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ECDL Approved Courseware

ECDL Foundation has approved these training materials developed by Cheltenham
Courseware and requires that the following statement appears in all ECDL Foundation
approv ed courseware.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are all registered Trade Marks of The European Computer Diiving Licence
Foundation Limited (“ECDL Foundation”).

Cheltenham Coursew are is an entity independent of ECDL Foundation and is not associated with
ECDL Foundation in any manner. This courseware may be used to assist candidatesto prepare for
the ECDL Foundation Certification Programme as tited on the courseware. Neither ECDL Foundation
nor Cheltenham Courseware warrants that the use of this courseware publication will ensure
passing of the tests for that ECDL Foundation Certification Programme. This courseware publication
has been independently reviewed and approved by ECDL Foundation as covering the learning
objectives for the ECDL Foundation Certification Programme.

Confirmation of this approval can be obtained by reviewing the Partners Page in the About Us Section
of the website www.ecdl.org.

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass the test forthe ECDL Foundation Certification
Programme. Any and all assessmentitems and/or performance-based exercises contained in this
courseware relate solely to this publication and do not constitute orimply certification by ECDL
Foundation in respect of the ECDL Foundation Certification Programme or any other ECDL
Foundation test. Irrespective of how the material contained in this courseware is deployed, for
example in a learmning management system (LMS) or a customised interface, nothing should suggest
to the candidate that this material constitutes certification or can lead to certification through any other
process than official ECDL Foundation certification testing.

For details on sitting a test for an ECDL Foundation certification programme, please contact your
country's designated National Licensee or visit the ECDL Foundation's website at www.ecdl.org.

Candidates using this courseware must be registered with the National Operator before undertaking a
test for an ECDL Foundation Certification Programme. Without a valid registration, the test(s) cannot
be undertaken and no certificate, norany other form of recognition, can be given to a candidate.
Registration should be undertaken with your country's designated National Licensee at an Approved
Test Centre.

ECDL Foundation

Approved Courseware
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Tutor Setup Information

o Copy the sample files folder to the Documents folder on the PC.

e At the end of the course, remove all files modified or created during the
course, prior to re-running the course.

¢ At the end of the course, reset all program and operating system defaults
that may have been modified during the course, prior to re-running the
course.
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A first look at Windows Vista

Vista — Different versions

e There are a number of different versions of Microsoft Windows Vista that you
can buy.

Windows Vista Ultimate.
This version has everything it in. ldeal for business. Great for playing.

Windows Vista Home Pre mium.
Designed for home use.

Windows Vista Home Basic.
A cut down version designed for home use.

Windows Vista Business.
Designed specifically for small business.

Windows Vista Enterprise.
Designed for large organisations.

Starting Vista

¢ When you start Windows Vista 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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e Displayed within the centre of the screen is the Welcome Center window.
=
i L |

&> Show more details

1. Get started with Windows (14)

:kl.l View computer details & Transfer files and settings % Add new users
[—
I% Connect to the Intemnet w Windows Ultimate Extras qf What's new in Windows Vista

Show all 14 items...

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

~

-
=1 Read and Write E-mail P239) Burn CD: and DVDs Erodict Suppottand
.L_J Documentation

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

¢ We can use the Welcome Center window to practice basic Windows Vista
skills.

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.
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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

e 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 Vista, 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 Vista what item you
are interested in, before you can manipulate it. This idea is fundamental to
using Windows Vista. 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

e 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.

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.

Gt startad with Windews (14

1. G &
[
| Wiess computer detads

e —,

TIP: Within this manual, from now on when you are asked to click the mouse
button, it will always be the left mouse button, unless the right hand button

is specifically specified.

e You will see details of your computer displayed within the window. As
illustrated below.
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W v Control Panel » Systern and Maintenance » Welcorne Center

iﬂj! Dave

Wind WVista™ Ultimate
re(Th)2 CPU 6300 @ 1.86GHz
\ .|"-a'1

This tells you what type of Windows Vista that is installed. In the example
shown Windows Vista Ultimate is installed. The type of CPU (Central
Processing Unit) is an Intel chip running at a speed of 1.86 GHz. There is 2
GB of RAM (Random Access Memory). The video type is a 256 MB ATI
Radeon X1300PRO.

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.

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.
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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.

Maximising awindow

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

|.=|IEI|-‘EhJ]

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.

| = (ke ]

As you can see the icon is called the Maximise icon. Click on the Maximise
icon and you will see that the Welcome Center program window maximises,
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).

Restore Down

TIP: The reason for the middle icon changing its appearance (and its name),
is that having already maximised the window to fill the screen, you cannot
maximise 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

FOR USEAT THELICENCED SITE(S) ONLY
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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 maximising the
window.

Minimising awindow

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

Minimize[ 0 |

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

¢ Move the mouse pointer to this minimised icon within the Windows Taskbar

and you will see the following popup, which displays a ‘thumbnail’ picture of
the minimised program.

[ Welcome Center [

e Click on the minimised icon and the program will be displayed within a
window once again, on your screen.

NOTE: Minimising a program is not the same as closing a program. When
you minimise 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

e 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.

FOR USEAT THE LICENCED SITE(S) ONLY
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Close

Click on the Close icon and the program will close. It is not displayed within
the Taskbar as a minimised 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.

[start |
e

TIP: Get into the habit of pointing to items within Windows and leaving the
mouse pointer over the item. In many cases, as you are beginning to see,
you will get a popup message explaining the function of the item you are
pointing at.

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.
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£ Internet
s Internet Explorer

"\ — E-mail Dave

S Microsoft Office Outlook

Documents

:'--.
I" Welcome Center

i Pictures
W25 Microsoft Office Word 2007
Music
Games
Search
Recent Itemns
—
'hl Windows Ultimate Extras e
[@]] Windows Media Player Network
E"_El Windows Photo Gallery Connect To
88 Windows Live Messenger Download Control Panel
Default Programs

»  All Programs Help and Support

[tart Search

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

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

» Al Programs

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

 Windows Media Center
IE‘ Windows Media Player
Windows Meeting Space
ﬁ Windows Movie Maker
Windows Photo Gallery
2 Windows Update

| Accessories
. Belkin Wireless Network: Utility
. Catalyst Control Center
. Dell
. Dell Support
. Extras and Upgrades
. Games
. Google Desktop
. Intel(R) Matrix Storage Manager
. Maintenance
. Mchfee
. Microsoft Office
. Microsoft SQL Server 2005
. Modem Diagnostic Tool
. NetWaiting
. Paint Shop Pro 5
. Roxio Creator DE
. Startup

Back

Dave
Documents
Pictures
Music

Games
Search
Recent Items
Computer
MNetwork
Connect To
Control Panel
Default Programs

Help and Support

Start Search foll (1) = [

e Look for the word Accessories in the list and click on
change as illustrated.

£ Windows Media Center
@ Windows Media Player
Windows Meeting Space
ﬁ Windows Movie Maler
Windows Photo Gallery
& Windows Update
| Accessories
= Calculator
Command Prompt
Connect to a Metwork Projector
4 Motepad
Paint
Remote Desktop Connection

Run

Snipping Tool

Sound Recorder
Sync Center
Welcome Center
b Windows Explorer
B Windows Sidebar
=) WordPad
. Ease of Access
) Systemn Tools
.. Tablet PC

Dave
Documents
Pictures
Music
Games
Search
Recent tems
Computer
MNetwork
Connect To
ntrol Panel
Default Programs

Help and Support

Start Search e | (_') = |

e Click on a program called Notepad, as illustrated.
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 Windows Media Center
@ Windows Media Player
Windows Meeting Space
ﬁ Windows Movie Maker
Windows Photo Gallery
& Windows Update

. Accessories
Calculator
BN Command Prompt
@3 Connectto a Network Projector
j Notepad
I Paint
:l_, Remote Desktop Connection
i=] Run
'(F_g Snipping Tool
i, Sound Recorder
@ Sync Center
W Welcome Center
M Windows Explorer
B Windows Sidebar
=) WordPad
. Ease of Access
. System Tools
.. Tablet PC

1 Back

Dave
Documents
Pictures
Music
Games
Search
Recent ltems
Computer
Metwork

| Connect To
Control Panel
Default Programs

Help and Support

Start Search o] |

o Clicking on this program will run a program called Notepad.
a window, as illustrated.

This will open in

| Untitled - Notepad

File Edit Format View Help

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

o Click on the File command and you will see the following drop down menu
list. Click on the Save command, as illustrated.

"] Untitled - Notepad

File | Edit Format View Help
Mew Ctrl+M
Open... Ctrl+0
Save Ctrl+5
Save As...
Page Setup...
Print... Ctrl+P
Exit

o This will display the Save As dialog box.

Mj Save As ﬁ
Uu |- Desktop » - |4f| | Search o
‘ Organize ~ o< Views = B Mew Folder
Bt einE Name} Size Type Date modified i
T-l
8
B Desktop 5. . Dave
2| Recent Places i&'
M Computer
E Documents ’ Public =
E Pictures
I® Music "k: Computer
e =]
More :
Folders A Li Netwaork o
L}
File name: | jifi= -
Save as type: [Text Docurnents (* ) v]
+ Hide Folders Encoding: [ANSI v] [ Save J l Cancsl ]

e 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
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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 FirstFile.

e =
t\.-/l\.../l |l Desktop » - | +4 | | Search F=3
‘ Organize * o Views ~+ [ MNew Folder
Favorite Links Name Size Type Date modified -
FJ i Dave e
B Deskiop Ili|

&= Recent Places
M Computer
EE. Documents

EE Pictures '.L' Computer

m

F[_J‘ Music s
[ Recently Changed =
FB Searches L‘ Network
i Public TR My first file
] Text Document § R
Folders A~ | 0 bytes ils
File mame: My first file - [Tead Documents (*td) v]
Encoding: | ANSI ~| [ Open |¥] | Cancel |

e

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.
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by fiest file

7 g

Drave
Aireaoft Office Outlcok
— Dracuments
_.' Welcome Center

Pacbuses

'E Micresoft Office Word 2007
Wi

‘ Paint thep Pre 3
Games
G Windows Meda Center _
Srarch

..;-] Hatepad R erd Her

E' Windows Uimate Bfras

Computer
ﬁ Windows Media Player [ TPe——
LT'J Windaw Phote Galleny Conmect Ta
—_

I‘-‘ WordFed

o Click on the small right pointing arrow at the bottom-right of the Start
menu. You will see a new submenu displayed. Click on the Shutdown
command.

i Iniernct
[Irternet Exphorer
_ E-mail
=2 Microscit Office Outloo

- Decuments

4| ‘Welcome Cenler
Pctures

'E Micrasedt Office Ward 2007
Wiz

‘ Peint Shop Pro 5
Games
a ‘Windows Media Center

Mot U
"-"] nan Hecent Bermrs

ml Whradizors, lrmate Etras S

m Wirdesws Media Playes

-
[:!l Wirdews Phete Gallery

Seasch

Savatch Liser
Log OFf
Lok

i=]
‘-1 WaordPad

Festan

Sleep
Shut Desam

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.

TIP: You should never just switch off your computer. To shut down your
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computer you must always use the Shutdown command. Simply switching
off a computer may result in you losing data!

Closing an application thatis not responding

Occasionally when you are running Windows Vista, you may find thatyou 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.

1% Windows Task Manager SNACIHL X
File Dptions  Wiew Windows Help
Applications |F‘r|:u:esses | Services I Performance | Mebwarking | Lsers |
a~
Task, Status
_j:.}manual_wu:urd_versicun Running
'l_!ﬂMu:udule_z_ecdI_v4_2EIEI?_manuaI [Compatibility ... Running
L1 Runing
End Task ] [ Switch Ta ] [ Lew Task. ..
Processes: §2 CPU Usage: 1%% Physical Mermorye: 42%

In the example illustrated, all the programs are running normally. If a
program was nho 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: Itis a good idea to completely close down Windows and then restart
Windows after a program has crashed.
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The Windows Desktop

What is the Windows Desktop?

e Start your computer. You will see the Welcome Center window displayed,
once Windows has finished loading. Click on the Minimise button within the
Welcome Center window (top-right of the window). You will now be able to
see the icons displayed on your Desktop.

The Windows Desktop is the area of the screen that you are now looking at.
It contains icons and other screen elements.

Desktop icons

e The icons you see on the Windows Desktop will vary from one computer to
another, depending on who installed and customised 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.

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

-
=

-
Y
=
Recycle Bin
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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!

Windows Taskbar

e 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.

Taskbar clock
e Located at the left edge of the Taskbar.

o If you move the mouse pointer over the time display (and wait a short time)
you will see the date displayed, as illustrated.

«mBOMe T 1.0 M

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

Tuesday, 13 March 2007

1 March 2007 4

Mo Tu We Th Fr Sa Su J// &
% 27 8 1 2 3 & |

5 6 7 8 9 10 11 |- —
12 (13714 15 16 17 18 ’
19 20 21 22 23 24 25

26 27 28 29 30 31 1
2 3 4 5 6 7 8

1:40:52 PM

Change date and time settings...

< A [0 G 140 PM
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Customising your Desktop

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

View »
Sort By 3
Refresh

Paste

Paste Shortcut

Undo Apply Properties Ctrl+Z

MNew 4

Es, Personalize

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

[ (=] 5 ]

—
OU |g <« Appearance and Personalization » Personalization - | ‘7|

Search Pl |

Personalize appearance and sounds

" Ad Window Color and Appearance
[ Adjust font si
W Adj d Fine tune the color and style of your windows.

! Desktop Background

Choose from available backgrounds or colors or use ene of your own pictures to decorate the
desktop.

Screen Saver

-]

Change your screen saver or adjust when it displays. A screen saver is a picture or animation that
covers your screen and appears when your computer is idle for a set period of time,

i
<

Sounds

¢

Change which sounds are heard when you do everything from getting e-mail to emptying your
Recycle Bin.

Mouse Pointers

Pick a different mouse pointer. You can alse change how the mouse pointer leoks during such
activities as clicking and selecting.

