 || Search Control Panet

File Edit View Tools Help

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: lSoIidCaIurs 'H Browse... l

. More...

-
118 PM

EN . |fy ¥
() 7 6/18/2011

e To confirm the color click on the OK button.

- PN
K Screen Saver Settings u
Screen Saver

Setting a screen saver
e Display the Personalization
window.

¢ C(Click on the Screen Saver icon.

@ Screen Saver

¢ You will see the Screen Saver
Settings dialog box. Screen saver

l(None} 'H Settings... H Preview

Wait: minutes ] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting
display brightness and other power settings.

Change power settings

[l ok | cance |[ appy
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* To pick the screen saver type, click on the down arrow in the screen saver ‘g
section and click on an item within the list. In this case click on Ribbons. o~
ﬂ
(=]
172}
Screen saver (=}
w
e e aTala D'r oy oA b
(None) - Settings... Previey i 2
3D Text ume, display logon screen g_
Blank (=)
Bubbles =
I i 73
Mystify
Photos rmance by adjusting
Ribbons settings.

Change power settings

l 0K H Cancel H Apply I

e Within the Wait section, click on the up or down arrows to set the time
interval of inactivity, before the screen saver kicks in.

Wait: 10 = minutes

e Click on the Preview button to preview the effect of the screen saver.

Preview

¢ You will see an interesting ribbon effect.

¢ Click on the OK button to apply the effects and close the dialog box.




ICDL Manual

Setting your screen resolution

* Display the Personalization window and then click on the Display Settings
icon, which will display the Display Settings dialog box.

[y — -

%v’i » Control Panel » Appearance and Personalization » Display v‘ +y ‘ ‘ Search Control Panel yel ‘

File Edit View Tools Help

e

Control Panel Home . . .
Make it easier to read what's on your screen

SMOPUIAA 1JOSOIDIA

Adjust resolution You can change the size of text and other items on your screen by choosing one of these options. To

temporarily enlarge just part of the screen, use the Maanifier tool.
ﬂﬂ Calibrate color

Change display settings B
() Smaller - 100% (default) Preview
Adjust ClearType text -

Set custom text size (DPI) _
@ Medium - 125%

() Larger - 150%

/b Some items may not fit on your screen if you choose this setting while your display is set Apply
to this resolution.

See also
Personalization

Devices and Printers

e Before changing anything, make a note of the current screen resolution
setting. In the example illustrated, it is 1280 by 960 pixels.
This number describes the number of points making up your screen. The
higher the screen resolution, the better a picture will look on the screen.

+ Use the Resolution slider to change the resolution. When you click on the
OK button, you will see a warning dialog box.

Eer=x=)
Modify the computer date Q) -[B > Corroipanet » ~To ]l 5]

and tlme * Control Panel Home o — ==
* Click on the Start button, i
from within the Start

Menu click on the Control
Panel button. The Control
Panel will look like this.

System and Maintenance User Accounts and Family
Get started with Windows Safety

Back up your computer "r Set up parental controls for any user
@ Add or remove user accounts
Security

Check for updates

Check thic computer's security status

Appearance and

All 4 - Personalization
@ Allow a program through Windows ;
* Firewall Change desktop background
Customize cofors

Adjust screen resolution

Network and Internet

Connect to the Intemet )
e S S 9 Clock, Language, and Region
ot fil

Change keyboards or other input
methods

Hardware and Sound Shangehebly Wogumas
Play CDs or other media automatically
Printer

Mouse

Ease of Access
Let Windows cuggect cettinge
Optimize visual display

1l

Proygian

Uninstall 2 program ’ Additional Options

@y
[l

Recent Tasks

Find which version of

Windows you are using
4 ,My‘lge audio devices

Change system sounds

Change <tartup programs




ICDL Manual

~~

+ Click on the Clock, Language and Region command. You will see the
following.

(=6 [

9 » Control Panel » Clock, Language, and Region v | ‘7' | Search o

SU-

Control Panel Home

Date and Time
Setthetimeand date | Changethetimezone | Add clocks for different time zones
Add the Clock gadget to Windows Sidebar

System and Maintenance

SMOPUIAA 3JOSOIDIA

Security
Network and Internet . s
el bi il ﬁ Regional and Language Options
Hardware and Sound @ Install or uninstall display languages | Change display language
Programs Change the country or region | Change the date, time, or number format

Change keyboards or other input methods

User Accounts and Family

Safety

Appearance and
Personalization

Clock, Language, and Region
Ease of Access
Additional Options

Classic View

e To set the date and time, click on the Date and Time command. This will display
the Date and Time dialog box, allowing you to change the date or time.

[ 1 Date and Time g

Date and Time | Additional Clocks | Intemet Time

Date:
Friday, 16 March 2007

Time:
7:29:34 PM

m Change date and time... I

Time zone

(GMT+08:00) Perth

Change time zone...

Daylight Saving Time is not ebserved by this time zone,

How do I set the clock and time zene?

’ CK H Cancel ] Apply

TIP: Once changed, the new date and time will be remembered by the

‘? computer. In most areas of the world Windows will change the time
automatically if the time is moved forward or backward as a result of
daylight saving time adjustments.

o If still open close the Control Panel.
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Setting the computer keyboard language and other regional settings

* Click on the Start button and from within the Start Menu click on the
Control Panel button. The Control Panel will be displayed. Within the
Clock, Language and Region section, click on the Change display
language link.

Clock, Language, and Region
|5 Change keyboards or other input
A methods

Change display language

I N, Ease of Access
-\J Let Windows suggest settings

Optimize visual display

SMOPUIAA 1JOSOIDIA

Additional Options

a8,
|1

« The Region and Languages Options window will be displayed.

4 Regional and Language Options ﬁ

Formats | Location | Kevboards and Languages | Administrative

Keyboards and other input languages
To change your keyboard or input language click Change keyboards,

Change keyboards..,

Howw do I change the keyboard layout for the Welcome screen?

Display language

To install or uninstall languages that Windows can use in menus and
dialogs, click Installfuninstall languages.

[ @InstallluninstallIanguages... ]

<& Region and Language ﬁ

Formats |Location I Keyboards and Languages | Administrative

¢ Click on the Formats tab to see
the current default setting.

Format:

[English (United States) ~|

Date and time formats

Short date: [M/diyyyy -
Long date: [dddd, MMMM dd, yyyy = |l
Short time: [hemm tt -]
Long time: [hemmiss tt -]
First day of week: |Sunday -

What does the notation mean?

Examples
Short date: 6/14/2011




If you ever wanted to change these, you would click on the down arrow in the
Current format section and select the required option, as illustrated below.
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“¥ Regicnal and Language Opticns ﬁ

Formats |L-:u:ati-:un | Kevboards and Languages | Administrative

Current farmat;

Tao change the way wour computer displays numbers, currencies, dates, and
tirme, select an entry fram the format list,

English (Australia)

English {fustrs
English (Belize)
English {Canada)

Fralish (Carithhean

Select the Location tab to set your current location, as illustrated,

¥ Regional and Language Opticns ﬁ

| Formaks | Location | kewvboards and Languages I Adrniniskr akive

and weather,

Current location;

Sotme software and services provide you with local information such as news

[.ﬂ\ustralia

Australia
Austria
Azerbaijan
EBahamas, The
EBahrain
BakerIsland
Eangladesh
Barbados
EBelarus
Eelgiurmn
Eelize
EBenin

EBerrmuda
EBhutan

Select the Keyboards

and Language Options tab. Click on the Change

keyboards button. You can use the dialog box that is displayed to set the default

input language.

2
_N
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pee, Text Services and Input Languages ﬂ

General | Language Bar I Adwanced Key Settings

Crefault input language

Select one of the inztalled inpuk languages to usze as the default for all
input fields.

| English [#wustralia) - US ~|

Inztalled zervices

Select the zervices that pou want for each input language zhown in the
lizt. Usze the Add and Remowe buttorns to rodify this list

SMOPUIAA 1JOSOIDIA

[EH Enalish [Swstralia)
i) Kevboard
LemoUS

Add...

e If you click on the Add button you will see a list of available languages.

s Add Input Language ﬁ
Select the language to add using the checkboxes below, ok
- Sinhala (5ri Lanka) -
-Sloveak, (Slovakia)
-Slovenian (Slovenia) Brzeiz. ..
-Spanish {Argentina) -

-Spanish (Bolivia)

-Spanish (Chile)

-Spanish {Colombia)

-Spanish {Costa Rica)
-Spanish {Dominican Republic)
-Spanish (Ecuador)

-Spanish (El Salvador)
-Spanish {Guatemala)
-Spanish (Honduras)

-Spanish {Mexica) |—
- Spanish (Micaragua)

NOTE: Do not actually change any settings. Remember how you
would change these setting if you ever wanted to.

+ Close all open Control Panel windows.

Setting the computer sound volume

¢ Click on the Start button and from within the Start Menu click on the
Control Panel button. The Control Panel is displayed. Click on the
Hardware and Sound icon.

JTL U HHT SHatiny -

{ { Hardware and Sound

ﬁ Play CD< or other media antamatically
Printer y-
Mouse |'€
l‘\
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+ Within the Sound section, click on the Adjust system volume link.

VR ——
i P R W PN =57

— e e e S —_ _ I
@@v‘|ﬂ » Control Panel » Hardware and Sound '|"?|| Search Control Panel 2]

File Edit View Tools Help

Control Panel Home

SMOPUIAA }JOSOIIIIAl

‘-ﬂ;{l’ ADdtz\,'ices.and Printers N i
System and Security . adevice = Add aprinter | Mouse | % Device Manager
MNetwork and Internet \!—é AutoPIay
® Hardware and Sound Change default settings for media or devices | Play CDs or other media automatically
Programs '“c» Sound
User Accounts \\"// Adjust system volume Change system sounds Manage audio devices

e and N Power Options
Personalization Q P X .
Change power-saving settings =~ Change what the power buttons do

ez g sl e Require a password when the computer wakes | Change when the computer sleeps | Choose a power plan

Ease of Access

! Display
Make text and other items larger or smaller | Adjust screen resolution | Connect to an external display
How to correct monitor flicker (refresh rate)

e You will see a slider control displayed, allowing you to modify the computer

volume.
b Sound ﬂ

Playback | Recording | Sounds Communication5|

Select a playback device below to modify its settings:

Speakers
J High Definition Audio Device
g @ Mot plugged in

Headphones
High Definition Audic Device
Default Device

Configure Set Default |v

| OK | ’ Cancel l Apply

¢ Close all open Control Panel windows.

The Sidebar and gadgets

* This is displayed down the right side of the screen and contains ‘gadgets’. A
gadget has more in common with a web page than a program and can be used
to display all sorts of information.
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Mourners grieve for ..

Bush cites U.S. aid in...

Key nations split ove.

Pa. city defends illeg...

TIP: If the Sidebar has been closed on your computer and you cannot see
»” it try pressing the Microsoft logo key and the Spacebar keys
simultaneously.

e If you see the Slide Show gadget display move the mouse
pointer over it
and you will see slide navigation controls displayed on it.

Try clicking on the
Next Slide button to move the slide show forward.

e Try clicking the View control to display the picture within the Windows
Photo Gallery. Then close the Windows Photo Gallery window.

Reordering gadgets

* You can easily reposition gadgets within the Sidebar. To do this click on a
gadget to select it. Press down the mouse button and then drag the gadget to a
new position within the Sidebar. Release the mouse button and the
gadget will have moved.

Closing a gadget
* To close a gadget, click on it to select it. You will

then see a small close icon
displayed to the right of the gadget. Click on Slide
Show gadget and then click on the Close icon, to
close it down.
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Applications

Running more than one program at a time

* Windows 7 is a ‘Multitasking’ operating system. This means that it can
run lots of programs at the same time. For instance you can be receiving emails,
printing and writing a letter, all the same time. You can run lots of different
programs simultaneously, such as a word processor, a spreadsheet, a database
and a picture editing program.

Starting WordPad

* The WordPad program is a very limited word processor program that is
supplied free within Windows 7. To open the WordPad program, click on the
Start button and then click on the All Programs button.

»  All Programs ‘

e Click on the Accessories group.

# Windows Media Center
@ Windows Media Player
Windows Meeting Space
B windows Movie Maker
Windows Photo Gallery
&l Windows Update
|/ Accessories
\/ Belkin Wireless Network Utility
. Catalyst Control Center
L Dell
|, Dell Support . Accessories
|\ Extras and Upgrades [ Calculator
BEX Command Prompt
@2 Connect to a Network Projector
mj Motepad
s Paint

“mi Remote Desktop Connection

m

* You should see the WordPad program icon listed = R

under the Accessories group -? Snipping Tool
Sound Recorder |

@ Sync Center
W Welcome Center
M Windows Explorer

e Click on the WordPad command to run the B Windows Sidebar

. . . 5 WordPad
WordPad program. The program will open within a J Ease of Access
window, as illustrated. |\ System Tools
.. Tablet PC -

Start Search

~L_
~

SMOPUIAA 1JOSOIDIJAl
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|==| Document - WordPad = [ . [ |
File Edit View Insert Format Help
Arial - 10~ Westem - B 7 U & = = i=
E 1 2 3 4 5 & 7 g 9 10 110 12 13 14 ‘154 1 - 16 17 18
|
For Help, press F1 MUM

You can type in a line of text and then press the Enter key a few times.

Using Print Screen within WordPad

Pressing the Print Screen key takes a picture of your screen and copies it to
a special area of memory called the Windows Clipboard. Press the Print
Screen key now. Nothing appears to have happened, but you now have a
picture of the screen in the Clipboard.

Press Ctrl+V which is the keyboard shortcut for pasting information from the
Clipboard. You should now see a picture displayed within your WordPad program.

NOTE: Pressing the Print Screen key copies the entire screen contents
to the Clipboard. If you just want to copy the active window, then after
selecting the active window, press the Alt key while pressing the Print
Screen key. Then release the Alt key.

Click on the Save icon to save the data to disk.

A dialog box is displayed. You will need to type in a file hame, and then click on
the Save button

If you have time you might want to investigate the function of some of the other
icons within the program. You will find that if you point to an icon, and leave the
pointer there for a short time, that a popup is displayed explaining the function of
the icon. An example of a popup is illustrated below.

B 7 0

S 2oia ]
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Identifying the parts of an application window

TIP: If you wish to format a portion of text with bold formatting you first
L. need to select the portion of text. To select text within a program such as
«” WordPad, click at the start of the text you wish to select and after pressing
down the Shift key click at the end of the portion of text you wish to select.
Leave the program window open.

The WordPad window is typical of an application window.