Theme

B 5

Change the theme. Themes can change a wide range of visual and auditory elements at one time
including the appearance of menus, icons, backgrounds, screen savers, some computer sounds,
and mouse pointers,

See also Display Settings

Taskbar and Start Menu Adjust your monitor resolution, which changes the view so more or fewer items fit on the screen,
3 You can also control monitor flicker (refresh rate).

Ease of Access

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

Customising the Desktop background wallpaper picture
e Click on the Desktop Background icon.
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* Desktop Background

¢ You will see the following dialog box displayed.

Choose a desktop background

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 | Windows Wallpapers '| | Browse... I

.
* -

Unspecified (3) i

How should the picture be positioned?

m

ET

e 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.

= = = = m = e = = - =

= 8 el - - ._._._-_-,_._‘ 2
@uv'q« Personalization » Desktop Background -|¢, | Search 2

Choose a desktop background

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 | Windows Wallpapers = [ Browse. |

e I
L \‘ - lJ J i
Paintings (4) -~

i KB »

How should the picture be positioned?

e ) [ conce

e Select a picture of your choice.

TIP: You may wish to experiment with specifying how you want the picture
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displayed on your Desktop, using the three controls illustrated below.

How should the picture be positioned?

Click on the OK button to apply the picture of your choice to the Windows
Desktop.

Customising the Desktop background colour

Display the Personalisation window.
Click on the Desktop Background icon.

Desktop Background
B okt

You will see the Personalisation dialog box displayed. Click on the down

arrow to the right of the Windows Wallpaper section. You will see a drop
down list displayed. Click on Solid Colours.

Choose a desktop background

Click a picture to make it your desktop background. To use a picturg
and double click it.

Picture Location lWindowsWaIIpapers '] |

Windows Wallpapers
Black and White pjctures

Sample Pictures
Public Pictures
Solid Colors

-

The dialog box will then change to display a range of colours, rather than
pictures.
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=B

& « Personalization » Desktop Background = |4y [ Seqrh P |

Fle Edit View Tools Help ],

Choose a desktop background

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

Picture Location | Solid Colors -| | Browse.. .

e Click on a colour to select a colour.

TIP: You can use the scroll vertical bars to the right of the colour pallet to
scroll down and see more colour options.

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

Chiass a desktop background

Click g giceure 11 g 1 et sheskitng bachgraumil. Tn use # pictuse (s mot sted Biovwse b0 the gichee
and deukle click &

Pt Location | Sohd Color

7| [ B,

e To confirm the colour click on the OK button.

Setting a screen saver
o Display the Personalisation window.
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Click on the Screen Saver icon.

E¥  Screen Saver

You will see the Screen Saver Settings dialog box.

EZ Screen Saver Settings @

Screen Saver

Screen saver

Windows Logo vH Settings... ][ Preview

Wait: 10 =| minutes [7] On resume, display legon screen

Power management

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

Change power settings...

To pick the screen saver type, click on the down arrow in the screen saver
section and click on an item within the list. In this case click on Ribbons.

Screen saver

[Ribbons ~| | settings.. || Preview |

(Mone)

30 Text me, display logon screen
Aurora

| Blank

Bubbles o )
Mystify nce by adjusting display
Photos

Windows Energy

Windows Logo

[ OK ]l Cancel ] \pply

=]

Within the Wait section, click on the up or down arrows to set the time
interval of inactivity, before the screen saver kicks in.
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Wait: 10 = minutes

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

¢ You will see an interesting ribbon effect.

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

Setting your screen resolution

o Display the Personalisation window and then click on the Display Settings
icon, which will display the Display Settings dialog box.
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EX Display Settings

S5

Manitor

Drag the icons to match your monitors, Identify Manitors ]

1

L Dell 20079 FP (Analog) on 236ME ATI Radeon X1300PRO -

This is ry main mmonitor

Besolution:

L anne G

1280 by 960 pixels

How do T get the best display?

Extend the desktop onto this monitor

zolors:
High  |Highest(32bity  ~|

[ Sdvanced Settings.. ]

[ (] 4 ][ Cancel ] Apply

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.

DO NOT CLICK ON THE YES BUTTON.

B Display Settings

S=XE)

Do you want to keep these display settings?

[

Yes ] i Ne |

Reverting to previous display settings in 3 seconds.

TIP: Changing the screen resolution can cause problems, if incorrectly
applied. For this reason even of you do not click on the NO button, then
within a set number of seconds the original screen resolution is reapplied. Do
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not change the screen resolution, just remember how to change it if you ever
need to.

NOTE: The higher the screen resolution the smaller your Desktop icons will
appear on your screen.

¢ Wait until the original screen resolution settings are restored so that nothing
is changed.

Modify the computer date and time

e Click on the Start button, from within the Start Menu click on the Control
Panel button. The Control Panel will look like this.

R:_,-l'l__,-' [+ Control Punel »

=  Control Panel Home ‘

System and Maintenanoe User Accounts and Family
Get praned weth Windowy Safeby

Back up your comgniter W et up pasintad conbrols for any wber

W i or e user BCEuLnEL |
Security
Chaeck 1o updame

Appearance and
Chegi thi compule’'s seourity Msus

Personalization

Efvw 8 rzmpram Sumagh Windese
L ¥ i Chiape: b B igimatia

* Ferwall
Cutoemse coden

s Adpatt pirdan reselution
Network and Internet

Coonect to the Intennet
Wy PEbwerl TIREY grsd Eaniy

St g il shanng

Clock, Language, and Region
Charsge krybosidi or o het syt
ettty

° ¥

- Chirge dvipliy lingpusgs
Hardware and Sound
Flay CDx or other media somatecaly

LT
Prinber Ease of Access

Lt Wimdpwws sUggest settmgs

®

Muias
Blgtarmuer vriasl drapliy
P‘rugr A1y

Urninstall m program
Change startup peogearm

Additional Options

ey
1

Wt Taths

Find wheth virsen of
i i @18 Wy

Adamnasgr wmiles v e

Change tyibern s

e Click on the Clock, Language and Region command. You will see the
following.
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@Q vr" ¢+ Control Panel » Clock, Language, and Region hd | 4y | | Search P

Control Panel Home N

Date and Time

Set the time and date | Change the time zone
Add the Clock gadget to Windows Sidebar

and Maintenance Add clocks for different time zones

Metwork and Internet

Regional and Language Options

Hardware and Sound eln;t‘all 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

! counts and Family

Appearance and
Personalization

Clock. Language, and Region
Ease of Access

Additional Options

Classic View

Recent Tasks
Uninstall a program

Find which version of
Windows you are using

Manage audio devices

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.

. Date and Time ﬂ

Date and Time

Additional Clocks | Internet Time

Date:
Friday, 16 March 2007

Time:
7:29:34 PM

I @ Change date and time... I

Time zone

(GMT+08:00) Perth

Change time zone...

Daylight 5aving Time is not observed by this time zone,

How do 1 set the clock and time zone?

CK ][ Cancel ]l 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.
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e If still open close the Control Panel.

Setting the computer keyboard language and other regional settings

e 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.

L B Clock, Language, and Region
= Change keyboards or other input
’ methods

Lnange display language

Ease of Access
Let Windows suggest settings
Optimize visual display

&

Additional Options

R3Z,
|

e The Region and Languages Options window will be displayed.

9 Regicnal and Language Opticns @

Formats I Location | Kevboards and Languages | administrative

Keyboards and other input languages

To change your keyboard or input language click Change keyboards,

Change keyboards..,

Howv dolchange the keyboard layout forthe Welcorme screent

Display language

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

’ 1€ Install funinstall lanquages... ]

¢ Click on the Formats tab to see the current default setting.
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‘¥ Regional and Language Opticns Iﬁ

Formats |L|:u:ati|:|n | Kevboards and Languages | Administrative

To change the way your computer displays numbers, currencies, dates, and
time, select an entry frorm the format list,

Current format;

Englizh (&wustralia) -

Exarmples of how data is displayed using this format:

Mumber: 123,456,789.00
Currency: $123,456,739.00
Tirme: 44210 PhA
Shaort dater 3040772007

Long date:  Monday, 30 July 2007

Custommize this farmat...

For additional formats, keyboards, and tools, go to the Microsoft website,

[ (o] ][ Cancel ] Apply

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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‘¥ Regional and Language Opticns lﬁ

Formats |L|:u:ati|:|n | Kevboards and Languages | Administrative

To change the way your computer displays numbers, currencies, dates, and
time, select an entry frorm the format list,

Current format;

Englizh (fustralia)
English (Australia) -
English (Belize)

English (Canada)
English (Caribbeamn)
English {India)
English (Treland)
English (Jamaica)
English (Malaysia) —
English (Mew Zealand)
English (Republic of the Philippines)
English (Singapore)
English (South &frica) —
English (Trinidad and Tobaga)
English (United Kingdorm)
English (United States)
English (Zimbakee)
Estonian (Estania)
Faroese (Faroe [slands)
Filiping (Philippines)
Finnish (Finland)
French (Belgiurm)
French {Canada)
French {France)
~ French (Luxernbourg)
French (bonaco)
| - French Cswitzerland) —

m

e Select the Location tab to set your current location, as illustrated,
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‘¥ Regional and Language Opticns ﬁ

Formats | Location | Kevboards and Languages | &dministrative

Zome softuare and services provide you with local information such as news
and weather,

Current location:

[.&ustralia v]

Australia -
Avstria
Azerbaijan
Bahamas, The
Bahrain
Baker Island
Bangladesh
Barbados
Belarus
Belgium
Belize

Benin

m

Bermuda

Bhutan

Bolivia

Bosnia and Herzegowina
Botswana

Bouwvet [sland

Brazil

British Indian Ocean Territary
Brunei

Bulgaria

Burkina Faso

Burundi

Cambodia

L—— Cameroon f—

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.

FOR USEAT THELICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 37

w Text Services and Input Languages Iﬁ

General | Language Bar | Advanced Key Settings

Drefault input language

Select one of the installed input languages to use as the defalt Far all
input figldz.

| English (Australia) - US -

Installed semvices

Select the services that wou want for each input language shown in the
lizt. Uze the Add and Remove buttons to modify this list,

[E1 English [Australia)
o Zj Kevboard
b UG
&dd...
Bemowve
Properties...
tove Lp
b ovee Do
[ ] ] [ Cancel ] Apply

¢ 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) -
- Slovak (Slovakia)

- Slovenian (Slovenia) e —

-Spanish {Argentina) -

-Spanish (Bolivia)

- Spanish {Chile)

- Spanish {Colombia)

-Spanish {Costa Rica)

-Spanish {Dominican Republic)

-Spanish {Ecuador)

-Spanish (El Salvador)

- Spanish {Guatemala)

-Spanish {Honduras)

- Spanish {Mexico) |

-Spanish {Micaragua)

- Spanish {Panama)

-Spanish {Paraguay)

- Spanish (Peru) -
1l | 3

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

e Close all open Control Panel windows.

Setting the computer sound volume

e 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.

DL U I Sy

[ B |

Hardware and Sound

Play CDs or other media automatically
© Printer

_
Mouse |"€
N
E— -
¢ Within the Sound section, click on the Adjust system volume link.
i = | (5] |
@Ov|@ 3 Citrolpanel v Hardware and Sound v|"’-| Search }J|

File  Edit View Tools Help

Control Panel Home , .
Lio/ Printers

System and Maintenance h Add a printer | Change default printer | Remove a printer | Send a fax

Security

AutoPlay

Metwork and Internet @ . . . . .

SR SRESESE Change default settings for media or devices | Play CDs or other media automatically
Hardware and Sound
Programs @ Sound L
User Accounts and Family = Adjust system volume | Change system sounds | Manage audio devices
Safety
Appearance and 'P Mouse

¢ You will see a slider control displayed, allowing you to modify the computer
volume.
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i Volume Mixer ﬁ

Device
Dewice Applications
B o
Speakers Wind s
Sounds

W @

o Close all open Control Panel windows.

The Sidebar and gadgets

e 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.

Mowrnens grieve faf
Puch cites LLE. wid in

KFy Ranom wpln o

Fa. chvy detesas Hieg

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

e 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

e 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

e Windows Vista 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

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

»  AllPrograms

Start Search 2

e Click on the Accessories group.

 Windows Media Center
@‘ Windows Media Player
Windows Meeting Space
ﬁ Windows Movie Maker
Windows Photo Gallery
20 Windows Update

. Accessories

. Belkin Wireless Metwork Uility

. Catalyst Control Center

. Dell

. Dell Support

. Extras and Upgrades

. Games

. Google Desktop

. Intel(R) Matrix Storage Manager

. Maintenance

| Mchfee

. Microsoft Office

. Microsoft SQL Server 2005
. Modem Diagnostic Tool
, MetWaiting

. Paint Shop Pro 5

. Roxic Creator DE

| Startup
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e You should see the WordPad program icon listed under the Accessories
group

| Accessories

@ Calculator

BE¥ Command Prompt

=) Connect to a Network Projector

ZI MNotepad

'} Paint

“mi Remote Desktop Connection

m

=] Run

(%2 Snipping Tool
L Sound Recorder 4
@ Sync Center

W Welcome Center

B Windows Explorer

B Windows Sidebar

%) WordPad

| Ease of Access

| System Tools
J Tablet PC -

4 Back

e Click on the WordPad command to run the WordPad program. The program
will open within a window, as illustrated.

[ | Document - WerdPad = | B b
File Edit View Insert Format Help
Ned Sk B
il + 10~ Westem - B U @ [El2 £ =

E-|-1-u-z-u-:{-|-4-|-5---s---?-u-a-u-s-u-m-|-11-|-12---13---14-|-155|-1e-|-1?-|-15-

For Help, press F1 NUM

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

FOR USEAT THELICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 43

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 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 you point to anicon, 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 U

TIP: If you wish to format a portion of text with bold formatting you first
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.