SMOPUIAA 3JOSOIIIIA |

%% Document - WeordPad SRACH X

File Edit Miew Insert Format Help

D S 4 = By
Arial + 10 - ‘Westem - B/ OB [El=

§-|-1-|-2-|-3-I-4-I-5-I-E-I-?-I-8-I-S-I-1D-|-11-|-12-|-13-!-14-!0-15-1-18-I-1?-I-

Using Print Screen within WordPad

+ FPressing the Print Screen key takes a picture of your screen and copies itto a
special area of memory called the Windows Cliphoard. Press the Print Screen
key nowi. MNothing appears to have happened, but you now have a picture of the
screen in the Cliphoard.

. Press Ctri+V which is the keyhoard shortcut for pasting information from the
Clipboard. You should now see a picture displayed within your WordPad
prograrm.

m

NOTE: We will see more of the Windows Cliphoard later.

. Click on the Sawve icon to save the data to disk

A dialog box is displayed. ou will need to type in a file name, and then click on
the Save button

. If you have time you might want to investigate the function of some of the
other icons within the program. You will find that if wvou point to an icon, and
leawve the pointer there for a short time, that a popup is displayed explaining the
function of the icon. An example of a popup is illustrated belaw.

For Help, press F1

L 4

There are a number of items that you need to be familiar with.

Title bar.

This is the bar running across the top of the application window and normally
displays the title of the program window.

5| Document - WordPad @M]

Menu bar.
The Menu bar contains a number of drop down options, often including items such
as File and Edit.

|Ei|e Edit  View Insert Format Help
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Clicking on one of these options displays a list of Edit View Insert Format
commands that you can choose from, as illustrated for B EEls
the File menu option. Open... cul+0
Save Ctrl+S
Save s,
Print... Ctrl+P

Print Prewviews.,,

Toolbar. The Toolbar contains icons or buttons which Fage Setup..
you can click on to perform a particular task, such as 1 dave

printing a document. Send..

Exit

DEE & 44 @ By

Status bar. The Status bar is normally displayed along the bottom edge of the
application window. It can display status information, such as the number of
pages contained within a document.

! i
|F0r Help, press F1

Scroll bar. Scroll bars are normally displayed only when needed. If the data
within a window will not fit within the window you may see
horizontal and/or vertical scroll bars displayed.

Office 2007 applications.
When Microsoft introduced Microsoft Office 2007, they gave programs a new look
and introduced the concept of the Ribbon, as illustrated below.

Ak M fira
AaBb! AaBbCc AaBbC: AaBbCC AaBbC) /7 Rephoe
X e
Hexal 5 Nk i

1 THI  FHedingd NHadngs NHadngs . O S
yles < Salect

fdtng

==iT LEs]
A -t | THL

The ribbon is divided into tabs, such as Home, Insert, Page Layout as
illustrated below.

Ch
i
- Home Insert Page Layout References

i

= X cut
J 23 Copy

Paste - Ll -
- F Format Painter il e o

Clipbioard i Font

Arial -1 -
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Each tab is divided into groups, such as Clipboard, Font and Paragraph, as
illustrated below.

miLi

_,/_ Home Insert Page Layout References Mailings Review ol iy

= Cut ) = e I e | IS

= Arial MR SN T = R ==l B AR I

Past =3 Copy ik - &

aste - 2 -||282 - N =E=E = == N

S romatpainter | B £ U T abe X X Aa| A-lIE=E === |
Clipboard ] Font ] Paragraph IF]

Each section contains the icons or buttons that you can click on, as illustrated
below for the Font group.

Arial wl1 - |[AT AT
B I U ~abe x, 3 Aa~|| ¥~ A~

Font ]

Notepad

Calculator 0.
* To open the Calculator program, click on the [ [Bockapsee| [ ce H c ]
Start button and then click on
the All Programs button. Click on the lMCI [ 7 H 4 H 9 H qurt]
Accessories group. You should see the (] a5 fe]=]l=]
Calculator program icon listed under the
Accessories group. Click on [RER|ER|ER N
the Calculator command to run the Calculator L] Lo L)l L2 )= ]

To open the Notepad program, click on the Start button and then click on the
All Programs button. Click on the Accessories group. You should see the
Notepad program icon listed under the Accessories group. Click on the
Notepad command to run the Notepad program. The program will open within
a window, as illustrated.

hl

"| Untitled - Notepad =NiE X
File Edit Format View Help

This is a text-only editor. Unlike a modern word processor, you cannot insert
pictures into the Notepad window. You will notice that unlike the WordPad
program you cannot apply any formatting to the text, such as bold, italic or
underlining.

Leave the program window open. M — léj]
Edit View Help

program. The program will open within a
window, as illustrated.
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Experiment with using the calculator to add two numbers together.

. TIP: If you click on the View drop down menu, you can select the
' Scientific
calculator.
[# calculator eI
Edit [View | Help
| @ standard 0.
Scientific
I_ Digit grouping E [ Calculator
[ u———r——rr—— Edit View Help
0.
ThIS will |00k ||ke thIS (DHex @ Dec (O0ct (O Bin @ Degrees (") Radians (7 Grads
[ inv O Hyp I— I_ lBackspace ] I CE ] I C ]
2] (s (e [ () [
e oo ) o
s 2] () (]
e Leave the program window s : Lo ea) L) ) [lm ]
open. A cC||D||lE F

Switching between programs
* You should see a number of programs displayed on the screen, as illustrated.

[ Document - WordPad =@l = ]
File Edit View Insert Format Help
'—‘,1 DEW &R & ‘@ B
[ed | Aisl >~ 10 v Westem - BZ7UPEESE =
é-|<|-»-2‘|~3-|n4~|-5-115~|-7-|-a-|-5-|-|o-..11»|-|2‘.~13«|n|4<|-1%;715:|~|77---1§:
a =@
Ev QQ M <« System and Maintenance » Welcome Center ~ [ 42| [ search o]

Fis oave DeLL

<> Showimore details
300 @ 186GHz
| -

1. Get started with Windows (14)

9&/ View computer details ﬁ‘\ Transfer files and settings % Add new users
—
For Help. press F1 5 r
Connect to the Intemet Windows Ultimate Extras | What's new in Windows Vista

Show all 14 items.

[0

2. What can I do with my new Dell? (3) -~

Read and Write E-mail Bumn CDs and DVDs Product Support and
ﬁ Documentation

[#] Run at startup (Welcome Center can be found in Control Panel, System and Maintenance)

e To switch from one program to another press down the Alt key (and keep it
pressed). Press the Tab key once and you will see a bar displayed across the
middle of the screen.

Document - WordPad
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Press the Tab key a few more times and you will sequence around the programs
displayed within the bar. When you release the Alt key the program that was
highlighted within the bar is displayed on your screen and the other programs are
minimized to the Windows Taskbar. Practice this technique a few time to switch
from one program to another

Cascading windows

. . . . . Toolbar 3
Displaying windows side by side o
. . . Cascade Windows
Right click on an empty part of the. Windows Taskbar Show Windows Stacked
(this is the bar that is normally displayed across the Show Windows Side by Side
bottom of the Windows screen). From the popup Show the Desktop
menu displayed, click on the Show Windows Side fludogeseads
by Side command. Task Manager
v Lockthe Taskbar
Properties

If necessary, click on the Show Desktop icon (bottom-left of your screen) so
that all the programs are displayed in their program windows.

Right click on an empty part of the Windows Taskbar (this is the bar that is
normally displayed across the bottom of the Windows screen). From the popup
menu displayed, click on the Cascade Windows command.

Toolbars 3

Cascade Windows

Show Windows Stacked
Show Windows Side by Side
Show the Desktop

Task Manager

v Lock the Taskbar ——

[ Calculator = X3 5

Properties i ]| Untitled - Notepad e =

.

| File Edit View Insest Format Helg

The program windows will NEd 8B & shE~ &
be displayed cascaded ol "0 W - Bsup[E2a E
across the screen. gv-w-.-z-n-yw<4<-‘5“‘5w»/ms‘w9»-»|o VOV 120 0 130 0 14 0 TRk 14160 1 17+ 1 18"

For Help, press F1

NUM
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Close all the open programs before continuing.

=<*&> TIP: To close a program click on the Close icon displayed at the top right
e of each program window.

Installing programs

Within large organizations it is normally the IT support staff that installs or
removes programs. In many cases it is a disciplinary offence to install programs
onto computers without specific permission. This is because of the risk of
accidentally infecting a computer with a computer virus or similar

program.

With small organizations or home use then it may be up to you to install new
programs. Always check so that you do not get yourself in trouble!

Programs are normally supplied on CD or DVD and these disks, once inserted into
the CD/DVD drive should start automatically and display instructions onscreen
covering the installation procedure. If you need to install software, read the
onscreen instructions VERY carefully at each stage. If help is available and you
get stuck always ask rather than assuming the installation will be OK. If in doubt
ask!

=% TIP: You can find lots of free programs when surfing the Web. Be
VERY careful about installing programs unless you are absolutely sure
that the programs are supplied by a reliable source.
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Removing programs

WARNING: This section is just for reference. Do not remove any
programs during this training course.

As with installing programs only do this if you have been given specific authority
within your company to remove a program. If in doubt ask! You use the Control
panel to remove programs.

<z
—
(g}
=
7]
=
p—r
—
=
=
=7
=)
=
7]

e Click on the Start button and from within the Start Menu, click on the
Control Panel button.

.“ nutlepau r

Control Panel
j Paint ’

Devices and Printers

Calculator
Default Programs

K Anti-Virus 2010
V' aspersky Anti-Virus
@

h Microsoft Office Access 2007 4

Help and Support

| | Programs

’ Search programs and files

¢ The Control Panel window looks like this.

OQ » Control Panel » ~ “, ] ~ |

= Control Panel Home

System and Maintenance
Get started with Windows
Back up your computer

User Accounts and Family
Safety

@ Set up parental controls for any user
@ Add or remove user accounts

Classic View

Security
Check for updates

Appearance and
Check thic computer’s security statuc

Personalization
Change desktop background

Custurnize culors

@ Allow 2 program through Windows
Firewall

T I | Adjust screen resolution
Connect to the internet

Clock, Language, and Region

Change keyboards or other input
methods

Change display language

View network status and tasks
Set up file charing

Hardware and Sound

Play CDs or other media automatically
Printer

Mouse

Ease of Access
Lct Windows suggcst scttings
Optimize visual display

Programs
Uninstall 2 program

Additional Options

e @ & &

Change startup programs !

« Within the Programs section click on the Uninstall a program command.
This will display a list of programs that you can uninstall.
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= (=] E

= ~

2 @ U L 4 l » Control Panel » Programs » Programs and Features v I 5 ' ’ Search 2|

¢

(=) Sacks Uninstall or change a program

:‘- View installed updates ) i : , ) .

. To uninstall a program, select it from the list and then click "Uninstall", "Change”, or "Repair”.

) Get new programs online at

?: Windows Marketplace

;' Vi sl v Organize + [= Views ~ Uy Uninstall (7]

o (digital locker) Name 2 Publisher Installed + *

g ¥ Turn Windows features on or S} 2007 Microsoft Office system Microsoft Corporation 28/02/200

w off [ Adobe Flash Player 9 ActiveX Adobe Systems Incorporated 28/02/20¢
ZI ATI Catalyst Control Center Ex ATI Technologies Inc. 28/02/20(
COI Belkin 54Mbps Wireless Network Adapter Belkin Electronics Inc. 8/03/2007
E‘} Business Contact Manager for Outlook 2007 Microsoft Corporation 28/02/20( =
[ Conexant D850 PCI V.92 Modem 28/02/20(
ﬁ] Dell System Customization Wizard DellInc. 28/02/20(
DellSupport Dell 28/02/20(
43 Digital Line Detect BVRP Software, Inc 28/02/20(
@ Google Desktop Google 28/02/200
G+ Google Toolbar for Internet Explorer 28/02/20(
WA Intel(R) Matrix Storage Manager 28/02/20(
|£|Java(TM) SE Runtime Environment 6 Sun Microsystems, Inc. 28/02/20(
McAfee SecurityCenter 28/02/20(
E‘} Microsoft Office 2003 Web Components Microsoft Corporation 28/02/20(
©3 Microsoft Office 2007 Primary Interop Assemblies Microsoft Corporation 28/02/20(
S} Microsoft Office Small Business Connectivity Compo... Microsoft Corporation 28/02/20(
a Microsoft SQL Server 2005 Microsoft Corporation 28/02/20(
d Microsoft SQL Server Native Client Microsoft Corporation 12/03/200 _
‘T . L .. ~ Lt ’"lr oo e o~ P ERRLEY f-\;v

e Click on the program that you wish to uninstall. In the example shown, the
Google Desktop program has been selected. Once selected click on the
Uninstall command (displayed above the list). You may see some warning
screens, in which case read them very carefully before deciding whether to
proceed or not. If in doubt, do not remove a program as it can cause
problems if you delete programs that should not be deleted. Close any open
windows before continuing.

Creating and using a Desktop shortcut T .
* You have seen how to run program by 11 s Upaste
clicking on the program within the Accessories
Start menu. We will now place a |, s .
‘Shortcut’ program icon on the Desktop.
This makes it much easier to run
programs that you use on a regular

BrowserPlus
Games. Pictures
Gradekeeper
Kaspersky Anti-Virus 2010
Maintenance

Microsoft Office

Music

Games

following icon displa

H P; Microsoft OffigoAeca 2
basls - i.’sé Microsoft Offi Open
We will now create a Desktop shortcut 8 Microsoft offiy  Troubleshoot compatibily
LE' Microsoft Offi Pin to Taskbar
for the Welcome Center- E_’[l Microsoft Offi Pin to Start Menu
] . wj; m:;z:z: $: Restore previous versions 5 bh o\
¢ Click on the Start button and then click i Microsoftoffi €A 0 |4 Compressed rigpe folder |
. 5 Microso i u M Desktop (create shortcut
on the All Programs button. Click on | "7he=eron o s )
the Accessories group. You should see | .. Delete ° rorrecpien
. ename all recipien .
the Welcome Center program icon m”‘ o 8 DV RW Drie () \
listed under the Accessories group. B i
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Right click on the Microsoft office access program icon. From within the
popup menu displayed Select the Send To command. From the submenu
displayed select the Desktop (create shortcut) command.

You will see the following icon displayed on your Desktop.

o

Microsoft
Office Acce..

Double click on this icon to run the Microsoft office access window.

Close all open windows before continuing.

Deleting a Desktop shortcut

Select the Desktop shortcut you created. Press the Del key. You will see a
warning dialog box asking if you are sure you want to send the shortcut to the
Recycle Bin. Click on the Yes button to remove the shortcut icon.

Shutting down an application that has frozen

Normally you close a program by clicking on its Close icon, displayed at the
top-right of a program window. Sometimes a program will crash or freeze and
you may not be able to close it down in the normal way. In this case, if possible
switch to any programs that are still responding and close them down (saving any
data if necessary).