Identifying the parts of an application window

The WordPad window is typical of an application window.
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=5 Document - WordPad =SHACH X

File Edit \iew Insert Format Help
el Sk # o By
tial - 10w ‘westen + B 7 U D g

g-uw-|-2-|-3---4-|-5-|-s-u-?-u-s-u-a---1u---11-|-12-|-13-|-14-b-15-|-15---1?-|-

Using Print Screen within WordPad

+ Pressing the Print Screen key takes a picture of your screen and copies itto a
special area of memory called the Windows Clipboard. Press the Print Screen
ke now. Mothing appears to have happened, but you now hawve a picture of the
screen in the Clipboard.

. Press Ctri+¥ which is the keyvhoard shortcut for pasting information from the
Cliphoard. “ou should now see a picture displayed within your WordP ad
pragram.

m

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

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

A dialog box is displayved. You will need ta type in a file name, and then click on
the Save buttan

. If you have time you might want to investigate the function of some of the
ather icans within the program. You will find that if wvou point to an icon, and
leave the pointer there far a shart time, that 2 popup is displayed explaining the
function of the icon. An example of a popup is illustrated below.

For Help, press F1

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.

%= Document - WordPad o) | l

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

|Ei|e Edit  MWiew [nsert Format Help

Clicking on one of these options displays a list of commands that you can
choose from, as illustrated for the File menu option.
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Edit “iew Insert Format

MNewy... Ctrl+M
Qpen., Ctrl+0
Save Ctrl+5
Save B,

Print... Ctrl+P

Print Previews..,

Page Setup..,
1 dave

Send..,

Exit

Toolbar.The Toolbar contains icons or buttons which you can click on to
perform a particular task, such as printing a document.

D=l S& M B B

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.

| -

Far Help, press F1

J

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.

m
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e 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.

e L SN 2 SELRL ’-E|:|b.amuliu'hl:- AREBEI AamMEel AallbiCel

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

-

— Home Insert Page Layout References

= cut

= " Arial ~lu -
Copy

Paste - 2 -

- F Farmat Painter T i i ke

Clipboard F] Font

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

il

—-/ Home Insert Page Layout References Mailings Review Wiewy

= Cut Y e (e

B . Arial S - (A N[ [El = -l 2 1

Copy

Paste = = -2 - A= = === S e

- # Farmat Painter T e o e e i ke L =l |
Clipboard i Font Fi Paragraph (]

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

Lrial 111 - A AT
|B & U ~abe %, 3 Aa-||B2- A~

Font

Notepad

e 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.
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MjUntitIed—Notepad = | B i
File Edit Format View Help

ke

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.

Calculator

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

4| Calculator SHAEE X
Edit View Help

0

[ [Beckpece|| = [ c |
lwe) 2 ][ s s J[e ) (smt]
wa) [l ]le]lz]l=]
l
l

sgrt

ot oo e o
o) ) ot )t

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.
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[7 calculator E@Ig
Edit IVlew Help
Standard 0.
Scientific
[ -
Digit grouping
PP I B e B il RN

This will look like this.

[&] Caleulator =

Edit View Help

T'Hex @ Dec (10t 0 Bin @ Degrees (") Radians (7 Grads

v [ClHyp I_ I_ [BackspaceH H c ]

e (] o ] (] [t st st i) ) )
e | o) ] ] (] [t ot it ot ]
(som) (e ] 5] (st 2] ] ] ]
G
() [mdlelad fd ()00 )= =)

e Leave the program window open.

Welcome Center

e The Welcome Center normally runs automatically each time you start the
computer. If you have closed the Welcome Center window you can always
restart the program by clicking on the Start button and then clicking on the
All Programs button. Click on the Accessories group. You should see the
Welcome Center program icon listed under the Accessories group. Click
on the Welcome Center command to run the program.

| [l = Syriarm aed Mambemance + Wk Camstar iy | s ]

L Gt i) =t Worrdomd {14 B

'k e o Sl * Trarbar fim el urttirgn % rTrap—

EQ' Consdal 1 tha ot w Werdemt Uamatn Evtin q Wt ) ooy o Wb, Wil
S i L1

R T [ Tpaea—_ -
- T Proguct Lppar s
I.Hma,-mni-ﬁ @h—-m—-m oiw i
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e Leave the program window open.
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Switching between programs

e You should see a number of programs displayed on the screen, as illustrated.

|
4| = = W W - s 0B Eenw
R N AL oI L R . S | "]
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I i_li Fueadd andd Wrie -l @m:mmwm @')n«

¥ Rus 1 slartup (Wecoms Certer cin Be feund in Contsel Parsd, Srterm and Marterance)

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

Eal

e 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 minimised to the Windows Taskbar. Practice this
technique a few time to switch from one program to another,

The ‘Switch between windows’ icon

e Click on the Switch between windows icon (displayed at the bottom-left of

your screen).
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e The program windows will be displayed as illustrated.

e Click on the program window you wish to bring to the forefront.
e Click on the Show Desktop icon before continuing.

Using Windows Flip 3D

e Press the Windows Logo key (and keep it held down). Repeatedly press the
Tab key and you will cycle through the windows displayed on your screen.
Release the Windows Logo key when you see the window you require.

Cascading windows

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

e 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.
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Toolbars 3

Cascade Windows

Show Windows Stacked
Show Windows Side by Side
Show the Desktop

Task Manager

v Lockthe Taskbar

Properties

The program windows will be displayed cascaded across the screen.
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¥ usttwd s i T |
e =5 I
DEd SR & |- %
- = W = M ~ensopEea =
.3___!"'7_.' EXE IR B B S B B IR ] R R L R e
= |
iy
¥ g
= |
ot oy ey, presa 1L T}

Displaying windows side by side
e 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 Show Windows Side by Side
command.

Toolbars 4

Cascade Windows

Show Windows Stacked
Show Windows Side by Side
Show the Desktop

Undo Cascade
Task Manager

v Lockthe Taskbar

= Properties i
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The program windows will be displayed, tiled side by side, as illustrated

s - - - *asuWual

Close all the open programs before continuing.

TIP: To close a program click on the Close icon displayed at the top right of
each program window.

Installing programs

Within large organisations 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 organisations 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 onCD 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

e 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.

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

)
% Disk Defragmenter Control Panel

Default Programs

»  All Programs Help and Support

ol (] - Jvista_manual‘Tf._‘er... fimes

¢ The Control Panel window looks like this.

QQ E + Control Panel » v|4’|| }J|

» Control Panel Home

S System and Maintenance User Accounts and Family
ClassicView Get started with Windows Safety
Back up your computer l@ Set up parental controls for any user
'e' Add or remove user accounts
Security
Check for updates

J ) ,  Appearance and
Check this computer's security status w

)] Allow a program through Windows Personalization
“ Firewall Change desktop background

Customize colors
Adjust screen resolution

Network and Internet
Connect to the Internet

View network status and tasks
Set up file sharing

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

2

Change display language
Hardware and Sound

Play CDs or other media automatically =
Printer
Mouse

Ease of Access
Let Windows suggest settings
Optimize visual display

Programs
Uninstall a program
Change startup programs

Additional Options

feey
I

Recent Tasks

Find wﬁ&h version of
Windows you are using

4 __ﬂa'hage.audin devices

Change system sounds

¢ 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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(=[5 ]
—
@l\-}' » Control Panel » Programs » Programs and Features - | y | | Search 2|
fasks Uninstall or change a program
View installed updates
. Te uninstall a program, select it from the list and then click "Uninstall”, "Change", or "Repair”,
Get new programs online at
Windows Marketplace . . __\ .
View purchased software Organize -+ 15 Views -~ g Uninstall @
(digital locker) Name ° Publisher Installed | =
Turn Windows features on ar E} 2007 Microsoft Office system Microsoft Corporation 28/02/200
off [2 Adobe Flash Player 9 ActiveX Adobe Systems Incorporated 28/02/200
EI ATI Catalyst Control Center Ex ATl Technologies Inc. 28/02/200
COI Belkin 54Mbps Wireless Network Adapter Belkin Electronics Inc. 8/03/2007
E} Business Contact Manager for Outlook 2007 Microsoft Corporation 28/02/200 =
[25] Conexant D850 PCIV.92 Modem 28/02/200
ﬁ![}ell System Customization Wizard Dell Inc. 28/02/200
Ed pellsupport Dell 28/02/200
3 Digital Line Detect BVRP Software, Inc 28/02/200
(® Google Desktop Google 28/02/200
O Google Toolbar for Internet Explorer 28/02/200
G Intel(R) Matrix Sterage Manager 28/02/200
| £/ Java(TM) SE Runtime Environment 6 Sun Microsystems, Inc. 28/02/200
[M]McAfee SecurityCenter 28/02/200
E: Microsoft Office 2003 Web Components Microsoft Corporation 28/02/200
E} Microsoft Office 2007 Primary Interop Assemblies Microsoft Corporation 28/02/200
E} Micrasoft Office Small Business Connectivity Compe...  Microsoft Corporation 28/02/200
d Microsoft SQL Server 2005 Microsoft Corporation 28/02/200
|j Microsoft SOQL Server Mative Client Microsoft Corporation 12/03/200 _
f-ll na romm e - 3 - rr;—r LY Lan P o | 4-|N\-|r-|'nf

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 notremove 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

You have seen how to run program by clicking on the program within the
Start menu. We will now place a ‘Shortcut’ program icon on the Desktop.
This makes it much easier to run programs that you use on a regular basis.
We will now create a Desktop shortcut for the Welcome Center.

Click on the Start button and then click on the All Programs button. Click

on the Accessories group. You should see the Welcome Center program
icon listed under the Accessories group.

Right click on the Welcome Center program icon. From within the popup
menu displayed Select the Send To command. From the submenu displayed
select the Desktop (create shortcut) command.
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 Windows Media Cent
@ Windows Media Playe
Windows Meeting Spz
ﬁ Windows Movie Make
I Windows Photo Galle
= Windows Update
| Accessories
@ Calculator
Bl Command Promp
82 Connectto a Netw
mj MNotepad
"\ Paint
“m Remote Desktop
i3] Run
ﬁa Snipping Tool
t Sound Recorder
@ Sync Center

W Welcome Center
N Windows Explorer
B Windows Sidebar
[ WordPad

. Ease of Access

. System Tools

. Tablet PC

Start Search
—

Welcome
Center

e Double click on this icon to run the Welcome Center window.

Open

Run as administrator

[ ]

Open file location

Scan

Pin to Start Menu
Add to Quick Launch

Restore previcus versions
Send To

Cut
Copy

Delete

Rename

Properties

Connect To

Control Panel
Default Programs

Help and Support

f= U & s B

Compressed (zipped) Folder
Desktop (create shortcut)
Documents

Drag-to-Disc Drive (E)

Fax Recipient

Mail Recipient

DVD RW Drive (E:)

e Close all open windows before continuing.

Deleting a Desktop shortcut

e 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

e 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
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down (saving any data if necessary).

e Click on the arrow to the right of the Start button, and from the popup
menu displayed select the Shutdown command.

=y
} Switch User
@‘ Disk Defragmenter Control Panel Log Off

Lock

Default Programs

Restart

Help and Support

»  AllPrograms

e Sleep
Start Search =l I Shut Down
—

d_manual [Lom...

e 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

e 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.

=]
} Switch User
% Disk Defragmenter Control Panel Log Off

Lack

Default Programs

Restart

»  AllPrograms Help and Support

Start Search je f L') ﬂ __'-P-'
o

Sleep

Shut Down

d_manual OMm...
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How to get help

e The easy way to display the Windows help feature is to press the F1 key on
your keyboard. This will display the Windows Help and Support dialog

box.

o

oy )
«-—-@

Dell Help Documentation
% Dell EDocs

Find an answer

=] » s

Windows Basics Security and Maintenance  Windows Online Help
| ¢ 0
Table of Contents Troubleshooting What's new?

Ask someone

* Use < Windows Remote Assistance to get help from a friend or offer help.
+ Post a question or search for an answer in Windows communities.
# Fortechnical assistance, contact Microseft Customer Support online.

+ More support options...

Information from Microsoft

1. Findyour files and folders
2. Getyour programs to work on this version of Windows
3. Update your drivers

§ For in-depth technical information, visit the Microsoft website for [T
professionals.

¥ Ak someone or expand your search

¢ Click on the Windows Basics icon.

== g
@ Windows Help and Support_‘
e Q hu —_" j Ty Ask Options =

*

m

il Offline Help -
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2|

Windows Basics

You will see the following information displayed.

@ Windows Help and Support @ﬂlﬂ

Ask Options ~

| Search Help Fe

Windows Basics: all topics

»

Windows Basics topics are designed to introduce you to personal computing and the
Windows operating system. Whether you're a beginning computer user or somecne
with experience using a previcus version of Windows, these topics will help you
understand the tasks and tools you need to use your computer successfully.

Learn about your computer
& Introduction to computers
* Parts of a computer

& Using your mouse

& Using your keyboard

* Turning off your computer properly

Desktop fundamentals
& The desktop (overview)
|| » The Start menu (overview)
e Thetaskbar {overview)
& Windows Sidebar and gadgets (overview)
* Working with windows

* Using menus, buttons, bars, and boxes

Programs, files, and folders

& Using programs =
& Working with files and folders

* Getting started with printing

& Using Paint

& Using WordPad

Internet and e—mail I

+ Exploring the Internet

& (Gettinn ctarted with e—mail

i Offline Help =

e You canclick on any item to learn more. For instance click on the first item
titled ‘Introduction to computers’.

Learn about your computer

+ Introduction to computers

You will see the following detailed information on this topic.
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@ Windows Help and Support E‘ﬂu
Searrh Help P
F
Introduction to computers
Are you new to computers? Do you wonder what In this article
they do and why you would want to use one? & What are computers?
Welcom&yoy're in the right place. This article o Types of computers
gives an overview of computers: what theylare, o What can you do with
the different types, and what you can do with computers?
them.
What are computers?
| Computers are machines that perform tasks or calculations according to a set of
instructions, or programs. The first fully electronic computers, introduced in the
19405, were huge machines that required teams of people to operate. Compared to
those early machines, today's computers are amazing. Mot only are they thousands of
times faster, they can fit on your desk, in your lap, or even in your pocket,
Computers work through an interaction of hardware and software. Hordware refers to
the parts of a computer that you can see and touch, including the case and
everything inside it. The most important piece of hardware is a tiny rectangular chip
inside your computer called the central processing unit (CPU), or microprocessor, It's
the "brain" of your computer—the part that translates instructions and performs
calculations. Hardware items such as your monitor, keyboard, mouse, printer, and
other components are often called hardware devices, or devices.
Software refers to the instructions, or programs, that tell the hardware what to do. A
word processing program that you can use to write letters on your computer is a type
| of software, The operating systemn (Q5) is software that manages your computer and
the devices connected to it. Two well-known cperating systems are Windows and
Mac 05, Your computer uses the Windows operating systemn,
Types of computers
|| EMIAC
Computers range in size and capability. At one end
of the scale are supercomputers, very large Introduced in 1946,
computers with thousands of linked EMIAC (Electronic
| microprocessors that perform extremely complex Numerical Integrator and
calculations. At the other end are tiny computers Computer) was the first
embedded in cars, TVs, stereo systems, calculators, general-purpose
and appliances. These computers are built to electronic computer. It
perform a limited number of tasks. was built for the United
| The nercanal ramniter ar OF e Aecinned ta he States military to Sz
™ Ask someone or expand your search
i Offline Help ~

The Help ‘Back’ and ‘Forward’ buttons

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

@ Windows H

("‘_\&
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e You can click on the Forward icon to move forward within the pages you
visited.

@ Windows He

1€ 2]

Printing a Help topic
e You canclick on the Print icon to print out the Help displayed on screen.

Browsing for Help
e Click on the Browse icon

]

e The dialog box will display the following.
@ Windows Help and Support @ﬂlﬂ

€ ® &, -2 T 2 Ak Options ~

| Search Help pe

Contents

All Help
= Getting started

> = [f you are new to Windows - the basics

If you are new to Windows - the basics

2| Windows Basics: all topics
Learn about your computer
Desktop fundamentals
Programs, files, and folders
Internet and e-mail

Pictures and games

HEEEEE R

Help and support

1 Ask someone or expand your search

i Offline Help
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e 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.

@ Windows Help and Support @ﬂu

Y s 2 2% Ask 0
.S'Earrh Help P
Contents

All Help

=etting started
==If you are new to Windows - the basics
»» > Desklop fundamentals

Desktop fundamentals

7| The desktop [overview)

7| The Start menu [overview)

7| The taskbar [overview)

7| Windows Sidebar and gadgets [overview]
7| Working with windows

7| Using menus, buttons, bars, and boxes

‘*.
-

Ask somecne or expand your search

i Offline Help ~

e Clicking on one of these options, for instance The Start menu (overview)’,
will display the following.
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@ Windows Help and Support @&u

The Start menu (overview) H
The Start menu is the main gateway to your In this article
computer's programs, folders, and settings, It's & Getting started with the
called a menu because it provides a list of Start menu
choices, just as a restaurant menu does, And as = Opening pregrams from
| "Start” implies, it's often the place that you'll go the Start menu
II to start or open things, e The Search box |
Il Use the Start menu to do these common & What's in the right pane?
activities: * Customize the Start menu

& Start programs

& Open commonly used folders
& Search for files, folders, and programs
& Adjust computer settings
Ml = Get help with the Windows operating system
& Turn off the computer

& Log off from Windows or switch to a different user account

Getting started with the Start menu

- G [ R P T - [ -

Ask someone or expand your search

iJ Offline Help ~

Re-displaying the opening help screen
e Click on the Help and Support Home icon.

This will once again display the opening Help screen, as illustrated.
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@ Windows Help and Support @Eu

Dell Help Documentation
= Dell EDocs

m

Find an answer

=] > 4

Windows Basics Security and Maintenance  Windows Online Help ]

la ? 3

|| Table of Contents Troubleshooting What's new?

Ask someone

o Use=» Windows Remote Assistance to get help from a friend or offer help,

Ask someone or expand your search

i Offline Help ~

e e ———

e Take some time to explore some of the other options available within the
Help window.

Demos

o 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.
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@ Windows Help and Support

15 results for demos

1. Windows Vista demos

2. Demo: Understanding the parts of your computer
3. Demao: Learning to use the mouse

4, Demo: Working with files and folders

5. Demo: Working with programs

6. Demao: Printing

m

7. Demao: Desktop basics

5. Demo: Using the web

9. Demo: Security basics

10, Demao: Understanding user accounts

11. Demo: Diagnosing problems and getting help
12, Demo: Using Windows Mail

13, What's new in Windows Vista Ultimate

14, What is Windows Online Help and Support?

15. Downloading from the Internet: frequently asked
questions

¥ Ask someone or expand your search

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 Vista. Close any open
windows before continuing.
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Files, Folders and Disks

What are files?

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.

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
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Drive E and so on.

e 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).

Running the Windows Explorer program
o Right click on the Start icon. From the popup menu select Explore.

Open
Browse with Paint Shop Pro
Explore

Search...

Scan

Properties

Open All Users
Explore All Users

e This will display the Windows Explorer window.

= B | B
L = Roaming » Microsoft » Windows » Start Menu » - |y | Search o
By Orgenize = (18 Vieas = W curn
Mame ) Date modified Type Size
v Programs 12032007 303 PM File Folder
Doguments
E Pictuees
EJ" Musi
More =
Frdders w
. Templabes
UPrrnf
. Windews
Metwark Shareuts
Fonler Sharlouls
2. Recent hemns
Seml o
Stast Menu
. Programs
Arcessneies

Adrrustrative Tock
KMaintenance
Famt shop Pro 3
Startup

Templales

1 tem

TI1P: Do not confuse the Windows Explorer (which is generally used for
exploring your computer, disks, folders and files) with the Internet Explorer
(which is used for exploring the Internet and surfing the Web). They are two
entirely separate programs with very different functions.
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Views within the Windows Explorer

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

‘ Organize «

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

| Extra Largelcons

Lil

Large Icons

= Medium Icons

Ll

©:t SmallIcons
@'\:j' L+ Comput] 3 List
‘ Organize v [522 Vicwejm] 5 Details
Favorite Links o Tiles
- TAT1

e 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.

(/"\J [ « Roaming » Microsoft » Windows » StartMenu » <[ 43 ||| Search 2|

W Organiize ~  [EE Views > \@ Burn

Name 5 Date modified Type Size
E‘ 1 D——— Programs 12/03/2007 3:03 PM  File Folder
E Pictures
B Music
More »

Folders v

i\ Templates -

UProof
. Windows

L. Network Shortcuts
Printer Shortcuts
= Recent ftems
SendTo
L. Start Menu
Ju Programs
. Accessories

M

L Administrative Tools
Maintenance
Paint Shop Pro 5
. Startup
Templates

l 1 item
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e 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.

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

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

Extra Large Icons

\L;)--\;'}- J <« Roaming =

| Large Icons

&l Medium Icons

‘ Organize ~ TEws
N

it
Favorite Links F
E- Documents -t Small Icons
B Pictures £ st
4 Music - 9
Er‘_ == Details

More

Folders u- Tiles

e Your display will now change as illustrated.

‘;_/'\_) |« Roaming » Microsoft » Windows » StartMenu » | %2 || Search P

§ Organize » 05 Views » § Bum

i te Links Name T Date modified Type Saze

H_ Documents ‘

E Pictures '!

EJ‘ Music Programs
Maore »

Folders et

»

. Templates
UProof
Windows
Network Shortcuts
Printer Shortcuts
&, Recent tems
SendTo
Start Menu
Programs =
. Accessories
Administrative Tools
Maintenance
Paint Shop Pro 5
Startup
Templates X
1 item

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

TIP: If you have difficulty seeing the icons you can use the Large or Extra
large icon views.
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o Before continuing set the View type to Details.

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.

=l 5)

) I« Roaming » Microsoft » Windows » Start Menu » - | +y | | Search R

Name G Date modified Type Se
. Programs 12/03/2007 303 PM  File Folder

l-' Documents
Pictures
p Music

More »

Folders b
| Templates
L UProof
L Windows
I Network Shortcuts
i Printer Shortcuts
. Recent lterns
L SendTo
. Start Menu
4. Programs

m

L Accessories
4. Administrative Tools
L. Maintenance
L. Paint Shop Pro 5
L Startup
L. Templates
1 item

e 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.

P~
b)) | . <« Roaming » Microsoft » Windows » Start Menu » - |‘f||:—:::r;" P

Favorite Links Name - Date medified Type Size
. Programs 12/03/2007 303 PM  File Folder

IE| Documents
IE Pictures
B Music
Mare »
Folders w

Bl Desktop -
E Drave
I Public
8 Computer
& os(c)
I\ 97chellb495879bdfel cBabd4834cf
i DELL
. doctemp

I Drivers
\. Program Files
I Users
. Dave
. AppData
v Local
. Locallow
1 itern
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Expanding and contracting drives and folders
e Double click on the Drive C icon.

4 £, 05(C)

The screen will change as illustrated.

@(J-v|£ » Computer » OS(C) » - |*"1 | | Search 2|

By Organize ~ Views = [Bl Explore ~ & Share (@ Bumn

=

Eantel ks MName Date modified Type Size
. 97cbcd1b495879bd0fe..  8/03/2007 8:58 PM File Folder
EE. Documents X
) . DELL 14/03/200711:28 ... File Folder
B pictures | doctemp 28/02/2007 2:58 PM  File Folder
B Music | Drivers 28/02/2007 2:58 PM  File Folder
Mare » ) Program Files 12/03/2007 3:03 PM  File Folder
Folders v . Users /03,2007 8:06 PM File Folder
4 B Desktop i \.rlsta courseware 14/03/2007 11:27 ... F!Ie Folder
i ﬁ: Dave . Windows 12/03/2007 3:03 PM  File Folder
) Public | |BOOTSECT.BAK 10/11/2006 3:57 AM  BAK File & KB
2l Computer | network-pw 7/03/2007 9:11 PM Text Document 1KE
&, 05 (C)

> = RECOVERY (D:)

> =i DVD RW Drive (E:)
- K Metwork
> Control Panel

£ Recycle Bin

Users
1 File Folder
E‘ Date modified: 7/03/2007 8:06 PM

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.

e Double click on the drive C: icon again and the folder structure on your hard
disk will expand again, as illustrated.
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4 o5 -
97cbcllb495879bd0fel cBabddB34 cof
DELL
doctemp

m

Drivers
Program Files
4 Users
F] Dave
4 AppData
Local
Locallow
4 Reaming
ATI
Google
GTek a

You will notice the folders displayed in the left side of the window are
prefixed with one of the following shapes.

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.

i

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.
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Types of Windows Explorer icons

Your screen should look like this:

T aeg— o — (o | E ]

@U | \i # Roaming » Microsoft » Windows » Start Menu » v]_‘y l. Search R

‘ Organize v

Ezvonte Links Name Date modified Type Size
i Documents 1. Programs 12/03/2007 303 PM  File Folder
: Pactures
g‘ Music
Mare » h
Folders v
L. Templates -
Js UProof
J Windows

10 Network Shortcuts
. Printer Shortcuts
2l Recent lems
J SendTo
|, Start Menu
J. Programs
o Accessories
. Administrative Tools
Maintenance
. Paint Shop Pro 5
4. Startup
A Templates

' 1 item

Scroll up the screen and select the Users folder icon.

m

[ e

(= | E jomm
@-@4 |. » Computer » OS(C) b Users » ~ | 4 | search — L
‘ Organize ~ 5 Views = [N Bxplore rr Share gy Burn
Favorite Links Narne Date modified Type Size
[E) Documents | Dave 8/03/2007 2:15PM  File Folder
E Pictures (@ Public 2/11/2006 8:49 PM File Folder
B Music
More »
Folders v
2 & os(C) -
1. 97cbe01b495879bd0fel cBabdd834c0f
> 8 DELL =
I Ju doctemp
). Drivers
Ju Program Files
4 |, Users
4 . Dave
# |, AppData
b Local
¢ Locallow
4 |, Roaming
I i ATI
) Google
> GTek o

Dave
File Folder
Date modified: 8/03/2007 215 PM
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e 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.

S ——— o

@Qv| |. » Computer » OS(C) » Users » v‘|"f||5rar:r‘ . R
T

f ‘ Organze ~

Favonte Links MName ’ Date modified Type Size
| Dave 8/03/2007 215PM  File Folder

i Documents 7 ]
[@h Public 2/11/2006 8:49 PM  File Folder

: Pictures
‘f' Music

Mare »

Folders w
a8, 05(C) -
I 97cbc0lb495879bd0fel cBabd4834 coF
4 DELL
| doctemp
J. Drivers
\. Program Files
L Users
. wvista courseware
L Windows
I» c_u RECOVERY (D:)
|» ki DVD RW Drive (E2)
o W Network
B E Control Panel .
& Recycle Bin L4

Dave
| File Folder
[ Date modified: 8/03/2007 215 PM

1

o 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.

e B (1= [ B [l
@uvl W » Computef_» OE ) » ‘Mndcw.s_b i > |“'7 |! Search 3 el
Erecitnlins | Name . Date modified Type Size =
_ )\ addins 2/11/20068:35PM  File Folder ‘
E Documents :
: e . AppPatch 8/03/2007 2:00 PM File Folder E|
L assembly 12/03/2007 3:15PM  File |
p Music J Boot 211/2006 718 PM  File Folder |3
More » | Branding 2/11/20068:35PM  File Folder
AT v | i CSC 28/02/2007 7:04 AM  File Folder
4 05y o | & Cursors 2/11/2006 8:35PM  File Folder
1 97chel1b495879bd0f el cBabd4834 cOf 1 Debug 8/03/2007 8:57 PM  File Folder
| DELL )i DigitzlLocker 2/11/2006 8:41 PM  File Folder
B doctemp (&1 Downloaded Program ... 28/02/2007 7:17 AM  File
N Drivers .. ehome 28/02/2007 3:00 PM  File Folder
Ji Program Files | en-US 2/11/2006 8:41 PM  File Folder
N Vs s Fonts 28/02/2007 7:21 AM  File
b Bl vists courseware J. Globalization 2/11/2006 6:22 PM  File Folder
5/ Windows | A Help 2/11/2006 8:41 PM  File Folder
s RECOVERY (D}) o 8 IME 2/11/20068:41 PM  File Folder
L3 DVD RW Drive () L inf 13/03/2007 12:00 ...  File Folder
b8 Network L java 28/02/2007 7:10 AM  File Folder
. é Sy |\ L2Schemas 2/11/2006 TABPM  File Folder
] RecycleBin ) LiveKernelReports 2/11/20066:23PM  File Folder Al
- |a] ] ] »
i , 93 items
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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.