Click on the Shutdown command.

If this does not work physically switch off your computer. In the case of Desktop
computers there is normally a power switch on the front or at the back of the
computer. When using a laptop computer you may have the hold down the on/off
button for a short time in order to switch off the laptop.

Wait for at least 30 seconds and then switch the computer back on. It may
display a different opening screen than normal, in which case follow the on-
screen instructions.

Restarting the computer

If you need to restart the computer rather than completely close it down,
click on the arrow to the right of the Start button, and from the popup menu
displayed select the Restart command.

rFs
s Switch user
[!g‘ Microsoft Office Access 2007
Log off
| Programs L
Restart
| Search programs and files Sleep |
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How to get help

The easy way to display the Windows help feature is to press the FI key on your
keyboard. This will display the Windows Help and Support dialog box.

@ LS @ - il Q%Ask Options ~

‘mouse »|

ﬁ We update Help frequently. To see our latest content, —
switch to online help.

Read the privacy statement on the Microsoft website.

il Best 30 results for mouse

11

1. Using your mouse
2. Make the mouse easier to use
3. Change mouse settings

4. Use the computer without the mouse or keyboard

5. Parts of a computer

6. Add a wireless or network device: frequently asked
guestions

The Help ‘Back’ and ‘Forward’ buttons

You can click on the Back button to move back to the last screen displayed
within the Help dialog box.

@© Windows H

You can click on the Forward icon to move forward within the pages you
visited.

@ Windows He
B |

0 2 |
CAS

Printing a Help topic

You can click on the Print icon to print out the Help displayed on screen.

=
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Browsing for Help
* Click on the Browse icon

@ g;f ﬂ ﬁ Ask Options =

| Search Help |

e v

e The dialog box will display the
following.

* You can click on a topic such as

Desktop Fundamentals. The dialog box
will then offer a range of help associated
with the item you click on, in this case
Desktop Fundamentals, as illustrated.

+ Clicking on one of these options, for
instance ‘'The Start menu
(overview)’, will display the following.

Contents

. Getting started

. Security and privacy

. Maintenance and performance

. Networking — connecting computers and devices
. Internet — going online and using the web

. E-mail and other communications

. Files, folders, and libraries

. Printers and printing

Contents

All Help

> Getting started

> =If you are new to Windows - the basics
> = > [Deskiop fundamentals

Desktop fundamentals

2| The desktop [overview]

7| The Start menu [overview]

7| The taskbar [overview]

7 Windows Sidebar and gadgets [overview]
7 Waorking with windows

?| Using menus, buttons, bars, and boxes

¥ Ack someone or expand your search

i Offline Help ~

@ Windows Help and Support @ﬂu
© ® & & " 2 sk options -

| Search Help L

The Start menu (overview)
The Start menu is the main gateway to your In this article
computer's programs, folders, and settings. It's o (Getting started with the
called a menu because it provides a list of Start menu
choices, just as a restaurant menu does, And a5 + Opening programs from
"Start” implies, it's often the place that you'll go the Start menu

|| tostartor open things. o The Sesrch box

M| Use the Start menu to do these common + What's in the right pane?
activities: o Customize the Start menu
* Start programs

|

+ Open commaonly used folders
# Search for files, folders, and programs
+ Adjust computer settings

M Gethelpwith the Windows operating system
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Re-displaying the opening help screen
* Click on the Help and Support Home icon.

This will once again display the opening Help screen, as illustrated.

@ &/ @ - il ﬁﬂ\sk Options ~

Not sure where to start?

m» How to get started with your computer

‘ Search Help 2|

p Find an answer quickly

7 Enter a few waords in the search box
above.

» Take some time to explore some of the other options available within the

Help window.

Demos

* Display the Windows help and Support window. Search using the word

Demos, as illustrated.

@ Windows Help and Support L

¢ You will see the following screen displayed.

e You can click on any of these demos and
watch a screen presentation on selected
topics. You can run these as many times as
you like and get more expert in the use of
various techniques within Windows 7. Close
any open
windows before continuing.

@ Windows Help and Support é@l&l

€ ® & 2 M 2 ask options ~

o

15 results for demos

1. Windows Vista demos
2. Demo: Understanding the parts of your computer

3, Demo: Learning to use the mouse

4, Demo: Working with files and folders
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Files, Folders and Disks

What are files?

ICDL Manual

9
L

When you load a program such as a word processor this means that you copy

the files containing the word processor program from your hard disk into your RAM
memory. RAM is short for Random Access Memory and is simply a term to describe
the memory chips contained within your computer. Once the

word processor is loaded into RAM you can use it to create a document. When you
have finished editing the document, you may want to save a copy

of the document to your hard disk as a file.

SMOPUIAN 1JOSOIDIA [

Basically there are two types of file that you need to concern yourself with, the
program files (such as word processor, spreadsheet, databases etc) and the data
files that you create and save to disk. Once saved to disk you can later reopen
that file and make further changes, or print the data file.

In many ways you can think of data files as physical sheets of paper, containing
your data. You then place these sheets within a folder so that you keep all similar
documents together.

What are folders?

Files are stored on a disk in folders. This concept is very familiar to anyone used to
working within an office. Think of a 3-draw filing cabinet. When you wish to file a
document within the filing cabinet you first need to decide in which draw to file a
particular document. When you open a filing cabinet draw it often contains hanging
dividers allowing you to group similar document together.

Types of drive and drive letters

When you save a data file you normally save it to your hard disk. This disk is
contained within your computer and you cannot normally see it. By
convention the hard drive is called ‘Drive C'. If you have two hard disks
within a single computer they will normally be described as drive ‘C’ and drive
‘D’.

There are other types of drive, such as a CD or DVD drive. You can plug
‘removable hard disk’ into the back of your computer. You can plug so called
‘memory sticks’ into the USB sockets on your computer. Don’t worry what

USB stands for (Universal Serial Bus), they are just sockets that allow you to plug
things into your computer. There are many different names for these USB
memory sticks, such as ‘Flash drives’ or ‘USB drives’

As you add more drives to the computer, Windows assigns a drive letter to them.
The hard disk is usually called drive C. The next disk that is added (probably the
CD/DVD drive) will be called drive D, the next drive would be

rive E and so on.

If you are connected to a network, your network administrator may have set you
up with additional ‘network drives’. These are actually located within a different
computer on your network and can have any free drive letter that the network
administrator thinks is appropriate (such as Drive T).
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Views within the Windows Explorer

You will see a number of commands displayed in a bar across the top of the
Windows Explorer window.

‘ Organize v

Click on the down arrow to the right of the Views command. You will see a
popup menu, as illustrated.

i€ Extra Large Icons

= Large lcons

= & Medium Icons

=% Small Icons
OO~ comoe | 771
Details
v Tiles

-— L

In the example illustrated, we are viewing the contents of the Windows Explorer
in what is called Details view. In details view, illustrated below, you can see
details such as the name of a file or folder, the date it was last modified, the type
of file or folder as well as the size of the file.

(=[E
QQ [« Roaming » Microsoft » Windows » StartMenu » ~ [43| [ searcn 2|
Wy Organize ~ =2 Views ~ (@ Bumn
Faverite inks Name Z Date modified Type Size
[_- Bocimsis . Programs 12/03/2007 3:03 PM  File Folder
B Pictures
B Music

More »
Folders v
I, Templates -
. UProof
. Windows
1. Network Shortcuts
\. Printer Shortcuts
] Recent Items
I SendTo
.. Start Menu
I, Programs
| Accessories

[T

I Administrative Tools
. Maintenance
1. Paint Shop Pro 5
I Startup
. Templates

] 1item

We will see later how to select a particular file or folder and view details of
that file or folder. In the example shown below, we have selected the
Notepad program file. As you can see this file is an ‘application’ file (i.e. a
program file) and the file size on disk is 148 KB.

j notepad 2/11/2006 8:32 PM  Application 148 KB




The other common view that is used is one of the icon views.
Click on the Medium Icons view.

WL ExtraLarge lcons

Ll () g « Roaming i| Large Icons 3
‘ Organize ~ Views = | =% Medium Icons | i
Favorite Links E

225 Small Icons

2% List E

== Details

[El Documents
E Pictures

p Music

More »

== Tiles

Folders

Your display will now change as illustrated.
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. I 3 ’ [ search

QU | | « Roaming » Microsoft » Windows » Start Menu »

Favorite Links Name Z Date modified Type Size
E\ Documents &'!
B Pictures Ld
B Music Programs
More »
Folders v
. Templates -
1/ UProof
.. Windows
. Network Shortcuts
.. Printer Shortcuts
fa Recent Items
1. SendTo
.. Start Menu —
., Programs =

| Accessories L3
.. Administrative Tools

. Maintenance

.. Paint Shop Pro 5

| Startup

|, Templates 4 |

’ 1item

There are other views but normally you will use Details or one of the Icon

views.

Extra large icon views.

Before continuing set the View type to Details.

TIP: If you have difficulty seeing the icons you can use the Large or

~L_
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Using the Windows Explorer scroll bar

When you first start the Windows Explorer the screen will look something like
this. In the example shown, the Start Menu folder is selected by default.

Z
—
(o)
!
=
7]
(=}
—
=t
<
-
[=F
(=}
-l
=
17}

(=] E

OU ‘ |, « Roaming » Microsoft » Windows » Start Menu »

v [‘1 ’ [ Search

Favorite Links
[E| Documents
E‘ Pictures

B\ Music

More »

Folders
. Templates
1. UProof
1. Windows
| Network Shortcuts
1. Printer Shortcuts
‘2 Recent ltems
.. SendTo
. Start Menu
I, Programs
| Accessories
. Administrative Tools
|, Maintenance
1. Paint Shop Pro 5
. Startup
. Templates

\’ 1 item

T

Date modified Type
12/03/2007 3:03 PM  File Folder

Size

Use the vertical Scroll Bar to scroll up to see the contents at the top of the left

side of the window. You will see something like this.

(= [E o]

QU | .. « Roaming » Microsoft » Windows » Start Menu »

Favorite Links
[E| Documents
E‘ Pictures

B Music

More »

Folders
B Desktop
E Dave
. Public
18 Computer
& os
1 97cbc01b495879bd0fel cBabd4834 cof
u DELL
.. doctemp
.. Drivers
1. Program Files
.. Users
.. Dave
. AppData
1 Local
1 LocalLlow

’ 1 item

T I S 4

[

v I‘y I l Search

Date modified Type

12/03/2007 3:03 PM  File Folder

Size
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Expanding and contracting drives and folders
* Double click on the Drive C icon.

4 &, 05(C)

The screen will change as illustrated.

= Views

‘ Organize v
Favorite Links
[E Documents

[E Pictures

B Music

More »

Folders
4« Bl Desktop
1> E‘ Dave
> 4. Public
4 M Computer
v &, 05 (C)
1> <@ RECOVERY (D:)
b ey DVD RW Drive (E:)
I & Network
[ IB Control Panel

£ Recycle Bin

Users
l File Folder
}

@Qvlﬁ » Computer » OS(C) »

~ [® Explore R% Share (@ Bumn

Name

2 DELL
.. doctemp
.. Drivers

|, Program Files
v .. Users
| vista courseware
. Windows
__|BOOTSECT.BAK
|| network-pw

Date modified: 7/03/2007 8:06 PM

. 97cbc01b495879bd0fe...

v I 44 | I Search

Date modified
8/03/2007 8:58 PM
14/03/2007 11:28 ...
28/02/2007 2:58 PM
28/02/2007 2:58 PM
12/03/2007 3:03 PM
7/03/2007 8:06 PM
14/03/2007 11:27 ...
12/03/2007 3:03 PM
10/11/2006 3:57 AM
7/03/2007 9:11 PM

Type Size

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

BAK File 8KB
Text Document 1KB

The contents of the C drive (your hard disk) are displayed within the right side of
the window. In the example shown the folders contained on the hard disk have a
folder shaped icon, as below.

* Double click on the dive C: icon again and the
folder structure on your hard disk will expand

again, as illustrated.

¢ You will notice the folders displayed in the left

side of the window are
prefixed with one of the following shapes.

L=

4

4, 05(C) -
1 97¢cbc01b495879bd0fel cBabd4834 cof

o DELL J,-:
oduclemp 1
. Drivers

. Program Files

AT v v

. Users
4 . Dave
4 |, AppData
[ ¢ Local
> . Locallow
4 |, Roaming

> ATI
. Google
W GTek ag

2

P

2
—
-
(o]
!
=
7]
=]
=
—
=
—:
-
o
=}
=
7]
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Click on one of the dark triangle shapes.

i

You will see that it then changes to the shape below.

The shape below indicates that when you click on it, the folder substructure will
expand to display the subfolder(s) contained within the parent folder.

The shape below indicates that when you click on it, the expanded folder
substructure will contract to just display the parent folder.

a4

Experiment with clicking on both the expanding and contracting icons and view
the effect on the structure displayed on your screen.

Before continuing close the Windows Explorer program and then restart it.

Types of Windows Explorer icons

Your screen should look like this:

— —— S =
Qu ‘ |, <« Roaming » Microsoft » Windows » Start Menu » vl‘,HSsarch o
‘ Organize v 5 Views ~ & Burn
Favante ke Name B Date modified Type Size
E Documents . Programs 12/03/2007 3:03 PM  File Folder
IE Pictures
B Music
More » "l
Folders v
. Templates -
. UProof
Windows
. Network Shortcuts
.. Printer Shortcuts
= Recent Items
. SendTo
. Start Menu B
. Programs =l
Azcessories » i
i, Administrative Tools
.. Maintenance
.. Paint Shop Pro 5
. Startup
. Templates ¥ -
] 1 item

Scroll up the screen and select the Users folder icon.
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v | +y ||| Search

&) Organize ~
Favorite Links

[E| Documents
E Pictures

ﬂ Music

More »

Folders
a8, 0s(C)
| 97cbc01b495879bd0fel c8abd4834 c9f
.. DELL
.. doctemp
> 1. Drivers
| Program Files
1. Users
4 |, Dave
4 |, AppData
b 1 Local
> 4. Locallow
4 . Roaming
b ATI
/. Google
> W GTek

@@vl 1. » Computer » OS(C:) » Users »

ws ~ [HM Explore R Share (@ Burn

Name B Date modified Type
.. Dave 8/03/2007 2:15PM  File Folder
[@. Public 2/11/2006 8:49 PM  File Folder

SMOPUIAA 1JOSOIDIA] ‘t‘

Dave
File Folder
Date modified: 8/03/2007 2:15 PM

Double click on the Users folder icon and you will see that the Users folder
collapses, to just display the Users parent icon in the left side of the window.

Organize” v /s~ [l Explore

Favorite Links
Ei Documents
B Pictures

@Qv' .. » Computer » OS(C:) » Users »

7']‘,’,”55‘7“}’ =4 ,0’

Name B Date modified Type Size

. Dave 8/03/2007 215PM  File Folder
@) Public 2/11/2006 8:49 PM  File Folder

ﬂ Music

More »

Folders ~
a8, 05(C) -
1 97cbc01b495879bd0fel c8abd4834 c9f
i 4 DELL
> L. doctemp
. Drivers
. Program Files
b 4. Users
. vista courseware
> v Windows
> a RECOVERY (D)
> e DVD RW Drive (E:)
b i;' Network

m

Control Panel

‘2 Recycle Bin

1

Dave
File Folder
Date modified: 8/03/2007 2:15 PM
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Click on the Windows folder. You will see the Windows parent folder displayed
in the left side of the screen, with the contents of the Windows folder (i.e. files
and subfolders) displayed on the right side of the window.

SMOPUIAA 1J0SO.I

2 <| . » Computer » OS(C:) » Wi

Organize v

Favorite Links
[E Documents
E‘ Pictures

Music

More »

Folders

s &, 05(C)

| 97cbc01b495879bd0fel c8abd4834 cOf
. DELL

. doctemp

. Drivers

. Program Files

. Users

. vista courseware

. Windows

b -y RECOVERY (D:)

> et DVD RW Drive (E:)
P> Q‘ Network
L E Control Panel

£ RecycleBin

93 items

ndows »

Name
. addins
. AppPatch
. assembly
. Boot
. Branding
. CSC
» Cursors
. Debug
. DigitalLocker
Downloaded Program ...
.. ehome
.. en-US
A Fonts
. Globalization

>

. Help
. IME
L inf

m

. java
. L2Schemas
. LiveKernelReports

fl‘?’|555’5h7 -

Date modified
2/11/2006 8:35 PM
8/03/2007 9:00 PM
12/03/2007 3:15 PM
2/11/2006 7:18 PM
2/11/2006 8:35 PM
28/02/2007 7:04 AM
2/11/2006 8:35 PM
8/03/2007 8:57 PM
2/11/2006 8:41 PM
28/02/2007 7:17 AM
28/02/2007 3:00 PM
2/11/2006 8:41 PM
28/02/2007 7:21 AM
2/11/2006 6:22 PM
2/11/2006 8:41 PM
2/11/2006 8:41 PM
13/03/2007 12:00 ...
28/02/2007 7:10 AM
2/11/2006 7:18 PM
2/11/2006 6:23 PM

Type

File Folder
File Folder
File

File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File

File Folder
File Folder
File

File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder

Size

> [«

n

£

>

B

e Scroll down the contents within the right side of the window and soon you will
see a variety of different icons representing different types of files.

F

E

o

B

@Qv‘ .. » Computer » OS(C:) » Windows »

& Organize ~

vorite Links
Documents

E Pictures

Music

More »

Folders

a8, 05(C)

>
'

W

. 97cbc01b495879bd0fel c8abd4834c9f
. DELL

. doctemp

, Drivers

. Program Files

Users
vista courseware
Windows

I g RECOVERY (D:)
<5 DVD RW Drive ()
p t;" Network
[ @ Control Panel
"2 RecycleBin

93 items

P
v I 4y | earch £
Name Date modified Type Size o
(2] | _default 19/09/2006 5:44 AM  Shortcut to MS-D... 1Kl
= bfsve 2/11/2006 5:44 PM  Application 49KI
|_| bootstat.dat 13/03/200711:55...  DAT File 66 KI
| csup 28/02/2007 3:01 PM  Text Document 1Kl
LA 18/08/2006 1:17 PM  Application 91Kl
v | DtcInstall 28/02/20077:33 AM  Text Document 4Kl
. | M explorer 2/11/2006 5:45PM  Application 2,855KI
[ fveupdate 2/11/2006 5:45PM  Application 13Kl
@ HelpPane 2/11/2006 5:45 PM  Application 486 Kl
@ hh 2/11/2006 5:45PM  Application 15KI
(| L_mib.bin 2/11/2006 3:46 PM  BIN File 43Kl
4 | msdfmap 19/09/2006 5:30 AM  Configuration Sett... 2 KIE=
“lnotepad 2/11/2006 8:32PM  Application 148 Kl
| ocsetup_cbs_install_OE... 28/02/2007 7:10 AM  DPXFile 64 KI|
|| ocsetup_cbs_install_OE... 28/02/2007 7:10 AM  PERF File 102K
= | ocsetup_install_OEMH... 28/02/20077:10 AM  ETL File 7168 Kl |
. \PFRO 8/03/2007 9:00 PM  Text Document 9Kl
@regedit 2/11/2006 5:45PM  Application 132Kl
| setupact 7/03/2007 9:05PM  Text Document 26 KI
| SETUPAPI 2/11/2006 8:46 PM  Text Document 1Kl _
I = sresnsoenn = o .
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* You should be able to see the following icon displayed.

s explorer 21172006 5:45 PM Application

This is a program icon. Double click on this and you will run the Windows
Explorer program.

Data storage devices

* Hard Disk: Stores your operating system, application programs and data.
When you save data, it is normally saved to the hard disk.

Diskette (floppy disk): The original IBM PC did not have a hard disk, the
operating system, programs and data had to be contained in one or two diskettes.
Later a hard disk was added, after which point diskettes were used for supplying
programs which could be installed (i.e. copied) to the hard disk, or you could back
up small amounts of data to the diskette. Most modern

PCs are no longer supplied with a diskette drive, due to the fact that diskettes are
unreliable and are easily damaged. They only hold very small amounts of data.

CD / DVD: These have largely replaced diskettes as a way of supplying
programs. They can hold a lot more data.

USB Flash Drives: These are small, stick-like devices that plug into a USB port.
They can stores Gigabytes of information and are an easy way to transfer data
from one computer to another. There are security considerations attached to use
of these devices as it is easy to copy large amounts of data to these devices and
then take that information out of the office, for this reason many companies ban
the use of these devices. When
using a USB flash drive the drive is listed within the Windows Explorer program in
exactly the same way that your hard disk is. It will have a drive letter associated
with it.

Network Drives: Seen by your computer as a normal drive, but in reality the
network drive is a folder located on another computer which is connected to the
network.
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File sizes and disk storage capacities

Each file stored on a disk is a certain size. Some files such as those that only
contain text are very small while others containing applications or high videos can
be enormous. The capacity of storage disks is often quoted in Gigabytes.

The basic storage unit is called a bit. The relationship between storage
values is illustrated below:

Bit:
1 or O level of storage is called a Bit

Byte:
Eight bits is called one Byte

KB, Kilobyte:
A Kilobyte (KB) consists of approximately one thousand Bytes

MB, Megabyte:
A Megabyte (MB) is approximately one million Bytes

GB, Gigabyte:
A Gigabyte consists of approximately one thousand Megabytes

TB, Terabyte:
A terabyte (TB) is approximately one thousand Gigabytes

Online Storage

With the advent of high speed internet connections it is now possible to store
your files online. This allows you to access your files from any computer with an
Internet connection. If you wish you can also give permission for other people to
access your files, for example you could allow family members to

access your digital photo collection.
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Manipulating folders

Navigating to the sample files folder

* The sample files and folders have been installed into a folder called
Cheltenham Courseware. The subfolder structure of this sample folder looks
like this.

SMOPUIAA 3JOSOIDIA

4 . Cheltenham Courseware
4 | Vista Level1
. Compressed files
\. Copying files - one
1 Copying files - two
» 4y Counting files
= Deleting files
[ . File extensions
. File status
[y File types
. Find me
./ Hiding
> 4y Moving files - one
. Maoving files - two
[+ 1) Renaming
[» .l Selecting files
[ 1/ Sorting files

* To navigate to this sample folder and files, right click on the Start button
(bottom-left of the screen). From the popup menu displayed select the

Explore command, which will display the Windows Explorer window.

r (=]

QQ I .. « Roaming » Microsoft » Windows » Start Menu » vl‘,”fsgrgh p\

Favorite Links Name Date modified Type Size
E D.ocuments sm
E Pictures '.‘
B Music Programs
More »
Folders v
1, Templates -
1. UProof
. Windows
.. Network Shortcuts
.. Printer Shortcuts
2 Recent Items
I, SendTo
.. Start Menu
.. Programs

[T

. Accessories
. Administrative Tools
.. Maintenance
1. Paint Shop Pro 5
| Startup
| Templates

, 1 item
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Use the scroll bars within the left side of the window to scroll up the folder
display. You should now be able to see the folder called Cheltenham
Courseware.

[ (=6 )

QU | |, « Roaming » Microsoft » Windows » Start Menu » V|‘7||Sear':h ,0’

Favorite Links Name Date modified Type Size

[E| Documents ‘
E Pictures PI
p Music Programs

More »

SAMOPUI A/

Folders N

4 Ml Desktop

[ E Dave

4 Public

4 M Computer

4, 05(C)
. 97cbc01b495879bd0fel cBabd4834 cof
> 1. Cheltenham Courseware

- 4 DELL
> 1, doctemp
> 4. Drivers

>

wm|

i 1. Program Files
4 | Users
4 . Dave
4 | AppData
b 4 Local ¥ |

, 1 item

e Double click on the Cheltenham Courseware folder and you will see the
following displayed.

f (2[E ]

@Qv‘ /. » Computer » OS(C:) » Cheltenham Courseware » - |‘7l ‘ Search pel |

Favorite Links Name B Date modified Type Size
. Vista Level 1 15/03/2007 10:38 ...  File Folder

Ei Documents
E Pictures

p Music

More »

<

Folders
1. 97cbc01b495879bd0fel c8abd4834 cof
4 Cheltenham Courseware
4 | VistaLevell

]

. Compressed files
. Copying files - one
. Copying files - two

fleam ]

)

J

3

. Counting files

. Deleting files

. File extensions

. File status

. Filetypes

.. Find me

.. Hiding

.. Moving files - one
1. Moving files - two
.. Renaming

1. Selecting files

(il

Cartina filar

, 1 item
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 The samples for this course are contained within the folder called Windows 7 level
1.

4 | Vista Level 1
» 1. Compressed files
> | ) Copying files - one
. Copying files - two
" T rvumdine Filae
Creating a folder
* Select the folder called Windows 7 Level 1.

* Right click on the Windows 7 Level 1 folder and from the popup menu displayed
click on the New command. A submenu is displayed, click on the Folder

SMOPUIAA 3JOSOIIIIA

command. _
4 Vista Level 1
| Compre: Collapse
Eﬂpying Search...
| Copying
Explore
Counting P
| Deleting Open
| File exter Browse with Paint Shop Pro
J File stat
? © sty Share...
J File type . i i
| F||"|d — eslune PII‘_’\"IULIh VETSIUMNS
Hiding Sean
Moving | Send To >
; Moving |
. Renamir Cut
. Selecting Copy
» W Sorting fi Pacte
; DELL
| doctemp Delete
) Drivers Rename
. Program File
g New » {T‘
J Users

* You will see a new folder is
created and displayed within the left side of the

Windows Explorer window.

iy

. Moving files - one
. Moving files - two
:

. Renaming

. Selecting files

e You can type in the new name and press the Enter key. In this case type in the
name My new folder and press the Enter key. Your screen will now look like this.
; Moving files - one
; Moving files - two
. My new folder
/ Renaming
J Selecting files

Creating a subfolder

* Select the folder called My new folder. Create a new subfolder, under this
folder called My backups. Your screen will now look like this.

L6
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= 0 My new folder
. My backups

- Renaming

Good practice when naming files or folders

* Use meaningful names for your files and folders. If you do this then when
you access the file or folder at a later date, then just by looking at the file name
you will be able to tell what the file or folder relates to.

« If a file or folder relates to a particular organization you could include the name
of the organization within the name. If the file or folder relates to a particular

purpose such as accounts or sales, then again you could include this information
within the name.

e Sometimes it may be useful to include date or year information within a file
name. This is particularly useful when naming files and folders that contain
photographs taken with a digital camera.

Renaming a folder

* Select the folder called My backups and you will see the selected folder
displayed like this:

A
+ Lo My new folder

. My backups
¢ . Renaming

e Press the F2 key and the folder will now be displayed like this.

B

¢ 0 My new folder

. Renaming

=<*=s>» NOTE: This is called editing mode. You can edit the file name by typing
/ in @ new name.

« Type in My old backups for the new file name. When you press the Enter
key you will see the following.

| Moving tiles - two
. My new folder

. My old backups
., Renarming

| Selecting files




/ TIP: You can use the same technique to rename files.

Deleting a folder
Select the folder called My old backups.

Press the Del key. You will see the following dialog box warning you that you
are about to delete the folder.

Displaying folder details
Click on the folder called Windows 7 Level 1 (displayed within the left side of the

ICDL Manual

Delete Folder

o]

)
L

'.a = Are you sure you want to move this folder to the Recycle Bin?

My old backups
Date created: 15/03/2007 10:59 AM

.

Click on the Yes button and the folder will be deleted.

TIP: The folder is not actually deleted; it is moved to the Recycle Bin. If

e
- you realize that you have accidentally deleted the wrong file, or if you

simply change your mind, you can normally retrieve the deleted file from

the
Recycle Bin.

WARNING: Files are not held in the Recycle Bin forever and in some

cases when you delete a file it may be permanently deleted and not even
go to the Recycle Bin. Be very carefully about deleting files. If in doubt

do not delete a file!

We will see more about the Recycle Bin later.

Windows Explorer), as illustrated.
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(=]
@Qv’ . « 0S(C) » Cheltenham Courseware » Vistalevell » v | +y l l Search P ‘
Views ~ [ Explore B Share (@ Burn
Eavintebinks Name R Date modified Type Size
Ei Bociiasis 1. Compressed files 15/03/2007 10:27 ...  File Folder
B |, Copying files - one 15/03/2007 10:20 ...  File Folder
B Pictures |, Copying files - two 14/03/2007 5:59 PM  File Folder
B Music || Counting files 15/03/200710:20 ...~ File Folder
More » | Deleting files 15/03/200711:01 ...  File Folder
Folders v . File extensions 15/03/2007 10:20 ...  File Folder
; E Dave A |, File status 15/03/2007 10:27 ...  File Folder
s Public __| .l Filetypes 15/03/2007 10:20 ...  File Folder
418 Computer .. Find me 15/03/2007 10:37 ...  File Folder
s 5_, 05(C) 5 1. Hiding 15/03/2007 10:39 ...  File Folder
|| 67chc01b495879bd0fel cBabdd834c9f 3 1. Moving files - one 15/03/2007 10:32 ...  File Folder
4B Chétenham Courseware 1. Moving files - two 14/03/2007 5:59 PM  File Folder
ol Vita Leveld 1. My new folder 15/03/2007 11:09 ...  File Folder
N Comiisedties .. Renaming 15/03/2007 10:26 ...  File Folder
; Copving files - one | Selecting files 15/03/2007 10:34 ... File Folder
- Coﬁ;in: . | Sorting files 15/03/2007 10:34 ... File Folder
. Counting files
> 1. Deleting files
| File extensions
.. File status
> 1. Filetypes ¥ |
Copying files - one
File Folder
. Date modified: 15/03/2007 10:20 AM

L = — —

You will see the subfolders contained within the Windows 7 level 1 folder displayed
on the right side of the window. For each subfolder, you can see the folder name
and the date last modified.