[ (= | B b |
@u"' v Computer » O5(C:) » Windows » - | 4y | | Search P
" MName Date modified Type Size

B Documents ir defaut 19/09/2006 5:44 AM  Shortcut to MS-D... 1K
el & | bfsve 2/11/2006 5:44 PM  Application 8K
&? RIS | bootstat.dat 13/03/200711:55 ...  DAT File 86 KI
B Music csup 28/02/2007 301 PM  Text Document 1K
Mare » = {DLA 18/08/2006 1:17 PM  Application 91 KI
Folders .| Dtclnstall 28/02/2007 7:33 AM  Text Document 4Kl
> r_' 05 (C) [!ap!urer 2/11/2006 5:45 PM  Application 2855 Kl
97cbcl1b495879bd0fel cBabdda3a * |freupdate 2/11/2006 5:45 PM  Application 13K
BELL @ Helppane 2/11/2006 545 PM  Application 486 KI
doctami B hh 2/11/2006 5:45 PM  Application 15K
Drivers L mib.bin 2/11/2006 3:46 PM BIN File 43Kl
Program Files g | msdfmap 19/09/2006 5:30 AM  Configuration Sett... 2Kl
Uhae | notepad 2/11/2006 8:32 PM  Application 148 KI

victa courseware || ocsetup_cbs_install_OE.., 28/02/2007 710 AM  DPX File 64 KIl
Windows ocsetup_cbs_install_OE... 28/02/20077:10 AM  PERF File 182 KI

—a RECOVERY (D) __ ocsetup_install OEMH... 28/02/2007 710 AM  ETL File 7168 KI :
) DVD RW Drive (E) L_|PFRO 8/03/2007 9:00 PM  Text Document 9Kl
5-.1:; - ﬁ regedit 2/11/2006 5:45 PM  Application 132Kl
@ Controf Pandl .| setupact 7/03/2007 9:05 PM Text Document 26Kl
"I'_.' Recycle Bin | SETUPAPI 2/11/2006 8:46 PM Text Document 1K

- |[=2 m B
93 items

You should be able to see the following icon displayed.

(M explorer 2/11/2006 5:45 PM Application
This is a program icon. Double click on this and you will run the Windows

Explorer program.

Drives, Folders and Files

When accessing a hard disk, whether it is local to your machine or perhaps
located on a network, Windows uses a system of drive letters to serve as
logical pointers to the different physical drives you have access to. From each
drive letter it is possible to access all of your files stored on that particular
physical drive.

If all of the files were held together in one place on each drive, the system
would be very difficult to use because of the sheer number of files involved.
To help organise your files it is possible to create folders (also referred to as
directories) to help divide and even sub-divide the files stored within the
various logical drives available. A system of hierarchical folders within folders
which represent your hard disk are often referred to as the folder (directory)
tree, in the same way the very top of the file system is known as the root
folder (directory).

Finally, at the very end of this structure are the various files which we use.
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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.

' s imation ==

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.

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
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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.

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.

4 Cheltenham Courseware

4 Vista Level1
Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files
File extensions
File status
File types
Find me
Hiding
Maving files - one
Maving files - two
Renaming
Selecting files

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
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Explore command, which will display the Windows Explorer window.

(J\.J [« Roaming » Microsoft » Windows » Start Menu » - |¢7||5€or:" P

Faveite Links Name Date modified  Type Size
[I Documents
B Pictures .a
B Music Programs
More »

Folders ¥,

L Templates -

J UProof

L. Windows

4. Network Shortcuts

\. Printer Shortcuts

| Recent ftems

L SendTo

1. Start Menu
4. Programs

, Accessories
Administrative Tools

. Maintenance

. Paint Shop Pro 5

. Startup

. Templates i

l 1 item

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.

m

Q\;J | . « Roaming » Microsoft » Windows » Start Menu » - | &f'| Search e

Favorite Links Name Date modified Type Size

i"| Documents ‘
B Pictures .'
ﬂ Music Programs

Mare »

<

Folders
4 Ml Deskiop
[ w Dave
I 4 Public
« M Computer
48 0s(C)
. 97cbe01b495879bdlfel cBabd4B34c9f

»

| m

]
. Cheltenham Courseware
I DELL
b s doctemp
[ J¢ Drivers
\. Program Files
4 | Users
4 |y Dave
4 |, AppData
4 Local -

l 1 item
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e Double click on the Cheltenham Courseware folder and you will see the

following displayed.

‘ Organize ~

IE Documents
IE Pictures
B Music

More »

Folders

a Cheltenham Courseware

4 | VistaLevell
Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files
File extensions
File status
File types
Find me
Hiding
Moving files - one
Moving files - two
Renaming
Selecting files
Comrtime Filor

1 item

@\\J v| » Computer » O3(C) » Cheltenham Courseware » -

97chc0l b495879bd0fel cBabd4834cOf

"9“ Search Fe

Date modified Size

15/03/2007 10:38 ...

MName Type

Vista Level 1 File Folder

»

m

e The samples for this
1.

4 | Vista Level 1
> | )y Compressed files
» 1 Copying files - one
, Copying files - two

4 Cnnntinn filee

course are contained within the folder called Vista level

Creating a folder

e Select the folder called Vista Level 1.

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

command.
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4 . Vista Level1

| Compre: Collapse
/ Copying Search...
| Copying
Expl
; Counting plore
. Deleting Open
. File ester Browse with Paint Shop Pro
J F?Ie staty Share...
, File type . .
Find me Restore previous versions
| Hiding Scan
§ Moving1 Send To »
; Moving |
J Renamir Cut
J Selecting Copy
» W Sorting f Paste
, DELL
| doctemp Delete
. Drivers Rename

J Program File
Mew 3 , Folder |
| Users

e You will see a new folder is created and displayed within the left side of the
Windows Explorer window.

comany

. Maving files - one
, Moving files - two
JjHew Folde

. Renarning

| 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

| Selecting files

Creating a subfolder

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

. My new folder
. My backups
. Renarning
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Good practice when naming files or folders

e 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.

o If a file or folder relates to a particular organisation you could include the
name of the organisation 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
o Select the folder called My backups and you will see the selected folder
displayed like this:
g e e
My new folder
My backups

Renaming

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

B Tt

My new folder

Renaming

NOTE: This is called editing mode. You can edit the file name by typing in a
new name.

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

MOVIng TIES - Two

My new folder
My old backups

Renaming

Selecting files

TIP: You can use the same technigque to rename files.

Deleting a folder

e Select the folder called My old backups.

e Press the Del key. You will see the following dialog box warning you that you
are about to delete the folder.
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Delete Folder &J
1_- Are you sure you want to move this folder to the Recycle Bin?
3
= My old backups

‘ Date created: 15/03,/2007 10:59 AM

| Y¥es | | Mo

e

e 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 you
realise 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.

Displaying folder details

e Click on the folder called Vista Level 1 (displayed within the left side of the
Windows Explorer), as illustrated.
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@\_jjvl ;% 05(C) » Cheltenham Courseware » Vista Levell »

'|‘f||553r\:h

‘ Organize = Views ~ [B Explore ﬂ- Share (& Burn
Errrinlinls Name Date modified Type Size
- . Compressed files 15/03/2007 10:27 ... File Folder
ﬂ: Documents
oi , 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 15/03/2007 11:01 ... File Folder
Folders v | File extensions 15/03/2007 10:20 ... File Folder
9 . File status 15/03/2007 10:27 ... File Folder
> [BF Dave e _ .
Public | | File types 15/03/2007 10:20 ... File Folder
p _ , Find me 15/03/2007 10:37 ... File Folder
4E Compuiter Hidi 15/03/2007 10:39 File Feld
‘ a Ll 2 . MI Ir'-lg fil 15!'03!'200? 1(]'32 F?Ie FDICIEr
| 97chc01b495870bd0fel cBabdd834 cOF - Vioving Ties = one o et i
J Moving files - two 14/03/2007 5:59 PM  File Folder
a4 | Cheltenham Courseware
’ 5 J My new folder 15/03/2007 11:09 ... File Folder
4 | Vista Level1
! . Renaming 15/03/2007 10:26 ... File Folder
. Compressed files o )
L ) Selecting files 15/03/2007 10:34 ... File Folder
+ Copying files - one Sorting fil 15/03/2007 10:34 File Fold
! Copying files - two / Sorting files JEY 54 ile Folder
. Counting files
. Deleting files
. File extensions
. File status
. File types &2
Copying files - one
File Folder
Date modified: 15/03,/2007 10:20 AM

¢ You will see the subfolders contained within the Vista 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.

e 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.

——————————————————————

: Date modified Typ
15/03/2007 10:27 ... File
15/03/2007 10:20 ... File
14,/03/2007 5:59 PM  File
15/03/2007 10:20 ...  File

Mame
, Compressed files
| Copying files - one
J Copying files - two
, Counting files

i DElEtl - £ AL A7 MAninT 440 - FllE
. | Date created: 14/03/2007 7:00 PM )

/ File ed gi7¢:1 65 MB - File

| File stafO® TS/UE37T2007T IO ... File

File tvnes 15032007 10:20 ... File

¢ Right click on the folder called Counting files. From the popup menu
displayed select the Properties command.

FOR USEAT THELICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 83

-

Marme Date modified
| Compressed files 15/03/2007 10:27 ...
| Copying files - one 15/03/2007 10:20 ...
, Copying files - two 14/03/2007 5:59 PM
Explore
Open
Browse with Paint Shop Pro
Search...
Share...

Restore previous versions
Scan
Send To 3

Cut
Copy

Create Shortcut
Delete

Rename

Properties

This will display even more information about the folder, such as the fact that
the folder contains 15 files. Click on the OK button to close the dialog box.

| Counting files Properties ﬁ

General |Sharir|g I Security | Previous Versions Custumizel

l Counting files

Type: File Folder

Location: C'Cheltenham Coursewars®Mista Lewvel 1
Size: 1.65 MB (1,735,076 bytes)

Size on disk:  1.68 ME (1,769,472 bytes)

Contains: 15 Files, 0 Folders
Created: Yesterday, 14 March 2007, 7:00:54 PM
Atributes: Advanced. ..
[] Hidden
| ok || cancel Apply
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Manipulating files

Viewing file details

e 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.

E=2a=

v | 42| Search 2|

@'\_/'

« Cheltenham Courseware » Vistalevell » Counting files »

Copying files - one
Copying files - two
Counting files
Deleting files
File extensions
File status
File types

15 items

‘ Organize ~ (! Views + @ Burn
Favosite Link MName : Date modified Type Size
E Documents &) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
o ) & Charts 15/03/20071:08 AM  Microsoft Office P... 57KB
¥ 'm_”& = computer desk 27/02/20076:52 AM  JPEG Image 36 KB
B Music & Dog 15/03/200710:32 ...  JPEG Image 103 KB
More » = Dolphin 15/03/200710:32 ...  JPEG Image 35 KB
Folders v & Hotel 15/03/2007 10:01 ...  Bitmap Image 577 KB
ﬁ Dave i ) Office Clipboard 28/01/2007 4:16 AM  Microsoft Office ... 97 KB
) Public & Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB
= 55 Raft race 15/03/2007 10:32 ...  GIFImage 147 KB
48 Computer =
& 0s(C) = River 15/03/2007 10:32...  JPEG Image 130 KB
— 5 = & /03/. : i
07 cbc01b495879bc0f el cBabdd834.OF :JSales char‘F 6/03/2007 5:16 AM Mﬁcrosof‘t Ofﬁce E.. 12 KB
5] Sales details 7/03/2007 6:53 AM  Microsoft Office E... 10KB
] Cheltenham Courseware -
] Stock 8/03/2007 2:27 AM  Microsoft Office E... 12 KB
4 Vista Levell
. £ Web page 15/03/2007 10:15..  HTML Document 1KB
Compressed files ) . :
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB

e 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.

-

Mame Date modified

] About computers 5/02/2007 5:29 4
] Charts 15/03/2007 1:08
=] computer desk 27/02/2007 6:52
[=|Dog 15/03/2007 10:3
[=Dolphin 15/03/2007 10:3

I Type: JPEG Image
H)o Rating: Unrated
Dimensions: 512 x 334 £8/02/20071:00

15/03/2007 10:3

|i=| Rivver

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.
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Click on the file called Dog. This is an image file and you will see a preview of

the image in the bottom-left section of the window.