Move the mouse pointer over the folder called Counting files. After a short delay,
you will see the following popup, displaying more details about the folder, such as
the total size of the folder contents. Slowly move the mouse pointer down the list
of folders and you will see details displayed for the other folders.

2

MNarne Date modified Typ
1 Compressed files 15/03/2007 10:27 ...  File
. Copying files - one 15/03/200710:20 ...  File
.| Copying files - two 14/03/2007 5:59 PM File
.. Counting files 15/03/2007 10:20 ...  File
N D IEtI K| AL 40T AN 490 FI

T Date created: 14/03/2007 7:00 PM e
W File ed gi5c. 1 65 MB 73
. File statd® File

" File tunes 15032007 10:20 ... File
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+ Right click on the folder called Counting files. From the popup menu =z
displayed select the Properties command. — > P——— &
| Compressed files 15/03/2007 10:27 ... 2
\u Copying files - one 15/03/2007 10:20 .., (=
1 Copying files - two 14/03/2007 5:59 PM =g
Explore T =
: Open ;
K Browse with Paint Shop Pro g“
b Search... b=
N 723
Share...

Restore previous versions

Scan
N Send To 3
L Cut
Copy
Create Shortcut
Delete
This will display even more information about the Renam%
folder, such as the fact that the folder contains 15 Propertics
files. Click on the OK button to close the dialog
box.
[ | . Counting files Properties ﬁ

General |Sharing I Security I Previous Versions Custumize|

l Counting files

Type: File Folder

Location: CAChelttenham Courseware'\Vista Lewvel 1
Size: 1.65 MB (1,735,076 bytes)

Size ondisk: 1.68 ME (1,765,472 bytes)

Contains: 15 Files, 0 Folders
Created: Yesterday. 14 March 2007, 7:00:54 PM
Atributes: Advanced... ]

| ok || cancel | Apply
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Viewing file details

Click on the Counting files folder (within the left side of the window). You
will see the files within this folder displayed in the right side of the window, as
illustrated. You can view the file name, date modified, file type and file

size.

Manipulating files

&) Organize ~

Views "~ (g Burn

Favorite Links
E\ Documents
E Pictures

Q‘ Music

More »

Folders
> ﬁ' Dave
. Public
4% Computer
4, 05(C)
1. 97¢cbc01b495879bd0fel cBabd4834 cof
4 . Cheltenham Courseware
4 | Vistalevell
I> 11 Compressed files
i 1. Copying files - one
.. Copying files - two
i . Counting files
> | Deleting files
.. File extensions
.. File status
I> .. Filetypes
j ] 15 items

m

@le . « Cheltenham Courseware » Vista Levell » Countingfiles »

Name

@About computers
b;_-ﬂChar’cs

|| computer desk
[=/Dog

/= Dolphin

| & Hotel

84 Office Clipboard
< Parts of a computer
|57 Raft race

/= River

G_‘f']Sales chart
G_J]Sales details
E‘__.]Stock

£ | Web page

1, Zipped file

v l +y | ‘ Search

Date modified
5/02/2007 5:29 AM
15/03/2007 1:08 AM
27/02/2007 6:52 AM
15/03/2007 10:32 ...
15/03/2007 10:32 ...
15/03/2007 10:01 ...
28/01/2007 4:16 AM
28/02/2007 1:00 AM
15/03/2007 10:32 ...
15/03/2007 10:32 ...
6/03/2007 5:16 AM
7/03/2007 6:53 AM
8/03/2007 2:27 AM
15/03/2007 10:15 ...
15/03/2007 10:18 ...

(=[O |
ol
Type Size
Microsoft Office ... 29 KB
Microsoft Office P... 57 KB
JPEG Image 36 KB
JPEG Image 103 KB
JPEG Image 35KB
Bitmap Image 577 KB
Microsoft Office ... 97 KB
Microsoft Office P... 431 KB
GIF Image 147 KB
JPEG Image 130Ke
Microsoft Office E... 12KB
Microsoft Office E... 10KB
Microsoft Office E... 12KB
HTML Document 1KB
Compressed (zipp... 25KB

<

1

-

L

4

Move the mouse pointer over (but do not click on) the file called Dolphin.
You can see from the Type column that this is an image file. After a short delay
you will see a popup displaying more information about the image, such as the

dimensions of the image.

MName Date modified
out computers il
Abi 5/02/2007 5:29
] Charts 15/03/2007 1:08
= computer desk 27/02/2007 6:52
|=lDog 15/03/2007 10:3
|=| Dalghin 15/03,/2007 10:3
|| Hotel 5/03/2007 10:0
@ Type: JPEG Image /0172007 4:16
- Rating: Unrated '
e Dimensions: 512 % 384 28/02/2007 1:00
|55] Rq Size: 34.5 KB 5/03/2007 10:3
|=| River 15/03/2007 10:3

Slowly move the mouse pointer down the list of files and see what additional
information is displayed about other types of files when you point to a file.




Click on the file called Dog. This is an image file and you

the image in the bottom-left section of the window.
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will see a preview of

[ (= [E o]
@Qvl . « Cheltenham Courseware » Vistalevell » Countingfiles » v l +y , I Search 2|
v 1@ Preview Print”I& E-mail
Eaviintabiaks Name Date modified Type Size
- &) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
E\ Documents - i 2
i ‘\ﬁ] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
B Pictures =] computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
B Music [=IDog 15/03/200710:32...  JPEG Image 103 KB
More » |& Dolphin 15/03/2007 10:32 ...  JPEG Image 35KB
Fotders v | [& Hotel 15/03/200710:01 ...  Bitmap Image 577 KB
E Dave A ‘:ﬁ Office Clipboard 28/01/2007 4:16 AM  Microsoft Office ... 97 KB
|| Public | EAParts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB
18 Computer |57 Raft race 15/03/200710:32 ...  GIF Image 147 KB
: _&. 05(C) 3 | River 15/03/200710:32 ...  JPEG Image 130 KB
|| 97¢cbc01b495879bd0fel cBabd4834c0f 3 "—ESales chart 6/03/2007 5:16 AM  Microsoft Office E... 12KB
Chiheahar Gamia i i) Sales details 7/03/2007 6:53 AM  Microsoft Office E... 10KB
.+ Victs Leval 1 L EAstock 8/03/2007 2:27 AM  Microsoft Office E... 12KB
; ..' Compressed files £ | Web page 15/03/200710:15...  HTML Document 1KB
; | Copiig s —one 1, Zipped file 15/03/200710:18 ...  Compressed (zipp... 25KB
1 Copying files - two
.. Counting files
| Deleting files
.. File extensions
.. File status
| Filetypes bl Wi 4
Dog Date taken: Specify date and time t... Dimensions: 864 x 576
JPEG Image Tags: Add atag Size: 102 KB
Rating:

Right click on the selected file and from the popup menu displayed select the

Properties command.

Type Size
Microsoft Office ...
Microsoft Office P...
JPEG Image

JPEG Image

JPEG Image

Bitmap Image
Microsoft Office ...
Microsoft Office P...
GIF Image

JPEG Image
Microsoft Office E...
Micrusoll Office E...
Microsoft Office E...
HTML Document
Compressed (zipp...

29KB
5TKB
36 KB
103 KB
35KE
577 KB
97 KB
431 KB
147 KB
130 KB
12 KB
10 KE
12 KB
1KB
25KB

=

Name Date modified
@JAbout computers 5/02/2007 5:29 AM
] Charts 15/03/2007 1:08 AM
b computer desk 27,/02/2007 6:52 AM
l:!' E Preview
=] N
Edit
(i) K
i) Print n
il Rotate Clockwise
5| A .
'T' Rotate Counterclockwise
[
ok Set as Desktop Background
(e
%ﬂ : Scan
e Open With »
._iJ L Restore previous versions
Send To 4
Cut
Copy
< [ Create Shortcut
te and Delete
Rename

Properties

SMOPUIAA 3JOSOIDIA f‘t‘
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e This will display the Properties dialog box for the selected file, displaying
even more detailed information about the file. Click on the OK button to close
the dialog box.

I i« Dog Properties (23—

General | Security | Details | Previous Versions

Dog

r

Type of file: JPEG Image (ipg)
Opens with: =] Windows Photo Galleny

Location: C:MCheltenham Courseware Mista Level 1"Counting

SMOPUIAA 1JOSOIDIA

Size: 102 KB (104.742 bytes)
Size on disk: 104 KB (106,496 bytes)

Created: Today, 15 March 2007, 2 hours ago
Modified: Today. 15 March 2007. 2 hours ago
Accessed: Today, 15 March 2007, 2 hours ago

panoues:  [Jfadent] [ bidden

[ ok ][ cancel | Apply

Sorting the file list within the Windows Explorer
* Within the left section of the window, select a folder called Sorting files.

e UL IR

» o Sorting files

* Move the mouse pointer to the word Name displayed at the top of the first
column of information.

Mame * Da
& | Web page 15, P — _
i3] Sales details n Name - ~ | Dater hlags Datey
) Zipped fil 15/03,
1 Gales chart il @) About computers ST |4 Zipped file /0
.:.—_1] Charts 15/03 £ | Web page 15503
. . = 1 2 Stack 8,03/,
e Click once. Click a few more = computer el i;ﬁ; (E]Sales details 7/03/:
. . - . = L'Og ) .
times. Each time you click the list = Dolphin — ] ales chart 6/03/:
. .| EIRi 15/03.
is ordered A- Z or Z-A, as . | &) Office Clipboard 28/01, ;R::rrace 15/03
I||UStrated F :jParts of a computer e '_{‘jparts of a computer 28/02,
- &= Raft race 15/03,

‘?‘R. 15/03 4 Office Clipboard 28,01,

|| River 4 = .
i) Sales chart 603/ ‘%‘golphm Eﬁ:
o A
i3] Sales details 7/03/: 3| E=ed ot ek r0s
7| = - |=| computer des| 1
J\S;D ;k ?’;‘Eg {5 Charts 15/03,

(4 age ]

€] = B4 About computers 5/02/.

L, Zipped file 15/03,
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e Move the mouse pointer to the words Date Modified displayed at the top of
the second column of information. Repeated clicking on this will reorder the
display in ascending or descending date order.

* Move the mouse pointer to the word Type displayed at the top of the third
column of information. Clicking on this will sort the files by type, as illustrated.

F

SMOPUIAA 3JOSOIIIJA

MName Date modified Type Folder

1) Zipped file 15/03/200710:18 ...  Compressed (z...  Sorting files (
57| Raft race 15/03/2007 10:32 ...  GIFImage Sorting files (
& | Web page 15/03/2007 10:15 ..  HTML Decumn...  Sorting files {
|i=| computer desk 27/02/2007 6:52 AM  JPEG Image Sorting files (
|i=|Dog 15/03/2007 10:32 ...  JPEG Image Sorting files (
|i=| Delphin 15/03/200710:32 ...  JPEG Image Sorting files (
k= River 15/03/200710:32 ... JPEG Image Sorting files (
i3] sales chart 6/03/2007 5:16 AM  Microsoft Offi...  Sorting files (
i3] Sales details 7/03/2007 6:53 AM  Microsoft Offi..  Sorting files
&) stock 8/03/2007 2:27 AM  Microsoft Offi..  Sorting files
£ Charts 15/03/2007 1:08 AM  Microsoft Offi...  Sorting files (
£ Parts of a computer 28/02/2007 1:00 AM  Microsoft Offi...  Sorting files (
@_]About computers 5/02/2007 5:29 AM Microsoft Offi..  Sorting files (
] Office Clipboard 28/01/2007 416 AM  Microsoft Offi..  Sorting files (

4 TIP: In the example illustrated, the Type column is not wide enough to

«” display the information within it. To make the column wider, move the
mouse pointer to the vertical line separating the top of the Type and
Folder column. You will see the mouse pointer changes to the shape of a

Press the mouse button

and drag the column border to the right and when you release the mouse

small cross with arrows pointing left and right.

button the column will be wider.

The column will then look like this. You

may also have to make the program window itself wider to display the

information!

Name Date modified Type Folc

1) Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder Sort
% Raft race 15/03/200710:32 ...  GIF Image Sort
€ | Web page 15/03/2007 10:15 ...  HTML Document Sort
= computer desk 27/02/2007 6:52 AM  JPEG Image Sort
e=|Dog 15/03/200710:32 ...  JPEG Image Sort
= Dolphin 15/03/200710:32 ...  JPEG Image Sort
=) River 15/03/2007 10:32 ...  JPEG Image Sort
i3 Sales chart 6/03/2007 516 AM  Microsoft Office Excel Worksheet Sort
"\_ﬂj Sales details 7/03/2007 @33 AM Microsoft Office Excel Worksheet Sort
2] Stock 8/03/2007 2227 AM  Microsoft Office Excel Worksheet Sort
6] Charts 15/03/2007 1:08 AM  Microsoft Office PowerPoint Presentation Sort
rﬂj Parts of a computer 28/02/2007 1:00 AM  Microsoft Office PowerPoint Presentation Sort
@About computers 5/02/2007 5:29 AM  Microsoft Office Word Document Sort
E’J Office Clipboard 28/01/2007 416 AM  Microsoft Office Word Document Sort

You can use the Size column to sort the files according to their file size.
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| File status

. File types
J Find me

Recognizing common file types
View the contents of the File types folder.

This folder contains a range of different file types.

Mame Date modified Type
| &% Hotel 15/03/200710:01 ... ~ Bitmap Image
1) Zipped file 15/03/200710:18 ...  Compressed (zipp...
|5 Raft race 15/03/200710:32 ...  GIF Image
& wep page 1US/ AN IELD .. HIML UOCUMENT
(| ARt 14/03/2007 5:48 PM  JPEG Image
v | [m= computer desk 27/02/2007 6:52 AM  JPEG Image
L | Elnag 15/03/2007 1032 IPFf: Tmane
|i=! Dolphin 15/03/2007 10:32 ...  JPEG Image
|| Ry 15/03/2007 10:32 ...  JPEG Image
@Jﬁlccounts 2003 15/03/2007 9:24 AM  Microsoft Office E...
3 Accounts 2004 15/03/2007 9:28 AM  Microsoft Office E...
50 Accounts 2005 15/03/2007 9:2T AM  Microsoft Office E...
5 Accounts 2006 15/03/2007 9:26 AM  Microsoft Office E...
L E Accounts 2007 15/03/2007 .26 AN Microsoft Office E..
|| ESales chart 6/03/2007 5:16 AM  Microsoft Office E...
i3] sales details 7/03/2007 6:53 AM  Microsoft Office E...
u h_il;] Stock 87032007 2:27 AM Microsoft Office E...
£ Charts 15/03/2007 1:08 AM  Microsoft Office P...
£ Why Presentation 14/03/2007 5:49 PM  Microsoft Office P...
] Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P...

Common file types include.

-

Application (executable) files:

These are files that contain programs and
If you select an
executable file within the Windows Explorer and

which you can ‘run’.

Size Tags
577 KB
25 KB
147 KB

LKG
9KB
36 KB
N2 KR
35KB
130 KB
10 KB
13 KB
27 KB
10 KB
1Z KB
12 KB
10 KB
12 KB
57 KB
38 KB
431 KB

el
1 iwptit

'@‘Hﬂppdllt

double click on it, then the file will run the @hh

program within it.
types of executable files.

that contain our programs, such as a
word processor or a spreadsheet
program. Do not confuse the
executable files with the data files. If
you look within the Windows folder on
your hard disk you will see a number of
application files, as illustrated below.

As you can see from the illustration
above, provided that you view the files
within the Windows Explorer in Details
view, then the file type is normally

There are many different mjmpad
Mostly we will be ‘
interested in running application program files

ﬁ et

File  Edit

Faworite Links
| Documents

Pictures

E[J' Music

More »

Folders

Wiewe Tools

TN Alction
YIS 645N Appcation
HILICGARN  Appluation
YA SEMM Bpglcaion
YILAMG SR Apglicion
YIRS Aoglicton

BE Bxtra Large Icons

= Large Icons

= a2 Medium Icons

28 Srall Icons
I List

= 2S Details
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listed. In the case above you can see it is listed as an Application, i.e.
executable file.

Text Documents: —!
As the name suggests text documents contain only text. No pictures or
formatting information can be stored in a text-only file.

.
Bitmap Images: s

This is a type of picture format.

GIF Images: Fis
This is a type of picture format.

_—

JPEG Images: ==
This is a type of picture format.

Microsoft Office Word Documents: r!lj

These are documents created using the Microsoft Word, word processing
program.

'
Microsoft Office Excel Worksheet: J
These are documents created using the Microsoft Excel spreadsheet program.

-

Microsoft Office PowerPoint Presentation: h_IJ

These are document created using the Microsoft PowerPoint presentation
program.

Microsoft Office Access Database: tﬂ
These files are created using the Microsoft Access Database program.

=
HTML documents: —
These are documents formatted for displaying on a Web site.

Zipped (compressed) files: ‘!
These are compressed files. You compress files to save disk space or to make
them smaller when you send them via an email attachment.

Adobe Acrobat PDF files:

PDF is short for Portable Document Format. This format was introduced by a
company called Adobe and can be created by a program called Adobe Acrobat.
The idea of PDF files is that you can create file with your own particular make and
version of software, such as a word processor or spreadsheet and then save the
file as a PDF formatted file. This PDF file can then be viewed by anyone using a



ICDL Manual

free PDF reader, such as the Adobe Acrobat Reader program. To put it another
way, if someone procures some artwork in a program such as Adobe Photoshop,
they can save the file in PDF format, send it to you and you can then view the file,
without the need to have the Photoshop program installed on your computer. PDF
files are a way of exchanges documents. There are many other products that will
create PDF files for you as well as the full versions of the Adobe Acrobat program.
Often you can create PDF files which have a much smaller files size compared to
the original format. This makes PDF files ideal for storing documents on a web
site, or for attaching as files to emails.

Audio files MP3:

There are files that store sound, normally music or speech. The icon used to
display these files will vary according to what programs you have installed to play
your music files.

Video files: AVI, Video files - MPG & WMV (Windows Media Video)

These are different types of file formats used to store Video. The icon used to
display these files will vary according to what programs you have installed to play
your video files.

Temporary files: cheltenham, tmp

These files, as the name implies, are normally created as temporary files which are
deleted after use. Both Windows and application programs can create temporary
files which are used to store information on a temporary basis and which are deleted
when they are no longer used. If the computer crashes you may find that some files
which were meant to be temporary are present as they were not automatically
deleted.

Selecting multiple files

Within the left side of the window, click on the folder called Selecting files.

. Renaming
. Selecting files

. Sorting files

This will display the following files.

Mame

& | Web page
E sales details
iE] Sales chart

Date modified

15/03/2007 10:15 ...
7/03/2007 6:53 AM
6/03/2007 5:16 AM

Type
HTML Document

Microsoft Office E...
Microsoft Office E...

1KB
10 KB
12 KB

@Stclck 8/03/2007 2:27 AM Microso ft Office E... 12 KB

1, Zipped file 15/03/2007 10:18 ... Compressed (zipp... 25 KB
i#] About computers 5/02/2007 5:29 AM Microsoft Office ... 29 KB
= Dolphin 15/03/2007 10:32 ... JPEG Image 35 KB
= |computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
@Charts 150372007 1:08 AM Microsoft Office P... 57 KB

i1 Office Clipboard
=|Dog

= River

55| Raft race

E=f]Parts of a computer

28/01/2007 4:16 AM
15/03,/2007 10:32 ...
15/03/2007 10:32 ...
15/03/2007 10:32 ...
28/02/2007 1:00 AM

Microsoft Office ...

JPEG Image
JPEG Image
GIF Image

Microsoft Office P...

97 KB
103 KB
130 KB
147 KB
431 KB

Click on the file called Sales details. This will select that file, as illustrated.
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e Click on another file, such as Charts. The second file will be selected and the first
file de-selected, as illustrated.

MName

€ | Web page
i3] Sales details
) sales chart
@]Stock

|1 Zipped file
[ -

Date modified

15/03/2007 10:15 ...
7/03/2007 6:53 AM
6,/03/2007 5:16 AM
8/03/2007 2:27 AM
15/03/2007 10:18 ...

MName

& | Web page

i2] Sales details
i3] Sales chart

] stock

|1 Zipped Mile

] About computers
li=| Dalphin

|| computer desk
E<H] Charts

] Office Clipboard

U Ma

Date modified

15/03/2007 10:15 ...
7/03/2007 6:53 AM
6/03/2007 5:16 AM
8/03/2007 2:27 AM
13/03/2007 10:18 ...
5/02/2007 5:29 AM
15/03/2007 10:32 ...
27/02/2007 6:52 AM
15/03/2007 1:08 AM
28/01/2007 4:16 AM

102 N7 1N

- TIP: Selecting multiple files is useful as once you have selected multiple
files, you can manipulate all the files at the same time, rather than one file
at a time, as we will see later.

To select more than one file you need to use a trick. Click on the file called Dog.

Then press the Ctrl key (and keep it pressed). Then click on the file called Sales

Details.

three files will remain selected, as illustrated.

Finally click on a file called Raft race.

Release the Ctrl key and all

Name Date modified Type Size Tags
€ | Web page 15/03/2007 10:15... HTML Document 1KB
i3] Sales details /0372007 6:53 AM Microsott Otfice E... 10 KB
§3) Sales chart 6/03/2007 516 AM  Microsoft Office E... 12KB
i3] Stock 8/03/2007 227 AM  Microsoft Office E... 12KB
1, Zipped file 15/03/2007 1010 ...  Cumnpressed (cippen 25 KD
¥ About computers 5/02/2007 5:229 AM  Microsoft Office ... 29 KB
| Dolphin 15/03/200710:32...  JPEG Image 35KB
[ ramprter deck 27/M2/2007 A6 AM  IDEG Image 2k KR
1] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
@ Office Clipboard 28/01/2007 416 AM  Microsoft Office ... 97 KB
I=Dog 15/03/200710:32 ...  JPEG Image 103 KB
i River 15/03/2007 10:32 ...  JPEG Image 130 KB
|5 Raft race 15/03/200710:32 ...  GIF Image 147 KB
k8] Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

~L_
~

<
(g}
!
=
7]
=
—_
—
=
=
=7
=]
=
@
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= Click on a different file and the multiple files I —
) are no longer selected. plame B modied |
g i#) About computers 5/02/2007 5:20 AM A
7] . . iﬂ Charts 15/03/2007 1:08 AM N
S o S_ometlmes yog may wish to select a block of = computer desk 100012007652 AW |
- files that are displayed next to one another. To i=/Dog 15/03/200710:32 .. Ji
>~ do this we use a different trick. First list your = Dolphin 15/03/20071032 .. i
= files in alphabetical A-Z order by clicking at - %l0fficeClipboard el
. the top of the Name column. Your files are - —Jretscfacompster  28/022007100AM I
=} i X ) |5 Raft race 15/03/200710:32.. G
= listed as illustrated. = River 15/02/200710:37 1
% i) Sales chart 6/03/2007 5:16 AM D

i2] Sales details 7/03/2007 6:53 AM

2] stock 8/03/2007 227 AM M

£ | Web page 15/03/200710:15.. F

EY Zipped file 15/03/2007 10:18 ..

Click on the file called Dog. Press the Shift key and keep it pressed. Click
on the file called River and then release the Shift key. All the files between the
first and second file that you clicked on remain selected, as illustrated.

D —

Name Date modified Type Size
) About computers 5/02/2007 5:9 AM  Microsoft Office.... 20 KB
sl Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
|hee| computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
k=) Dog 15/03/2007 10:32 ...  JPEG Image 103 KB
=) Dolphin 15/03/2007 10:32 ...  JPEG Image 35 KE
, | | B]Office Clipboard 28,/01/2007 416 AM  Microsoft Office ... 97 KB
; E<i] Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB
|5 Raft race 15/03/2007 10:32 ...  GIFImage 147 KB
{i=| River 15/03/200710:32 ... JPEG Image 130 KB
£l 5ales chart 6/03/2007 5:16 AM  Microsoft Office E... 12 KB
£21]Sales details 7/03/2007 6:53 AM  Microsoft Office E... 10 KE
_ | E5ick 8/03/2007 Z:27 AM Micruzsull Office E... 12 KB
& | Web page 15/03/2007 10:15 ... HTML Document 1KE
1 Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25KB

Click on a different file and the multiple files are no longer selected.

—_—

>

TIP: These tricks using the Shift or Control keys also work when
selecting multiple folders.

Counting the number of files, files of a particular type in a folder
Display the contents of the

- - Name Date modified Type
folder called Counting files. = : -
[2E] Hotel 15/03/200/ 10401 ... Britmap Image
* First list your files by type by 1) Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder
cIicking at the tOp of the Type |8s| Raft race 15/03/2007 10:32 ...  GIF Image
£ | Web page 15/03/2007 10:15... HTML Document
column. li= computer desk 27/02/2007 6:52 AM  JPEG Image
e Select all the JPEG image files =/ Dog 15/03/200710:32 .. JPEG Image
. |i= Dolphin 15/03/2007 10:32 ... JPEG Image
as IlIUStrated' i | Riveer 15/02/2007 10:32 ...  JPEG Image
@Sales chart 6/03/2007 5:16 AM  Microsoft Office Excel Worksheet
i r!l]SaIes details 7/03/2007 6:53 AM Microsoft Office Excel Worksheet
] Stock 8/03/2007 227 AM  Microsoft Office Excel Worksheet
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e As you can see there are four JPEG image type files. If there were a lot more
you can use a trick to count up the number of selected files. Right click over the
selected files and you will see a popup menu. Click on the Properties
command which will display a dialog box. Within the dialog box it tells you
how many files you have selected, as illustrated.

[}l Dolphin, .. Properties |

General | petails

“ 4 Files, 0 Folders

+ Close any open dialog boxes.

Changing file attribute status
* Display the contents of the folder called File status.

Folders

» 1) Counting files
+ 1 Deleting files
| File extensions
. File status

+ Click on a file called Sales chart. Right click on this file and from the popup menu
displayed select the Properties command. This will display the Properties dialog
box for the selected file.

=] Sales chart Properties Iﬁ

General |SE:4::1_|rit)|r I Dietails I Previous Wersions

E-;‘_u Sales chart

Type of file: Microsoft Office BExcel Workshest {dsx)

Opens with: [f;‘ Microsoft Office Excel [ Change... ]
Location: CMCheltenham Courseware™\Vista Level 1\File status
Size: 11.2 KB (11,532 bytes)

Size ondisk: 12.0 KB (12,288 bytes)

Created: Today, 15 March 2007, 2 hours ago
Modified: Tuesday, & March 2007, 5:16:18 AM
Accessed: Toeday. 15 March 2007, 3 hours ago

ssbotes:  [Hgadon) [ tidden

[ oK J [ Cancel ] Apphy
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In the Attributes section of the dialog box you can click on the Read-only
check box.

Mtributes: [¥]Head-only! [] Hidden

* This will mark the file as read-only. Try it now and then press the OK button to
confirm the action.

<<e.. NOTE: If you make a file read-only you can still delete the file (by
>4 selecting it and pressing the Del key). However if you were to open the
file then the file would open without any problem, but if you edited the file
you would have the save the file using a different file name as the original
file name is marked read-only.

Use the same technique to mark the file read/write again, and after closing the
properties dialog box, re-open the dialog box to confirm this change. Close all
open dialog boxes before continuing.

Renaming files
e Display the contents of the folder called Renaming.

* Select the file called Stock. Press the F2 key and type in a new file name
called Stock Levels. Press the Enter key to confirm the file renaming.

<<, NOTE: Normally you just see the file name without what is called the file
/ name extension. The file name extension is normally 3 or 4 letters,
preceded by a dot (period). For instance a text-only file has a file name
extension of .TXT.

WARNING: To keep the display simple and uncluttered the file name

extensions are not normally displayed within the Windows Explorer. If
you do see the file name extension displayed, be very careful not to
alter the extension when you are renaming a file.

Windows can use the file name extension to tell what sort of file type a
particular file is. If you change the extension Windows may no longer
understand how to process a particular file!

Deleting files
e Display the contents of the folder called Deleting files.

* Select the file called About computers. Press the Del key to delete the file
and you will see the following.
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Delete File
E Are you sure you want to move this file to the Recycle Bin?
.
b= ‘ . About computers
= L Type: Microsoft Office Word Document
W: — Authors: David Murray
— Size: 28.1 KB
=T — Date modified: 5/02/2007 5:29 AM
LY ||
. - =~

* Click on the Yes button to confirm the deletion. The file appears to be deleted but
is actually moved to the Recycle Bin. The Recycle Bin is an area on your hard disk
used to store files that you have deleted.

TIP: If you wish to delete a file completely rather than send it to the

«” Recycle Bin, press the Shift key while you are deleting the file. Use this
trick with caution as you will NOT be able to recover the file once
you have deleted it!