[ESE™=x=)

|| Preview -

Favorite Links
E, Documents

E Pictures
E} Music

More »

Folders
B pave
J Public
1M Computer
& os
) 97cbc01b495879bd0fel cBabddi34 cof
. Cheltenham Courseware
. Vista Level 1
. Compressed files
. Copying files - one
, Copying files - two
. Counting files
J Deleting files
. File extensions
. File status
. File types
Dog
JPEG Image
Rating:

@uv| . <« Cheltenham Courseware » Vista Levell » Counting files »

- |‘f| | Search

Pl

Print” B8 E-mail (@ Bumn
MName = Date modified
B About computers 35/02/2007 5:29 AM
E4] Charts 15/03/2007 1:08 AM
|=| computer desk 27/02/2007 6:52 AM
|=|Dog 15/03/2007 10:32 ...
[=| Dolphin 15/03/2007 10:32 ...
v | & Hotel 15/03/2007 10:01 ...
P 4 Office Clipboard 28/01/2007 4:16 AM
s Ei] Parts of a computer 28/02/2007 1:00 AM
55| Raft race 15/03/2007 10:32 ...
= River 15/03/2007 10:32 ...
=|| Ehsales chart £/03/2007 5:16 AM
£5] Sales details 7/03/2007 6:53 AM
|| & stock 8/03/2007 2:27 AM
& | Web page 15/03/2007 10:15 ...
1) Zipped file 15/03/2007 10:18 ...

Type
Microsoft Office .

Microsoft Office P...

JPEG Image

JPEG Image

JPEG Image
Bitrmap Image
Microsoft Office ...

Microsoft Office P...

GIF Image
JPEG Image

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

HTML Document

Compressed (zipp...

Size

29 KB
57 KB
36 KB
103 KB
35KB
577 KB
97 KB
431 KB
147 KB
130 KB
12 KB
10 KB
12 KB
1KB
25KB

v |4

n

Date taken: Specify date and time t... Dimensions: 864 x 576

Tags: Add atag Size: 102 KB

Right click on the selected file and from the

Properties command.

=

MName Date modified
B About computers 5/02/2007 5:28 AM
E4f] Charts 15/03/2007 1:08 AM
|i= computer desk 27/02/2007 6:52 AM
=/t Preview
=11 .
= Edit
===
@__] Print
Igli] f Rotate Clockwise
(5 § Rotate Counterclockwise
= A
LEE: Set as Desktop Background
s
Scan
s
el Open With »
12 Restore previous versions
Send To 3
Cut
Copy
4 Create Shortcut
te and Delete
Rename
Properties

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

JPEG Image

JPEG Image

Bitrmap Image
Microsoft Office ...
Microsoft Office P...
GIF Image

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

29 KB
57 KB
36 KB
103 KB
35 KB
5TT KB
97 KB
431 KB
147 KB
130 KB
12 KB
10 KB
12 KB
1KB
25 KB

FOR USEAT THELICENCED SITE(S) ONLY

popup menu displayed select the

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 86

o 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.

&= Dog Properties @

General | Security | Details | Previous Versions

Dog

r

Type of fle:  JPEG Image {jpag)
Opens with: |%] Windows Fhoto Gallery

Location: C:\Cheltenham Courseware\Vista Level 1"Counting
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

i Ctosn

Attributes:

OK || Cancel ey

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

S TN NN T Y QT

. Sorting files

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

Marme * Da
£ | Web page 15,
i3] Sales details L
B 5ales chart [

e Click once. Click a few more times. Each time you click the list is ordered A-
Z or Z-A, as illustrated.
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I —— —
Name = | Dater Mame ) Date r
) Abeut computers 5/02/: 1) Zipped file 15/03,
4] Charts 15/03, £ | Web page 15/03,
= | computer desk 21/02, @ Stock 8/03/
=|Dog 15/03, i2]Sales details 7/03/
= | Dolphin 15,03, riﬂ Sales chart 6/03/

N II\Ejﬂlfficva Clipboard 28/01, = | River 15/03,
£ Parts of a computer 28/02, %% Raft race 15/03,
% Raft race 15/03, i Parts of a computer 28/02,
= River 15/03, "\_!ﬂ Office Clipboard 28/01,
i3] 5ales chart 6/03/: | Dolphin 15/03,
i3] 5ales details 7/03/: | Dog 15/03,
5] Stock 8/03/: | computer desk 27/02,
& Web page 15/03, ] Charts 15/03,

1, Zipped file 15/03, 4] About computers 5702/,

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.

e 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.

Mame Date modified Type : Folder

1) Zipped file 15/03/2007 10:18 ...  Compressed (z... Serting files (
57 Raft race 15/03/2007 10:32 ... GIFImage Serting files (
£ | Web page 15/03/2007 10:15 ...  HTML Docum..  Serting files {
| computer desk 27/02/2007 5:52 AM JPEG Image Serting files (
= Dog 15/03/2007 10:32 ...  JPEGImage Sorting files (
= Dolphin 15/03/2007 10:32 ...  JPEGImage Serting files (
| River 15/03/2007 10:32 ...  JPEGImage Serting files (
2] 5ales chart 6/03/2007 5:16 AM Microsoft Offi...  Sorting files (
i%] sales details 7/03/2007 &:53 AM  Microsoft Offi...  Serting files (
IIl_iﬂStoclc 8/03/2007 2:27 AM Microsoft Offi...  Sorting files (
bt Charts 15/03/2007 1:08 AM  Microsoft Offi..  Serting files (
E4H Parts of a computer 28/02/2007 1:00 AM  Microsoft Offi..  Sorting files {
] About computers 5/02/2007 5:29 AM  Microsoft Offi...  Seorting files (
] Office Clipboard 28/01/2007 4:16 AM  Microsoft Offi..  Serting files (

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 small
cross with arrows pointing left and right. Press the mouse button and drag
the column border to the right and when you release the mouse 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!
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You can use the Size column to sort the files according to their file size.

-

MName Date modified Type Fold

1, Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder Sort
57 Raft race 15/03/2007 10:32 ... GIFImage Sort
& | Web page 15/03/2007 10:15...  HTML Document Sort
= computer desk 27/02/2007 6:52 AM  JPEG Image Sort
=|Dog 15/03/2007 10:32 ...  JPEGImage Sort
| Delphin 15/03/2007 10:32 ... JPEGImage Sort
| River 15/03/2007 10:32 ...  JPEGImage Sort
2] Sales chart 6/03/2007 5:16 AM Microsoft Office Excel Worksheet Sort
i3 sales details 7/03/2007 8:53 AM  Microsoft Office Excel Worksheet Sort
2] Stock 8/03/2007 2:27 AM  Microsoft Office Excel Worksheet Sort
] Charts 15/03/2007 1:08 AM  Microsoft Office PowerPoint Presentation Sort
£ 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
] Office Cliphoard 28/01/2007 4:16 AM  Microsoft Office Word Document Sort

Recognising common file types

¢ View the contents of the File types folder.
. File status
. File types
. Find me
e This folder contains a range of different file types.

Name Date modified Type . Size Tags
& Hotel 15/03/200710:01 ...  Bitmap Image 577 KB
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB
% Raft race 15/03/2007 10:32 ...  GIF Image 147 KB
& | Web page 15/03/2007 10:15 ...  HTML Document 1KB
| Art 14/03/2007 5:48 PM JPEG Image KB
w | = computer desk 27/02/2007 8:52 AM  JPEG Image 36 KB
. | l=|Deog 15/03/2007 10:32 ...  JPEGImage 103 KB
=|Dolphin 15/03/200710:32 ...  JPEGImage 35 KB
= River 15/03/2007 10:32 ...  JPEGImage 130 KB
5] Accounts 2003 15/03/2007 3:24 AM  Microsoft Office E... 10 KB
¥ Accounts 2004 15/03/2007 %:28 AM  Microsoft Office E... 13 KB
IIEIJ.ﬂ‘ccounts 2005 15/03/2007 3:27 AM  Microsoft Office E... 2T KB
i) Accounts 2006 15/03/2007 %:26 AM  Microsoft Office E... 10 KB
L IIEIJ.ﬂ‘ccounts 2007 15/03/2007 3:26 AM  Microsoft Office E... 12 KB
i i3] Sales chart 6/03/2007 5:16 AM  Microsoft Office E... 12 KB
2] sales details 7/03/2007 6:53 AM  Microsoft Office E... 10 KB
] Stock 8/03/2007 2227 AM  Microsoft Office E... 12 KB
£ Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
£l] My Presentation 14/03/2007 5:49 PM  Microsoft Office P.. 38 KB
£ Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

e Common file types include.

Application (executable) files:
These are files that contain programs and which you can ‘run’. If you select
an executable file within the Windows Explorer and double click on it, then
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the file will run the program within it. There are many different types of
executable files. Mostly we will be interested in running application program
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.

M explarer 1471172007 1:02 PR Application 2,855 KB
B feeupdate 2f11/2006 6:43 PR Application 13 KB
-Z&Z'Helppane 21172006 6:45 PR Application 436 KB
2 hh 21172006 6:45 PR Application 15 KB
| notepad 21172006 9:32 PR Application 148 KB
ﬁregedit 2F11/2006 6:45 P Spplication 132 KB

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

€ Extra Large Icons
e

File  Edit “iew Tools

= LargelIcons

2 Medium Icons

S 25 Srnall Icons
T Documents
IE Pictures 4 List
B Music = | Details
More »
o Tiles
Falders

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: ==

This is a type of picture format.

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

_—

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

)

FOR USEAT THELICENCED SITE(S) ONLY

Microsoft Office Word Documents:

© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 90

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

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

-
Microsoft Office PowerPoint Presentation: J
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 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)
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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: cheltenhiarm. 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
e Within the left side of the window, click on the folder called Selecting files.

. Renaming
. Selecting files

| Sorting files

e This will display the following files.

Name Date modified Type Size
€ | Web page 15/03/2007 10:15 ...  HTML Document 1KB
5 sales details 7/03,/2007 6:53 AM Microsoft Office E... 10KB

i3] sales chart 6/03/2007 5:16 AM  Microsoft Office E... 12 KB
&) stock 8/03/2007 2:27 AM  Microsoft Office E... 12 KB

1, Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25KB
i8] About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
= Dolphin 15/03/2007 10:32 ...  JPEGImage 35KB
= | computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
£ Charts 15/03/2007 1:08 AM  Microsoft Office P... STKB
i) Office Clipboard 28/01/2007 4:16 AM  Microseft Office ... 97 KB
= Dog 15/03/2007 10:32 ...  JPEGImage 103 KB
= River 15/03/2007 10:32 ...  JPEGImage 130 KB
5% Raft race 15/03/2007 10:32 ... GIFImage 147 KB
£ Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

e Click on the file called Sales details. This will select that file, as illustrated.

Mame Date modified
£ | Web page 15/03/2007 10:15 ...
"\?‘i] Sales details 7/03/2007 6:53 AM

i3 sales chart
2 Stock
1) Zipped file
=R -

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

e Click on another file, such as Charts. The second file will be selected and the
first file de-selected, as illustrated.
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Date modified

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

Name

£ | Web page
@SEES details
2] Sales chart

3] Stock 8/03/2007 2:27 AM

1, Zipped file 15/03/2007 10:18 ...

. IIrﬁjﬂdmut computers 5/02/2007 5:29 AM
= Dolphin 15/03/2007 10:32 ...

27/02/2007 6:52 AM
15/03/2007 1:08 AM
28/01,/2007 4:16 AM

15M2MNT 1M

= | computer desk
k<] Charts
] Office Clipboard

sl p R

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. Finally click on a file called Raft race. Release the
Ctrl key and all three files will remain selected, as illustrated.

. EEEEEE—————
MName Date modified Type Size Tags
£ | Web page 15/03/200710:15..  HTML Document 1KB
"ﬂ Sales details 7/03/2007 &:53 AM Microsoft Office E... 10 KB
i3 Sales chart 6/03/2007 5:16 AM Microsoft Office E... 12 KB
i3] stock 8/03/2007 2:27 AM  Microsoft Office E... 12 KB

1, Zipped file 15/03/200710:18 ... Compressed (zipp... 25 KB
0] About computers 5/02/2007 5:29 AM Microsoft Office ... 29 KB
i=|Dolphin 15/03/200710:32 ...  JPEGImage 35KB
| computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
0] Office Clipboard 28/01/2007 416 AM  Microsoft Office ... 97 KB
=|Dog 15/03/200710:32 ...  JPEGImage 103 KB
| River 15/03/200710:32 ... JPEGImage 130 KB
%= Raft race 15/03,/2007 10:32 ...  GIFImage 147 KB
£ Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

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

Sometimes you may wish to select a block of files that are displayed next to
one another. To do this we use a different trick. First list your files in

alphabetical A-Z order by clicking at the top of the Name column. Your files
are listed as illustrated.
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Name : Date modified T
1] About computers 5/02/2007 5:29 AM %
£ Charts 15/03/2007 1:08 AM N

27/02/2007 6:52 AM )i
15/03,/2007 10:32 ... )i
15/03/200710:32 .. M
28/01,/2007 4:16 AM N
28/02/2007 1:00 AM N

= computer desk
e=|Dog
i Dalphin
» B Office Clipboard
£l Parts of a computer

8| Raft race 15/03/200710:32... G
= | River 15/03/200710:32 .. N
i) Sales chart 6/03/2007 5:16 AM N
F‘i] Sales details 7/03/2007 6:53 AM ]
‘l?‘i] Stock 8/03/2007 2:27 AM Py
& | Web page 15/03/2007 1015 .. F

1) Zipped file 15/03/2007 10:18 ... C

o 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.

e L —
- -

MName Date modified Type Size
&) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
| Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
| computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
| Dog 15/03/2007 10:32 ...  JPEG Image 103 KB
i Dolphin 15/03/2007 10:32 ...  JPEG Image 35KB
, | B4 Office Clipboard 28/01/2007 416 AM  Microsoft Office ... 97 KB
N E<H] Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB
5| Raft race 15/03/2007 10:32 .. GIF Image 147 KB
= River 15/03/2007 10:32 ...  JPEG Image 130 KB
£ Sales chart 6/03/2007 5:16 AM  Microsoft Office E... 12 KB
£2] Sales details 7/03/2007 6:53 AM  Microsoft Office E... 10 KB
] Stock 8/03/2007 2:27 AM  Microsoft Office E... 12 KB
& | Web page 15/03/2007 10:15 ... HTML Document 1KB
1 Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB

o 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

e Display the contents of the folder called Counting files.
e First list your files by type by clicking at the top of the Type column.
o Select all the JPEG image files as illustrated.
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=

Name Date modified Type
&L Hotel 15/03/2007 10:01 ...  Bitmap Image
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder
%7 Raft race 15/03/200710:32 ...  GIF Image
£ | Web page 15/03/200710:15 ...  HTML Decument
= | computer desk 27/02/2007 6:52 AM  JPEG Image
=|Dog 15/03/2007 10:32 ...  JPEGImage
i=|Dolphin 15/03/2007 10:32 ...  JPEGImage
(|| Riwer 15/03/2007 10:32 ...  JPEG Image
) Sales chart 6/03/2007 5:16 AM  Microsoft Office Excel Worksheet
] sales details 7/03/2007 &:53 AM  Microsoft Office Excel Worksheet
) stock 8/03,/2007 2:27 AM Microsoft Office Bxcel Worksheet

T - L —_ = o

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.