Restoring files and folders from the Recycle Bin

* Click on the Show Desktop icon (displayed at the bottom left of your screen

next to the Start button).
rFage: pl or 95

T —
a‘ Q
e This will allow you to see the Recycle Bin icon on the Windows Desktop.

——
—

-~
o/
=
Recycle Bin
e Double click on the Recycle Bin and you will see the following.
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PS>~
QQ [ » RecycleBin =[] [Search 5
\ I B= Views ~ 1 ¥ Empty the Recycle Bin ' Restore all items - 2
Favorite Links Name Original Location Date Deleted Size Type 3
[E Documents ug L A.??“ csmpgte;rs\

Viicrosoft Office Word Docu.,

[E Pictures

B Music

More »
Folders b4

Bl Desktop
B'; Dave
. Public
1% Computer
& Network
[E Control Panel
£ Recycle Bin

SMOPUIAA 1JOSOIDIA

-,; 1 item

-7 TIP: You may see lots more files contained within the Recycle Bin. If
so ignore the other files, just concentrate on the file we have just
deleted.

* To restore the About Computers file, first select the file and then click on the
Restore this item command displayed towards the top of the window.

YClE B §  Restore this'rtem

-~
Marme Crriginal Location Date Deleted S0

About computers
Microsoft Office Word Docu..
281 KB

IZ-a

e The file will no longer be displayed within the Recycle Bin. Close the Recycle
Bin. Click on the Show Desktop icon again and you should see the Windows
Explorer window with the file that you deleted once again displayed.

Emptying the Recycle Bin

* Experiment with deleting more files within the Deleting files folder. Open
the Recycle Bin. If you want to permanently remove files from the Recycle
Bin rather than restoring them (i.e. un-deleting them), then click on the
Empty Recycle Bin button displayed within the Recycle Bin.

' ._ ; Empty the Recyce Bin|
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Copying and moving files

The Windows Clipboard

* The Windows Clipboard is an area of memory used for moving or copying
items from one place to another. There are a number of Clipboard related,
keyboard shortcuts which you should memories.

Ctrl+X - Moves the selected item to the Clipboard.
Ctrl+C - Copies the selected item to the Clipboard.
Ctrl+V - Pastes the item from the Clipboard.

Moving files between folders

* Display the contents of the folder called Moving files - one.

* Select a file called About computers. Press Ctrl+X. This cuts (i.e. moves)
the selected file to the Clipboard.

* Select the folder called Moving files - two. Press Ctrl+V. This will paste
the contents of the Clipboard to the selected folder.

* Experiment with selecting multiple files and moving them from one folder to
another.

<% TIP: You can use the same technique for moving entire folders from
«”  one place to another.

=*s> TIP: You can use the same technique for moving a file from a folder on one
»” disk to a folder on another disk.

Copying files between folders

* Display the contents of the folder called Copying files - one.

* Select a file called About computers. Press Ctrl+C. This copies the
selected file to the Clipboard.

* Select the folder called Copying files - two. Press Ctrl+V. This will paste
the contents of the Clipboard to the selected folder.

* Experiment with selecting multiple files and copying them from one folder to
another.

“‘/ﬁ*‘ TIP: You can use the same technique for copying entire folders from
one place to another.

<*&> TIP: You can use the same technique for copying a file from a folder on
#”  one disk to a folder on another disk.

Backups

* Within a business environment you will normally use a computer that is
connected to a network. In many cases your important data files will be
automatically backed up for you and stored securely elsewhere on the
network. You need to check with your IT support people that backups are
performed automatically.




&
N

<
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Online Backups = Aiory E=E—)
* Many copies now backup data online. This
may be over the private Local ~ Removable Disk (F:)
Area Network, to an offsite server that is -
owned by the company. This has the
advantage that backup data is easily R o 3
access by everyone that needs i
access within the company so that af@:{ll using Windows
backups can be shared when necessary. - view p,dmes
* Many companies nhow have automated !1 ¥
backups that back up over the @ YEMPICARED  owich ot
Internet, on some cases to servers in e
different countries that are house in L T'a”Sfer?'Ct‘?rff . 5
secure bunkers. This makes the backed 9 lay videos ]
data almost impossible to lose, although s Media Cente
storing your data in a different country Gr=~, Transfer videos
may raise data protection issues in some "9 using Media Import
countries. General options _
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In many small businesses or organizations little or no attention is given to the need
to backup your data, until the day your computer breaks down or gets stolen, at
which point you may have lost years of data.

If the data you produce is important it is your responsibility to make sure that
it is regularly backed up.

You can backup across a network or to a removable device attached to your
computer. You can copy your files to a CD or DVD disk and then store these
safely. Alternatively you may have the facility to backup to a tape device. Many
people backup data to so called ‘memory sticks’. Memory sticks are small devices
you can plug into your computer sockets, within the Windows Explorer they look
just like a normal drive and have a drive letter assigned to them.

Whatever backup method you use, there are three basic principles when it
comes to backups.

Off site storage: It is no use backing up your data to say a DVD, and leaving
the backup copies next to your computer. If your computer gets stolen, chances
are the backup disks will also get stolen. Always store your backups offsite.

Regular backups: Perform separate backups on a regular basis. Even if one of
the backups contains an error, the chances are that the rest will be OK.

Check the backup: Every so often just check that you can restore the backed
up data to a computer. Do not overwrite the latest version of your data with an
earlier version, just simply check that the backup mechanism has not been
corrupted. Also check what has been backed up.

Open folder to view files

[ ows Explorer -

Set AutoPlay defaults in Control Panel
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Backing up datato aremovable drive

* If you have a memory stick available, insert the memory stick into one of the
‘USB’ sockets on your computer. You will see the AutoPlay window
displayed.

¢ Click on the Open folder to view files option. This will open the Windows
Explorer allowing you to copy files to this device. You can select the files
within one of your sample folders and press Ctrl+C to copy the file to the
Clipboard.

* Select the removable drive and press Ctrl+V to paste the contents of the
Clipboard to the removable drive.

2 M Computer

- &, 05 (C)

> =a RECOVERY ([x:)

- eii DVD RW Drive (E2)

" wmw PEmMovable Disk (F:)
. ¥ Metwnrk

File compression

What is file compression?

* File compression lets you make the size of files smaller. This is useful when
you need to save space on a disk or when you are sending a file as an email
attachment and you want to keep the size of your attachments as small as
possible.

Extracting compressed files
* Display the contents of a folder called Compressed files. This folder

contains a single file called Zipped file, as illustrated.
I —

e

Mame Date modified Type
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder

e Select the file called Zipped file. Double click on this file and the Zipped file will
decompress and display 3 files which were compressed and stored within the Zip
file.

——

re ¢ Vistalevell » Compressedfiles » Zipped file

@vﬂ . = Cheltenham Coursewa

Compressing files
e Select all the files within the

Organize ~ i== Views ~ (& Bumn

- . . ke [ ks MName Diate modif
File Types folder. Right click over E ;'::u:‘e'n-ts Sy e char —
the selected Bl pictures My Sales details 7/03/2007 6

files and from the popup menu o - By stock T
displayed select the Send To .

command. From the submenu, .. v

click on the Compressed | Vista Level 1 -

(zipped) Folder command. s Compressed files

, Zipped file

e |

Canvinn filee - Ane
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DA

icew 10|  Preview
The selected files will be &P B Pprint
. . ICE e 97
compressed into a single 5 a1 Rotate Clockwise
file. You can type In a 147 Rotate Counterclockwise
neW name for the ZIP A3 Set gy Desklup Background
file, in this case called !“:"- E
H KE L. Scan
i.e. My backups. - O
= 1 Send Tu v 1 Cunpressed (sipped) Fulde
1ent 1 Cut Bl Desktop (create shorteut)
zipp... 25 S (4 Documents
o2 Drag-to-Disc Drive (E)
Create Shortcut .9 FaxRecipient
LR _J Mail Recipient
Rename 3 DVD RW Drive (E)
Properties == Removable Disk (F:)

Disk formatting

illustrated.

WARNING: These notes relating to formatting are just for
reference.

DO NO FORMAT A DISK UNLESS
SPECIFICALLY DIRECTED TO DO SO BY
YOUR TUTOR.

The hard disk inside your computer is formatted ready for use when you first
purchase your computer. You can think of formatting a disk as printing lines on a
notepad so that you can later write on the notepaper. When PCs were first
introduced they all had floppy disk drives rather than the CD/DVD drives that we
are familiar with today. There are still many PCs with built-in floppy disk drives
and you can insert a removable floppy disk into these drives. Floppy disks are
generally supplied pre-formatted, but sometimes it may become necessary to
reformat the disk.

WARNING: If you format a disk then F;D .
you will lose any data contained on that B .
disk. Formatting wipes a disk clean! . )l Public
2 M Computer
To format a removable disk, first open the Windows > s 05 (C)

Explorer (by right clicking on the Start button and from - EiEO:MER;n(\E’E”(E)

the popup menu displayed, selecting the Explore . Removable Disk (F]
command). - & Network

Select the removable disk you wish to format, as » [ Control Panel

£ Recycle Bin
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e Right click in the disk you want to format and from the popup menu
displayed, select the Format command.

HEW LEt) r .
Expand Format Removable Disk (F:) ﬁ
Open AutoPlay... i
Search... Capadity:

s 19568 -
Open ]
Browse with Paint Shop Pro E||E system

Share... [FAT (Default) v]

Open as Portable Device

Allocation unit size

[32 kilobytes - ]

Scan

Format...

Eject

Safely Remove

[ Restore device defaults

¢ You will see the Format Removable Disk
dialog box, as illustrated.

Volume label

Format options

[ Quick Format
Create an M5-D0S startup disk

e To start the format process click on the Start button, but remember that if
you do this you will lose any data contained on the removable disk. You will see a
warning dialog box.

Format Remaovable Disk (F:) ﬁ

l WARNING: Formatting will erase ALL data on this disk.
S22 To format the disk, click OK. To quit, click CANCEL,

[ ok | [ Cancel

<*&>» TIP: Never use the Quick Format option. While this option is very
pd quick, the results may be unreliable.
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Viewing recently accessed files

Searching for files on your hard disk
* double Click on the my computer

SMOPUIAA 1JOSOIDIA

«:7“»'@ » Computer »

v |45 | Search Computer yel
ks

Searching for data

* Click on the Start button and then click on the Recent Items command. You
will see a submenu allowing you to click and open recently opened files.

== — et

File Edit View Tools Help

Organize v System properties Uninstall or change a program

. Favorites
M Desktop
J¢ Downloads

<» Recent Places

Hard Disk Drives (2)
& Local Disk (C))
mi» Local Disk (D:)

-8DVD RW Drive (E)

- Libraries
» Documents
4. Music
. Pictures
! Videos

A& Computer
& Local Disk (C:)
m» Local Disk (D:)

@ Network

00-500-F-805PK4  Domain: ud.edu.sa
Processor: Intel(R) Core(TM)2 Duo ...

A

Map network drive

Memory: 1.00 GB

Open Control Panel

Devices with Removable Storage (1)

2 O @

Select a file
to preview.

e To find a file called Password, you would type in the name of the file into the
dialog box, as illustrated. You will see that additional information is now displayed

within the dialog box.

e layout  References  Mailings __ Review  View
y i | B ]
- LR R B R L i L ) VSR S [ .
@@vlf) » Search Results in Computer » - ‘ x | ‘ passwords X
R e ~ — . — S

File Edit View Tools Help

Il Organize v Save search

Searches might be slow in non-indexed locations: D:\. Click to add to index.

| Favorites ﬁ passwords
B Desktop DAICDL (E)\PrimerDB\archive\Atsprimer\36
l4 Downloads

» Recent Places Beaiayalilie
= Libraries 7 custom... 0 Internet 0| File Contents
= Libraries
.. Documents
. Music
&, Pictures
§ Videos

A Computer
& Local Disk (C)

m» Local Disk (D:)

@ Network

;_) 1item

Date modified: 2/9/2009 6:30 PM
Size: 98 bytes

0 e

X

Select a file
to preview.




Click on the Search in File Contents icon and you will see the following

displayed.
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&) Organize ~

Favorite Links
[ Documents
B Pictures

B Music

More »

Folders
@ Searches
ﬂ Videos
@ Public
. vista courseware
1, Windows
1o
a RECOVERY (D:)
<5 DVD RW Drive (E})
== Removable Disk (F:)
¥ Network
Control Panel
& Recycle Bin

(ﬂ 1item

b

ews v M SayeSearch

4 Search Results in Find me

@uvlgﬂ » Search Results in Find me

/¥ Search Tools v (@ Burn

Searches might be slow in non-indexed locations: C:\Cheltenham Courseware\Vista Level 1\Find me. Click to add to index...

Date modified Type
15/03/2007 10:37 ...

Name

|| password Text Document

Did you find what you were searching for?
Advanced Search

v I s ‘ [ Password

Folder

Find me (C:\Cheltenham Coursewar...

SMOPUIAA 3JOSOIDIA f‘t‘

Authors

~ < n

- TIP: You may want to resize the window so that the window is wider.
You may also want to resize the columns so that you can see the Folder

location (i.e. the folder in which the file is stored).

Double clicking on the file will display the file contents, as illustrated.

Favorite Links
| Documents
IE Pictures

B Music

More »

Folders
5 searches
B videos
@ Public
L vista courseware
J\ Windows

L e
s RECOVERY (D:)
&5 DVD RW Drive (E3)
e Removable Disk (F
W Network
[ Control Panel
@ Recycle Bin
-3
password
Text Document

@\J"iﬁ » Scarch Results in Find me

Ad

Name Date modified Type

_| password 15/03/2007 10:37 ...  Text Document

Did you find what you were searching for?
Advanced Search

= ‘ 43 | [ Password

Folder

Find me (C:\Cheltenham Coursewar...

7| password - Notepad

= | B [

File Edit Format View Help

[ Scarch Results in Fm.i il

[The secret code password number for my online banking access is

x9374NNy437 .

Authors

Close all open windows.
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Advanced searching by file size
* double Click on the my

see the following dialog box displayed.

e Click on the down arrow to the right of the Advanced Search section. This will
display the following options.

SMOPUIAA 1JOSOIDIA

v“k tEComptiterl v | ¥y I Search Computer yel
File Edit View Tools Help
Organize ¥ System properties Uninstall or change a program Map network drive Open Control Panel BE >~ o
© Favorites Hard Disk Drives (2) Devices with Removable Storage (1)
M Desktop & Local Disk (C) 8DVD RW Drive (E)
}+ Downloads s Local Disk (D:)

<» Recent Places

- Libraries

» Documents

4. Music
&, Pictures
! Videos Select a file
to preview.
LY Computer

& Local Disk (C:)
m» Local Disk (D:)

@‘ Network

00-500-F-805PK4 Domain: ud.edusa Memory: 1.00 GB
* Processor: Intel(R) Core(TM)2 Duo ...

¢ Click on the down arrow next to the Size section and you will see a drop down
list displayed.

passwords size:
Empty (0 KB)
Tiny (0- 10 KB)
Small (10 - 100 KB)
Medium (100 KB - 1 MB)
Large (1 - 16 MB)

Huge (16 - 128 MB) |
Gigantic (128 MB)

e Select the size from last box and then select search
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Advanced searching by date =z
e Double Click on the my computer ~
!
(=)
see the following dialog box displayed. %
—
=
" =g X ]
ﬁ ‘ih » Computer » v‘ 9 H Search Computer pel g
File Edit View Tools Help -
Organize System properties Uninstall or change a program Map network drive Open Control Panel EE - d 0 g"
Favorites Hard Disk Drives (2) Devices with Removable Storage (1) é
M Desktop & Local Disk (C) -8 DVD RW Drive (E) Lo
/s Downloads s> Local Disk (D2)
<» Recent Places
e
Aan

e Enter the search word ‘Windows'.

windows datemodified:\ x |

| Select a date or date range:

¢ select Advanced Search from the last box . ‘ June, 2011 ’
Su Mo Tu We Th Fr Sa

1 2 3 4

see the following dialog box displayed. B A i

19 21 22 23
26 27 28 29 30

24 25

¢ select the date modified from the last box .

Along time ago

| Earlier this year
Earlier this month
Last week

Earlier this week

Yesterday

Searching for a file using wildcards instead of the full name

* In some cases we may only know part of the name, in which case we can use
wild cards.
For example:
To search for all files whose names start with z
we would search for z*
To search for all files whose names start with za
we would search for za*

To search for all files whose names start with za and
contains 5 characters
we would search for za???

To search for all Microsoft Excel files whose names start with za and
contains 5 characters
we would search for za???.xls

* Use this information to search all the subfolders under your samples folder for
any files whose names start with the letters sa.

* Close the Search dialog box, once the search is complete.
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Viruses, Spyware and Cookies

Computer viruses

* Viruses are small programs written so that they can jump from one computer
to another (via disk or a network), which can cause disruption or damage to the
computer system. Even data files such as a Word document can contain a virus. As
well as causing damage to your data, or in some cases even destroying your data,
viruses can cause other effects, such as using your email system to email all your
email contacts and in the process infect other people’s computers.

* Basically if you access files which are virus infected, then that virus may be
transmitted to your computer. Never accept diskettes/CD-ROMs/DVDs which have
not been properly virus scanned first by your computer support team.

Never connect to the Internet without an active virus checker program
scanning all the files you download.

SMOPUIAA 3JOSOIITA

Spyware

* Spyware is software that installs itself on your computer and then spies on
your computer activity. Often spyware is used to collect marketing information
but more serious versions can collect sensitive data which could
later be used in a criminal way. If you download and install free software,
then this may have types of spyware hidden within it. There are many different
programs that you can use to detect and remove spyware on your
computer.

Cookies

* Cookies are commonly used to allow visitors to a web site to personalize their
relationship with the web site. For instance a weather web site could use a cookie
to remember that you live within a particular area of the country. The
next time you visit that web site, the weather that will be displayed will relate
to your location. Some cookies are less innocent. Cookies are often
downloaded automatically from a web site when you visit the web site, so
you can acquire them without realizing it. Most anti-spyware programs will
also detect cookies for you.

Virus checking programs
* An up to date virus checker should help protect you from losing data due to

virus attacks and you should find that your email system does not get
jammed up due to multiple email viruses.

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

¢ Running a virus checker on a computer which contains a virus is known as
disinfecting the PC as the virus program will detect and then eliminate the
virus.

¢ You will save time and money by preventing virus attacks as opposed to
dealing with the effects of an attack.
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<%s>= NOTE: Get all the security updates and patches for your version of
Windows so that Windows itself is less vulnerable to virus attack.

Scanning for viruses

* Many virus checking programs will scan your PC when you first switch on in the
morning and some will even run detailed scans automatically, as well as
automatically updating themselves so that you are protected against new virus
types. In the example shown, we have started the McAfee antivirus program (via
the quick launch toolbar). In this case to scan the computer for viruses we would

simply click on the Scan button.

SMOPUIAA 1JOSOIDIJAl

[\

McAfee' SecurityCenter

Qe @

Am I Protected? Yes
Your computer protection services are enabled and up-to-date. No action is required.

—_——

O s

Common Tasks

Click any category on the left to view details.

Computer & Files
> Home Protected
View Recent Events
» Dell i
2 Internet & Networl
Lockdown Firewall “ Protected ®
Restore Firewall Defaults
E-mail & IM
@ Protected @
Parental Controls
Attention @

@ Advanced Menu

Components Installed ) »
SecurityCenter Information
- VirusScan Update Check: 13/03/2007
- Personal Firewall Last Scan: 9/03/2007
More... Subscription Expiration: 8/06/2008

@ Configure @ View Details

e This particular program &
will display a dialog box

similar to that shown e o Progress Hramual sean
. . . U te
while the virus scan is O | tems Scannec: .
H Scan Items Detected: a
running. pemsreat ¢
Common Tasks ‘Scanning: C:\Program Files\Roxio\Vi. .. VUIAudioVideoMMPlugIn.dll
Heme ( TITIT] ]
View Recent Events
E):ll:lkduwn Firewall
Restore Firewall Defaults s ) peee ) coel )

McAfee’ SecurityCenter

Components Installed
- VirusScan
- Personal Firewall

Mare...

(3 Advanced Menu
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At the end of the process you should see a message telling you that your computer
is free of viruses. If a virus is detected during the scan and you work in a large
organization inform your IT technical support team immediately. Do not panic! If you
are running a computer at home, then normally, let the virus checking program
remove any viruses which it finds.

[
McAfee’ SecurityCenter

Home

Scan Progress: Manual Scan
Protection Status

Update Items Scanned: 116487
Lockdown Firewall Items Detected: 2
Restore Firewall Defaults Items Quarantined: 0

» Sca
n Scanning: Completed
View Recent Events

Del [
Click View Results to zee the list of detected items. Click Finish to return to the main Scan pane.

| viewmesuts || Finish

Scan Details

Total Detections: Registry Keys Scanned: 45455
Processes Scanned: Registry Keys Detected: 0
Processes Detected: Cookies Scanned: 19

Files Scanned: Cookies Detected: 2

Files Detected:




Selecting a printer

* In many larger organizations you may have the choice of printing to more
than one printer. To see which printers are available you can use the Control
Panel. To do this click on the Start button and then click on the Control Panel.

&
% Disk Defragmenter

» All Programs

—

e

|Smrf Search R (&)
i I=|' vista_manual [Com... I (2) Windows Help

Controf Panel
Default Programs
Help and Support

s »

—

¢ You will see the Control Panel displayed, as illustrated.
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Printing Issues

OQ » Control Panel »

* Control Panel Home

Classic View

Recent Tasks
Printer

'qﬁﬁge the country or region

Uninstall a program

v|‘1[|$earch A

System and Maintenance
Get started with Windows
Back up your computer

Security
Check for updates
Check this computer's security status

@ Allow 2 program through Windows
Firewall

Network and Internet
Connect to the Internet

View network status and tasks
Set up file sharing

Hardware and Sound

Play CDs or other media automatically
Printer

Mouse

Programs
Uninstall a program
Change startup programs

8,
%

User Accounts and Family
Safety

@ Set up parental controls for any user
@ Add or remove user accounts

Appearance and
Personalization

Change desktop background
Customize colors

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input
methods

Change display language
Ease of Access
Let Windows suggest settings

Optimize visual display

Additional Options

Within the Hardware and Sound section click on the Printer link.

. Hardware and Sound
> "'@ . Play CDs or other media automnatically
 Printer

Mouse

You will see a screen similar to the following.
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2 (= [ E
ﬁ o =
;' Qu I;’.A) » Control Panel » Hardware and Sound » Printers v |47f ' Search o
!
=
» g 5
orite Links ame ocuments atus omments ocation »
o Eavontebinks N D t Stats C t Locati
p——y 7 Fax HP Laser)et 4350 PCL 5
- Ei Documents -.L~/ 0 4 / 0
-~ B Pictures \ﬂ Ready % Ready
S B Music 7 Lexmark Z51 Color Jetprinter 7 Microsoft XPS Document
. . 0 . Writer
! More » ‘% Ready ‘% 0
= Folders b 4
9 Bl Desktop A
< E' Dave B
. Public
1% Computer
& Network

Control Panel
Additional Options
By Appearance and Personalization

m

9 Clock, Language, and Region
@ Ease of Access
E@ Hardware and Sound
[5g AutoPlay
nJ Personalization
9 Power Options
..j,_ﬁ! Printers
% Windows SideShow
“Eﬂ Network and Internet

@ Programs
N c i

+ In this example the Lexmark printer is set as the default printer. The
default printer is marked with a tick.

/ Lexmark Z51 Color Jetprinter

] ':'
% Ready

j NOTE: You will have different printers installed.

Changing the default printer

* To set a different printer as the default printer, right click on the printer icon
you wish to set as the new default printer. Click on the Set as Default
Printer command.

EEM

ound » Printers v [ 42 || Seanh o
% Seewhat'sprinting iy Set as default Gt Select printing preferences
-
MName Documents Status Comments Location »
,Al.}} Fax 2. HP LaserJet 4350 PCL 5
St . ) o
N A en
\id’l Ready P
@ Run as administrator 3

"If Lexmark 251 Colar Jetprinter

gl 0
% Ready

Set as Default Printer

Printing Preferences...

e In this example we have changed the HP printer to become the default

<
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printer.

7 I_-iP LaserJet 4350 PCL 5
".gc .VC‘ea‘:IA.
Installing a new printer on the computer

¢ Click on the Start button and then click on the Control Panel. Click on the
Printer link within the Hardware and Sound section. Click on the Add a
printer button.

UU ‘.}1 » Control Panel » Hardware and So

‘ Organize ¥ @z Views v I Adaprinter

e You will see the following dialog box.

&) [;é.! Add Printer

Choose a local or network printer

< Add a local printer
Use this option only if you don't have a USE printer. (Windows automatically
installs USE printers when you plug them in.)

< Add a network, wireless or Bluetooth printer
Make sure that your computer is connected to the network, or that your Bluetooth
or wireless printer is turned on.

s

. 4

o If the printer is attached directly to your computer, click on the Add a local
printer option. If your printer is on a network use the second option. In this
example use the Add a local printer option. You will see the following dialog box.
Select a port or use the default and click on the Next button.
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@ f=  Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a
printer.

@ Use an existing port: [LPTl: (Printer Port) V]

() Create a new port:

Twpe of port: Local Port

[ et ][ Cancel ]

The next screen allows you to select a make and model of printer to install.

@ o= Add Printer

Install the printer driver

7 Select the manufacturer and model of your printer. f your printer came with an installation
digk, click Have Disk.  your printer is not listed, consult your printer documentation for
compatible printer software.

Manufacturer * || Printers i

Apollo L ¥ Brother MFC-6300J USB

Brother E5¥ Brother MFC-7220 USE v

Canon 5 Brother MFC-7225N USE -

Citizen L= j Brother MFC-7420 USB -
E.ﬁ' This driver is digitally signed. [ Windows Update ] [ Have Disk:.. ]

Tell me why driver signing is important

[ Mext ][ Cancel l

=% TIP: You may have to insert a disk to install a printer that Windows does

not know about.

After you have selected a make and model, click on the Next button.

The next screen allows you to give the printer a name. Accept the name
displayed or type in a new name. Then click on the Next button.
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@ ™= Add Printer

Type a printer name

Brinter name: Brother MEC-7420 USE
Set as the default printer

=
o
(g}
i
=
2]
=)
-y
—
=
-
o
=]
=
7]

This printer will be installed with the Brother MFC-7420 USB driver.

(et (o]

e The final screen allows you to test that the printer is correctly installed and
connected. Click on the Print a test page button.

(S

\.J #=  Add Printer

You've successfully added Brother MFC-7420 USB

To see if the printer is working correctly, or to see troubleshooting information for the printer, print
a test page.

Print a test page

[ Finish || cancel

e Click on the Finish button.
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Printing from an application

Once the printer is correctly connected and installed, you normally print from
within your applications. For instance, if you have written a memo within a
program such as Microsoft Word, you would simply click on the Office Button
and then select the Print command.

Y E—

Preview and print the document -
New i
i\ pPnnt F
~ ™), Select a printer, number of copies, and '| 1
/ Qpen other printing options before printing. ]
(® Quick Print | &
| I Save -—JJ Send the document directly to the default L
L printer without making changes.
= 5  Print Preview
& Save As * | |4, Preview and make changes to pages before
printing.
dQ;" Print >
N 4
/| Prepare »
‘ﬁ Send >
Publish 4

alka

O Business Contact Manager »
QD - 2

)
| Uose

:] Word Options | | X Exit Word I

““;; TIP: Within many applications, the keyboard shortcut for
printing a document is Ctrl+P.

Using the Print Manager

When you print a document the printing is handled by a part of Windows called the
Print Manager. After starting a document printing, you can view the Print Manager
by clicking on the Print Manager icon displayed at the bottom-right of the screen.

< it ) 10:03 AM

You will see something like this displayed on your screen.

[ @ Brother MFC-7420 USE =[5 [ |
Printer Document  View
Document Name Status Owner Pages Size Submitted Port
Microsoft Word - vista_manual  Printing Dave 113 681 MB 10:00:22 AM 17/03/2007 LPTL:

1 document(s) in queue

. 4

As printing is a slow process, if you try and print a lot of documents at the same

&5
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time you will see the documents queued up within the Print Manger. You can
pause the printing of a document by selecting the document within the print
queue, right clicking and selecting the Pause command. To restart

the printing select the Restart command.

SMOPUIAA 1JOSOIIIA]

[ Brother MEC 7420 USE [P=REERC
Printer Document View
Document Name Status Owner Pages Size Submitted Port
E——nDave 113 68.1 MB 10:00:22 AM 17/03/2007 LPTL:
ausc
Restart

Cancel

Properties

Pauses the selected docur

e To cancel the printing of a particular document right click over the document and
select the Cancel command.

( ¥ Brother MFC-/420 USB [ s
Printer Document View
Document Name Status Owner Pages Size Submitted Port
s T 13 68.1 MB 10:00:22 AM 17/03/2007 LPT1:
ause
Restart
Cancel
Cancels the selected Properties
e You will see a warning screen. Click on " printers S
the Yes button to confirm that you wish A A .
to cancel. y IA re you sure you want to cancel the
document?