General | Details |

4 Files, 0 Folders

i Dalphin, .. Properties ﬁ

Close any open dialog boxes.

Changing file attribute status

Display the contents of the folder called File status.

Folders

. Counting files
| 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.

FOR USEAT THELICENCED SITE(S) ONLY

© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 95

F E
" | Sales chart Properties Iﬁ

General |Secuﬁty | Dietails | Previous Versions

[ Sales chart
i ales cha

Type of file:  Microsoft Office Bucel Wordshest (=)

Opens with: [, Microsoft Office Excel [ Change... ]
Location: C:MChettenham Courseware'Mista Level 14Fle status
Size: 11.2 KB (11,532 bytes)

Size on disk: 120 KB (12 238 bytes)

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

o

Attributes:

In the Attributes section of the dialog box you can click on the Read-only
check box.

Mroes:  [Eeadarty []Hidder ‘

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

NOTE: If you make a file read-only you can still delete the file (by 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.
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Renaming files

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

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.

Delete File |

_‘—' Are you sure you want to move this file to the Recycle Bin?

3

e About computers

Type: Microsoft Office Word Document
Authors: David Murray

- Size: 281 KB

Date modified: 5/02/2007 5:29 AM

| Yes | | Mo

e

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!
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Restoring files and folders from the Recycle Bin

e Click on the Show Desktop icon (displayed at the bottom left of your screen
next to the Start button).

Fage: of oOr 5%

e This will allow you to see the Recycle Bin icon on the Windows Desktop.

—
—_—

e 3

ol

L 4
Recycle Bin

e Double click on the Recycle Bin and you will see the following.

n\:/u\:/n |£ » Recycle Bin - | g | | Search 2|

‘ Organize ¥ g Views = "_l Empty the Recycle Bin~  Restore all items

Faverite Links Name Qriginal Location Date Deleted Size Type »

el About computers
. ws
!E- Decuments L'E_I Microsoft Office Word Decu...
[E Pictures 281 KB

!D Music

More »»

Folders hd
Bl Desktop
B Dave
. Public
1M Computer
¥ Network

Control Panel

£ Recycle Bin

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.

e 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.
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I Restore this item

Namne Original Location Date Deleted Siz

[rT ] About computers
=1 Vicrosoft Office Word Docu

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
e 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.

Copying and moving files

The Windows Clipboard

e 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 memorise.

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

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

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

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

e 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.

FOR USEAT THELICENCED SITE(S) ONLY
© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au




ECDL Module Two - Page 99

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.

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.

In many small businesses or organisations 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 aCD 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: Itis 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.
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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.

Online Backups

Many copies now backup data online. This may be over the private Local
Area Network, to an offsite server that is owned by the company. This has
the advantage that backup data is easily access by everyone that needs
access within the company so that backups can be shared when necessary.
Many companies now have automated backups that back up over the
Internet, on some cases to servers in different countries that are house in
secure bunkers. This makes the backed data almost impossible to lose,
although storing your data in a different country may raise data protection
issues in some countries.

Backing up data to a removable 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.

~» AutoPlay L= =)
Removable Disk (F:)
-
Transfer music -

using Media Import

Impurt |:|||:1J.|res
,lj

Nindows

Nindows

@ View pictures
- using Windows Media Center

4\& Transfer plcb_lres
@ F‘Iay videos
using Windows Media Center

H‘EI 'l.l'IE.n\ |:|||:1J_|res

m

Transfer videos

ST F'.Ef,- mpoart

General options

Open folder to view files

Fl using Windows Explorer i

Set AutoPlay defaults in Control Panel
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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.

4 |8 Computer
& os ()
» =a RECOVERY (Dx)
- & DVD RW Drive (E:)
- e Removable Disk (F:)
- ¥ Network

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.
T —

r

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

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.

- A -

— n e

@-U-v| .« Cheltenham Courseware » Vista Levell » Compressed files » Zipped file

‘ Organize = == Views ~ (g Bum

Name . Date maodifi
.'il na
B Documents ] My Sales chart 6/03/2007 5
" B2 My Sales details 7/03/2007 6
B Pictures 0 My Stock 8/03/2007 2
rfJ‘ Music
More 5
Folders v
Vista Level 1
| Compressed files
Zipped file =l
Conwvinn files - one
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Compressing files

Select all the files within the File Types folder. Right click over the selected
files and from the popup menu displayed select the Send To command.
From the submenu, click on the Compressed (zipped) Folder command.

A KE

ice .. 10 Preview
eslE 38 Print
ice ... a7
ice P... 431 Rotate Clockwise
147 Rotate Counterclockwise

ice E... 12 Set as Desktop Background

ice E... 10 Scan

ice E... 12
= 1 Send To ¥ | 1, Compressed (zipped) Folder

1ent 1 Cut PR Desktop (create shortcut)
zipp... 25 |
Zipp Copy |_|‘ Documents
= Drag-to-Disc Drive (E)
Create Shortcut g3 Fax Recipient
I3k _J Mail Recipient
Rename 2 DVD RW Drive (E)
Properties == Removable Disk (F:)

The selected files will be compressed into a single file. You can type in a new
name for the ZIP file, in this case called i.e. My backups.

Disk formatting

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 you will lose any data contained on
that disk. Formatting wipes a disk clean!

To format a removable disk, first open the Windows Explorer (by right
clicking on the Start button and from the popup menu displayed, selecting
the Explore command).

Select the removable disk you wish to format, as illustrated.
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Folders
4 Ml Desktop
B Dave
Public
oM Computer
B 05(0)
- =a RECOVERY (D:)
- .5 DVD RW Drive (E2)
' e Removable Disk (F:)
- B¥ Network
; Control Panel
£ Recycle Bin

¢ Right click in the disk you want to format and from the popup menu
displayed, select the Format command.

Lhiele [Fa]

Expand

Open AutePlay...

Search...

Explore

Open

Browse with Paint Shop Pro
Share...

Open as Portable Device

Scan
Format...
Eject

Safely Rermowve

¢ You will see the Format Removable Disk dialog box, as illustrated.
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Format Removable Disk (F:) Iﬁ
Capadty:
| 1.95G8 v
File system
| FAT (Default) -

Allocation unit size

[32 kilobytes - ]

[ Restore device defaults

Volume |abel

Format options

[ Quick Format
Create an M5-D0S startup disk

Start ] [ Close

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 Remaovwable Disk (F) @

I_ WARMING: Formatting will erase ALL data on this disk.
£ To format the disk, click OK. To quit, click CANCEL.

[ ok 1 ’ Cancel

TIP: Never use the Quick Format option. While this option is very quick,
the results may be unreliable.
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Searching for data

Viewing recently accessed files

o 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.

-y
MAJ @] Accounts 2003
McAfee
.y s @] Accounts 2004
(2 Internet i @] Accounts 2005
Le Internet Explorer E5l] Accounts 2006
| E-mail Dave £ Accounts 2007
M Microsoft Office Outlook ] Memo
. SEELTELE @] My Accounts
Paint Shop Pro 5
-1.5 Pictures | network-pw
‘[ Welcome Center || passsword
P Music | password
W= Microsoft Office Word 2007 57 Raftrace
|-L" Games -~
o~ [ River
-" Notepad Search E3l] Sales details
I W i
H WordPad ] vista_manual
Recent ltems |1, Zippedfile
’-“ notepad Computer
FEE Microsoft Office Excel 2007 [N —
-_7 Calculator Connect To
Control Panel
Default Programs
Help and Support
op Pro- [Im... 7 Seard|

Searching for files on your hard disk
e Click on the Start button and then click on the Search command.
Search

Recent ltems

-,j notepad

Computer

FE-:- Microsoft Office Excel 2007 Network
-T_-/ Calculator Connect To
Control Panel

Default Programs

Help and Support
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¢ This will display the Search dialog box.

e e
."h-‘. oy )
U ) |,v » Search Results - | 3y | | 2 [
| Show only: E-mail  Document  Picture  Music  Other Advanced Search'ﬁ§2'|

To begin, type in the search box

To search mare of your computer, use Advanced Search.

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.

@u'Lﬂ » Search Results in Find me S| 6,.| | Password| . x |

(= ! Save Search ,® Search Tools *  \g Bum

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

te Links Mame Date mod}lied Type Folder
[_ Do =] password 15/03/200710:37 ...  Text Document Find me (C\CH
E Pictures Did you find what you were searching for?
g. Music [l SearchinFile Contents [ Advanced Search
More »
Folders v
I Saved Games -
E Searches
ﬁ Videos
i)/ Public
J vista courseware
J Windows
000

ca RECOVERY (D:)
o4 DVD RW Drive (E:)
a= Removable Disk (F)
= Network
& Control Panel
£ Recycle Bin

[0

I/‘“- 1 item

5

e Click on the Search in File Contents icon and you will see the following
displayed.
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| Searches might be slow in non-indexed locations: C:\Cheltenham Coursewarei\Vista Level 1\Find me. Click to add to index...

x
ite Links Hame Date mod}fned Type Folder Authors
B Documents | password 15/03/2007 1037 .. Text Document Find me (C\Cheltenham Coursewar.. |
B Pictures Did you find what you were searching for?
B Music [ Advanced Search
Mare »
Folders b
’f Searches *
. Videos
i Public
L. wista coursewsre
4 Windows
b oo
- RECOVERY (D)

o4 DVD RW Drive (E)
am Removable Disk (F:)
f MNetwork:
i Control Panel
& Recycle Bin
4 Search Results in Find me B ml |
I

r"~ 1 item =

4

m

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.

G'- J* | ¢ Sasech Rensky i Find me = [ 47 | [ Passmers

Seaiched rght be ibtw n Aoferdesed locatiord: U Raenhas Courtewine\Vista Lovel I'Fed ma. Chek e add 1o inden

Harrer Duste madidied T Folder

" Authort
I — paivwond 1902007 1037 . Tent Documnt Fanel me {0\ CheRenbam Coursemss
B Patoes D e Forvl vl v mev e iy T T
B i B advanced bemch
Mer r - -

o 1 paspaned - Wobepad B

i | Fle ESt Fommat view elp
E‘"“h"" [rhé Secrét codé patsword nuabér for my oanling banking access 15 k91 aNWA3T .
Widetd
B Public

b vl csurewire

b Wrsdows

b o

s RICOVIEY (Tx)
ol DA P Diever ()
= Rermvple Duk 7

& Hetwerk

18 Contrel Panel

£ Recycle B

A Search Fauts n Fingd

1

password
Tk Do ek

o Close all open windows.
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Advanced searching by file size
e Click on the Start button and then click on the Search command. You will
see the following dialog box displayed.

[EEI=)
W N ¢ - |
k) ) b Search Results 4] L
[ - - - ~1
Shawonly: E-mail Document Picture  Music  Other Advanced Search (v

To begin, type in the search box

To search more of your computer, use Advanced Search.

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

.|

= | (S

'\:/”\_:j' | ;-\' v Search Results - | &, | | Search 2 |
| Show only: E-mail Document  Picture  Music Other Advanced SearchiEJ|

Location |4 Indexed Locations - Name Specify name
’Date v] ’any VI 17/03,/2007 Tags Add atag

Size (KE) Authors  Add an author
[[]Include non-indexed, hidden, and system files (might be slow) Search

To begin, type in the search box
To search more of your computer, use Advanced Search.

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

—_

-indexed, k30Y ]
equals

; is greater than
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Select is less than. In the next box, type in the number 104. This will allow
us to find all files with a file size of less than 104 KB.

Location ’_z,. Indexed Locations V]

Date ~ | [any =] [17/03/2007

Click on the Search button and you will see a list of all files under 104 KB.
Close the search dialog box.

Advanced searching by date

Click on the Start button and then click on the Search command. You will
see the following dialog box displayed.

= | ()
L +' v Search Resulis w |y Searc) D
Show l.?llh'i@ E=rmal  Docurmnenl  Petwe  Mumc  Other Agdvanced Jearchl ¥

Ta begin, type in the search bax

Enter the search word ‘Windows’.
Click on the Advanced Search button.

= [ E] [ |

o

Advanced Search{%}|

This will display the advanced options including the Date searching options.

o
e M ¥ Tearch Repuliz = | #y - B
Show crhe [ll] E-mad  Document  Picture  Music  Other T st Sesrchi®)
lenatsun | 4 Indeved Locsbons - Mame  Specd,
ke = |y - Tegs Addata
Sire (KE} | sy - Siskhar

Inchude nen-indeoed, hidden, snd ystern files [might be slow)

Ta begin, type in the search boo

Click on the down arrow to the right of the date section and you can select
Date Modified or Date Created. In this case select Date Created.

FOR USEAT THELICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



ECDL Module Two - Page 110

[Date modified -
Date

Date modified
Datecrested |}

Click on the down arrow to the right of the Any section. In this case
choose ‘is before’.

Location |4 Indexed Locatior

lDate created v] [an}r V]

Size (KE) ;"5”3"
[]Include nen-indexed, HELEE i
is after

Click on the down arrow to the right of the next box, as illustrated below.
Select a date a few months before today’s date.

Location ’_f,. Indexed Locations ']

lDate created v] [is before VI [1;’05}'200? v]

Size (KB) Y May 2007 >

[]Include nen-indexed, hidden, and system fil Mo Tu We Th Fr Sa Su
2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 1 25 % ¢
28 29 30 31

T e

Click on the Search button. If you look carefully at the search results you
will find that only files with the word ‘Windows’ in the file name and files

that were created before the specified date are listed.
Close the search dialog box.

Advanced searching by file content

You can search for a file if you know the file name. In real life you may
create a document and remember what is in the document, but not
remember where you saved the document, or what the file was. The good
news is that you can search for file content. For instance let's say you
created a document continuing an unusual word or phrase, such as xyzzy,
then this can be used to find the file.

Click on the Start button and then click on the Search command. Type in
the search phrase, in this case, xyzzy, as illustrated.
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(=] O ]

v [ *2 | [ sy x |

Advanced Searchigﬁ'|

—_—

¢ In the left section of the dialog box, click on the Computer icon, as
illustrated.

Folders
4 Bl Desktop
' ﬂ Dave
> g Public
> 1M Computer
> ¥ Network
> Control Panel
2 Recycle Bin
|4 Search Results in Indexed Locations

¢ In the right section of the dialog box, click on the Hard disk icon, as
illustrated. This is telling Vista that the file is somewhere on your hard disk,
but you don’'t know where.

Name Type : Total Size Free Space
Hard Disk Drives (2]
05 (C)

-

172 GB free of 222 GB

¢ You may find that you have to retype your search phrase into the search box,
xyzzy, as illustrated.

ol e

- | 2| oy x |

Advanced Searchij\}i)|

—-

o Vista will start searching for files. After a short delay you will see the
following.
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== g
@n\-_/nv | » Search Results in Computer - | +y | | xyzzZy x|
| Show only: E-mail Document  Picture  Music  Other Advanced Search'f:\:!::'|
‘ Organize ~ Views =~ F! Save Search __.-' Search Tools =
Favorite Links Mame Date modified Type
EE Documents Mo items match your search.
|
EE Pictures Did you find what you were searching for?
!p Music |4 Search in File Contents Advanced Search
More »
Folders v
Bl Desktop
IE¥ nave

Within the right hand section of the dialog box, click on the in the Search in
File Contents icon. Vista will start the search again. This may take longer,
and you will see a search progress bar, displayed across the top of the
window.

ou-

| Show unl)n E-mail  Document  Picture  Music  Other

i » SearchResults in Computer -

Eventually, you should see the file containing the specified contents,
displayed in the right hand section of the window.

< (= [ ]
@n\;/nv |4 v Search Results in Computer - | g | | Xyzzy % |
| Show only: E-mail  Document  Picture  Music  Other Advanced Searchiif:ﬁ'|
‘ Organize v Views = M SaveSearch ,® SearchTools v (g Burn
Favorite Links Name Date modified Type
B4 mine sweeper 1/05/2007 11:45 AM  Microsoft Office .
!E. Documents
!E Pictures Did you find what you were searching for?
EB Music Advanced Search
More » I

As you can see the file is called Mine sweeper. Double click on this file to
open it, and you will see information about a cheat that used to work in the
Windows Mine Sweeper game.

Close the Word document and close the Search dialog box before continuing.

Advanced searching using partial file names and specific locations

Sometimes you may not remember the exact file name. Take an example
were we know the file name starts with the word Swim, but we cannot
remember the rest of the name. Windows will still be able to find the file for
us.

Right click on the Start button and then click on the Explore command to
open Windows Explorer.
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¢ In the left side of the dialog box, click on the word Computer.

g =
@uvLﬁ » Search Results in Index

| Show only: @ E-mail  Document

‘ Organize

Favorite Links

E| Documents

B Pictures

ﬂ Music
Maore »

Folders

4 Bl Desktop

[ H: Dave

I . Public

L Computer

[ @ Netwark

[ @ Control Panel

e The screen will change as illustrated.

(=B ]
@Qv':'—, » Computer » v | 4 || search yel
| Show only: @ E-mail  Document  Picture  Music  Other
anize * o ctem properties gl Uninstall or c
E e MName Type :
F Documents Hard Disk Drives (2) ~
B Pictures ) 0S(C) ) RECOVERY (D:)
B Music 186 GE free of 222 GB " 1389 GB frec0f 999 GB
More » Devices with Removable Storage (2) ~
Folders v & &
+ I Desktop E:,,E DVD RW Drive (E:) - Removable Disk (F:)
L Dave
& s Public
I 1% Computer
& Network
E Control Panel
£ RecycleBin
|4 Search Results in Indexed Locations
| DAVE-PC Workgroup: WORKGROUP
| Processor: Intel(R) Core{(TM)2 CPU 6300 @ 1.86GHz
| Memory: 2.00 GB

o Select the disk you want to search, in this case, the Hard Disk. In the
search box type in the word swim, as illustrated.
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mEg

x |

'|"1||§wim

Advanced Search | :\:f;," |

The search will then find the following file.

o Link
E Documents

w@u -|;- 7 3 .;)-H_l\cll Results in Computer

Mame

= Swimming in the sea

E Fictures
B Music

Mare »
-

Folders
Bl Desktop

B pave

b Public
& Computer
& osic)
s RECOVERY (D)
e DVD RW Drive (E)
£ Metwork
B Control Panel
4 Recycle Bin
|4 Search Results in Computer
5 Search Results in Indexed Locations

(‘- 1 tem

2y

Dhel you find what you were cearching for?
& Search inFile Contents = Advanced Search

Type Folder Authors Tags h
JPEG Image Hiding (C\Cheltenh...

You will see

the following picture.

Double click on the file (actually called Swimming in the sea)

[0 Swimming in the ses - Windows Photo Gallery.

B & m@mac x

Close all open windows.
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Searching for a file using wildcards instead of the full name

e 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

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

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

Computer viruses

e 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.

e 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.

Spyware

e 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

e Cookies are commonly used to allow visitors to a web site to personalise 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 realising it. Most anti-spyware programs will
also detect cookies for you.

Virus checking programs

e 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.

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

e 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
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Virus.

You will save time and money by preventing virus attacks as opposed to
dealing with the effects of an attack.

NOTE: Getall 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.

m
McAfee' SecurityCenter

Qe

Am I Protected? Yes

|. o Scan | Your computer protection services are enabled and up-to-date. No action i reguired.

Commaon Tasks . i ! -
Computer & Files Click any category on the left to view details,
> Home Protected

View Recent Events

Dell

i Internet & Network
Lockdawn Firewall o Sritacked (©)]
Restore Frewall Defaults

= E-mail & IM
@ Protected @

Parental Controls
& Attention @

Components1 ae- SecurityCenter Information
- VirusScan Update Check: 13/03/2007
- Personal Frewal Last Scan: 9/03/2007
More... Subsaription Exprration: 8/06/2008
(3) cConfigure (3) View Details

(3) Advanced Menu |

This particular program will display a dialog box similar to that shown while
the virus scan is running.
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D -
Mchfee’ SecurityCenter
0 Update | I Scan Progress: Manual Scan
———————= Ttems Scanned: 73
o Scan | | Ttems Detected: 0
===+ Ttems Quarantined: o
Commion Tasks Scanning: C:\Program Fles'\Roxio Wi, ., VU AudioVideoMMPlugIn, di
it l TIILLL
View Recent Events —
Ded
Lodedown Firewsall
Restore Firewal Defaults = —
Components Installed
- WirusSean
- Personal Firewal
More...
@ Advanced Menu

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 organisation 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.

L
McAfee" SecurityCenter

Home
Protection Status
Update Items Scanned: 116487
Lockdown Firewsall Items Detected: 2
Restore Firewall Defaults Items Quarantined: 0

» Scan
Scanni Completed
View Recent Events e o

Cell

Click View Results to see the list of detected items. Click Fimish 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:
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Updating anti-virus programs

e As new viruses are constantly emerging, it is vital to update your virus
program on a regular basis. Many programs will do this automatically. You
can also run the update manually to make absolutely sure you have all the
latest updates. In the case of the McAfee example show below, you would
click on the Update button and follow the on-screen instructions.

m

McAfee' SecurityCenter

Am I Protected? Yes
Your computer protection services are enabled and up-to-date. Mo action is required.

Computer & Files Click any category on the left to view details.

> Home Protected
» View Recent Events

Dell
» Lockdown Firewall
Restore Firewall Defaults

Internet & Network
Protected

E-mail & IM
Protected

Parental Controls
Attention

Components Installed . .
SecurityCenter Information

- VirusScan Update Check: 13/03/2007
-Perzonal Firewall Last Scan: 9/03/2007
Mare. .. Subscription Expiration: 8/06/2003

@ Configure @ View Details
@ Advanced Menu
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Printing Issues

Selecting a printer

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

Panel.
Panel.

]
% Disk Defragrmenter

»  All Programs

[start Search

Control Panel

Default Programs

Help and Support

o You will see the Control Panel displayed, as illustrated.

S~
UU |a » Control Panel »

- | 4 | Search L

« Control Panel Home

Classic View

rinter

nge the country or region

nstall a program

System and Maintenance
Get started with Windows

Back up your computer

Security

Check for updates

Check this computer's security status

g Allow a 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,
Ly

A,

User Accounts and Family
Safety

@ Set up parental controls for any user
W 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.

Printer
Mouse

/ Hardware and Sound
Play CDs or other media automatically

e You will see a screen similar to the following.
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UU |..._.!’. » Control Panel » Hardware and Sound » Printers - | s | | Search »|

Ve v i Add = printer

Favorite Eiiks Name Dacuments Status Comments Location »
T Fax  HP Laserlet 4350 PCLS
E Documents Sy 0 . )
B Pictures ""-:d Rendy % Ready
B Music 7+ Lexmark 251 Color Jetprinter 7 Microsoft XP5 Document
L 0 L Writer
Mor
fore » G ... 9
Folders w
B Desktop | =
n Dave
W Public
& Computer
& Network

[# control Panel
[#-] Additional Options
B Appearance and Personalization
& Clock, Language, and Region
-@ Ease of Access
#9 Hardware and Sound
[id AutoPlay
.;' Personalization
% Power Options
L Printers
';' Windows SideShow
? MNetwork and Internst
ﬁ Programs

[ -

T

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

Lexmark Z51 Color Jetprinter

.
% III::‘IJEa dy

NOTE: You will have different printers installed.

Changing the default printer

e To seta 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.

ound » Printers v | +3 | | Search 2|

vee what's printing ‘; Set as default

Name' Documents Status Comments Location »
A«'J Fax 1. HP laserlet 4350 PCL 5
Ready

7 Lexmark Z51 Color Jetprinter ¥  Run as administrator L

s O
% Ready

Set as Default Printer

Printing Preferences...
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In this example we have changed the HP printer to become the default
printer.

¢+ HP Laser)et 4350 PCL 5

{ Bao
%- ?Ea:l_

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.

w1 » Control Panel » Hardware and 50

i L

[——

‘ Organize v &= Views = 1‘&.1 Addaprinter
| A

You will see the following dialog box.

! ] m 1
&, 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.)

2 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.

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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@ o= Add Printer

Choose a printer port

A printer portis a type of connection that allows your computer to exchange information with a
printer,

(@) Use an existing port: [i_PTl: (Printer Port) i

(7) Create a new port:

Local Port

[ Mext ][ Cancel l

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

' S5C8)

@ g Add Printer

Install the printer driver

, 7 Select the manufacturer and model of your printer. if your printer came with an installation
e disk, click Have Disk. i your printer is not listed, consult your printer documentation for
- compatible printer software.

Manufacturer || Prirters a

Apollo 4 EJ' Brother MFC-6800J USE

Brother ¥ Brother MFC-7220 USE a

Canon 33'Brcdher MFC-7225N USB .

Citizen RN | Brother MFC-7420 LUSB -
[5F This driver s digitally signed. [ Windows Update l [ Have Disk... l

Tell me why driver signing is important

[ Mext ][ Cancel ]

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.

e 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

Printer name: Brother MEC-7420 USB

Set as the default printer
This printer will be installed with the Brather MFC-7420 USB driver.
[ Mest ] l Cancel ]
|

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

[S5C)

o) = Add Printer

You've successfully added Brother MFC-7420 USB

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

Print & test page

Finish ][ Cancel

e Click on the Finish button.

Printing from an application

e 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.
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Y- E—

Preview and print the document

= 1
. (-, Print -
~ b=l Select a printer, number of copies, and | *
Open ather printing options before printing. ¥
(@ Quick Print &
I I Save 5end the document directly to the default L
- printer without making changes.
__J 1= Print Preview
: Save As ¥ j Preview and make changes to pages before
printing.
' i
_l| Print L4
T T
:5_5'/ Prepare 3

\ 1
£
LA
m
=
=9
v

Publish k

. 2

O Business Contact Manager #

-

*
_| Close

| 2] Word Options | | X Exit Word |

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

Using the Print Manager

e 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.

<t O 10:03 AM

You will see something like this displayed on your screen.

[ &% Brother MFC-7420 USB ] 5 ] |
Printer Document View
Document Mame Status Owner Pages Size Submitted Port
Microsoft Word - vista_manual  Printing Dave 113 68.1 MB 10:00:22 AM 17/03/2007 LPTL:

1 document(s) in queue

e As printing is a slow process, if you try and print a lot of documents at the
same 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
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the printing select the Restart command.

=5 Brother MFC-7420 USB (=]
Printer Document View
Document MName Status Owner Pages Size Submitted Port
Microsoft Word - vista) L = Dave 113 681 MEB 10:00:22 AM 17/03/2007 LPTL:
Pause
Restart
Cancel
Pauses the selected docum Properties

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

[ %) Brother MFC-7420 USB B
Printer Document View
Document Name Status Cwner Pages Size Submitted Port
Microsoft Word - g n.. Dave 113 68.1 MB 10:00:22 AM 17/03/2007 LPT1:

Cancel

Cancels the selected Properties

e You will see a warning screen. Click on the Yes button to confirm that you
wish to cancel.

[ Printers ﬁ

Are you sure you want to cancel the
— document?
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