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A little knowledge goes a long way ... Read this section first!

e Most operations within Windows can be achieved in two ways: The hard way and the
easy way. Which would you choose? Read the basic techniques in this section and
remember them! They are tricks which you will be able to apply repeatedly in a wide
variety of different situations when using not just Windows itself but also many Windows
applications!

Which mouse button?

¢ Normally you use the left mouse button. Thus to select something, click on it with the left
mouse button. In this training manual when an instruction says use the mouse button,
unless otherwise specified, it is always the left mouse button.

"Select then manipulate”

¢ While using Windows or a Windows based application, when you want to do something
you have to tell Windows what you are intending to edit or manipulate. You need to
select something first before you can manipulate it. Thus if you wish to move an icon on
your Windows screen (the Desktop) you will first click on it once to select it and then use
drag and drop technigues to move the icon.

Double clicking

¢ Double clicking means that you click once and then (as fast as you can) click a second
time. Double clicking is an acquired art and often the reason why it does not appear to
work, is because you may move the mouse slightly between the first click and the
second click. Windows interprets this as something else! If you are sure that you are
clicking fast enough, but nothing happens, then pay attention to keeping the mouse still
between your clicks! As an example of double clicking, double click on the Recycle Bin
icon located on your Windows screen (Desktop).

'jﬂ

Recycle Bin

¢ You should see something similar to the following displayed when successful.

Be [0 vew Fyodes ok e L

S sewn [ pksens R

" :Ejzg;::lmo:mw P s
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NOTE: To close this window, click on the Close icon (the red cross at the top-right
corner).

"Drag and drop" moving

The term "drag and drop" basically means "picking" up an item with the mouse and
dragging it to a new location. This could apply to moving an icon from one location on the
screen to another position, or to physical files on your hard disk being dragged from one
folder to another.

To drag and drop an item you first have to click on it (with the normal, left hand mouse
button). This selects the item. You then depress the left hand mouse button and while
keeping the button depressed move the mouse pointer on the screen to a new location.
When you let go of the mouse button, whatever you are dragging will be moved to the
new location.

In short, drag and drop is an easy way of moving selected items.

"Drag and drop" copying

This is basically the same as drag and drop moving, except that you end up with a copy
of the item you are dragging, at the new location. To copy rather than move, depress the
Control (Ctrl) key as you are dragging with the mouse.

Multiple selection techniques

You click on something to select it. However, once something is selected and you then
click on something else, the second item becomes selected, while the first item is de-
selected. This would be true of say selecting an icon on your Windows screen. To select
multiple items, keep the Control (Ctrl) depressed while you are selecting items and they
will all remain selected when you release the Control key after selecting all the required
items.

The other (right) mouse button

Once you have selected something, you often find that right clicking on the selected item
displays a popup menu which relates directly to the selected item.

Thus if you right click on an empty part of your Window screen, you will see a popup
menu which will allow you to customise your Windows Desktop.

In other situations, a different popup menu would be displayed.

Arrange Icons By 4
Refresh

Undo Rename Chrl+2
Mew 3

Properties

This also works within applications. In Microsoft Word for instance, an incorrectly spelt
word is indicated by wavy red underlining, as illustrated. If you were to right click on this
word, a popup menu would be displayed offering suggestions for the correctly spelt
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word.

e within Microsoft Woord ,
isplay a popup menu that re

Word

Wood

Wooed

Ignare All

Add ta Dictionary
AutoCorrect »
Language »

¥ speling...

tWookd @ esse kin
enu that related to tables,

Let's say that you had created a table within Microsoft Word, then right clicking within
one of the cells which make up the table would display a popup menu which related to
tables. As you can see the idea of these popup menus is that they provide shortcuts to
manipulating the object which you have either selected or are within at the time!

Learn to use this right-click technique! It can save you a lots of time compared to
messing around with finding the right command under the drop down menus within

applications!
I L
B Ppaste
[ insett Table. ..
Delete Cells...
EE  Spit Cells...
Borders and Shading. ..
Mﬁ Text Direction,..
El el Alignment 3
AutoFit 3
Table Properties...
:= Bullets and Mumbering. ..
% Hyperink, ..
Translate
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What is the "Desktop"?
e The Windows Desktop will look something like this ...

Interniet
Explorer

aint Shop Pra
3

%4 start 0% mod 2 |3l EcoL v MOD 2 wind... | G Document1 - Microsck... | [8) Microsoft PawerPoink ... | S Jasc Paink Shop Pra- ...

What is the Start Button?
o A single click of the left-hand mouse button on the Start button will display the Start
menu.

._ ,_J David Murray

é intemet ) My Documents

G et ) My Biecent Documents +
_:’;) My Piclures.

Mcrosolt Ward J My Music

Microsolt PavesPont &"""'c"“”"“"
Mc'osof:l:-:e- o T
&Jm SopProd Gﬂwwﬁ

QR comnect o
sl hecess i ;;mdm a0 Faxes
“-; e €)) ro wrd suppant
o s
Al Programs D e
[B) oot [@]rumor :
med 2 e

¢ As mentioned previously, the idea behind the Start button is to allow the user to access
their work or application with the least amount of fuss in a way which is ‘discoverable’ to
the first time user (actions such as double clicking are not discoverable).

e A single click of the right-hand mouse button will display a popup menu containing
options such as Open, Explore and Search.
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Open

Browse with Paint Shop Pro
Browse With Paint Shop Pro 7
Explore

Search...

Properties

Open Al Users
Explore All Users

Open: The contents of the Start menu can be viewed. Folders and icons can be deleted,
copied, and moved using drag and drop techniques.

Explore: Will invoke the powerful Windows Explorer. The Windows Explorer can display
a hierarchical representation of the entire system and permit further Desktop
manipulation and configuration.

Search: Will invoke the Windows file searching utility from which you may search for any
file either by its name or by its actual content.

The Start Menu

The Start menu contains the various categories where your applications and work are
stored. You can move further into the various sub-categories by positioning the mouse
over the category you are interested in to automatically open the next sub-category (you
do not even have to click the mouse!).

TIP: If you drag an object either from the Desktop or from the Windows Explorer and
drop it directly onto the Start button a link to that object will automatically appear in the
Start menu.

To display the Start menu using a mouse

Click on the Start Button located at the bottom left of your screen.

e

To display the Start menu using a keyboard shortcut

Press Ctrl+Esc.

To display the Start menu using a Windows keyboard

Windows aware keyboards have two extra keys.
Pressing the key with the Windows symbol on it will open the Start menu.

#H

To close the Start menu

Press the Esc key.
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Drag and Drop techniques

Windows fully supports the ability to drag and drop objects. Using the drag and drop
feature makes many system operations much more logical. For example, you can copy
files from one folder to another in Windows Explorer simply by picking up the object you
want to copy, dragging it with the mouse button, and releasing the mouse button to drop
it into the new folder.

2.1.1 First Steps with the Computer

2.1.1.1 Start the computer.

To turn the computer on

Ensure that all cables are plugged securely into the rear of the machine.

Make sure that there is no floppy disk inserted in the floppy drive.

Locate the power switch and turn the computer on.

After a few seconds, you should see something on the screen. If not, ensure that the
monitor is switched on.

You may be asked to supply a logon ID and a password (your tutor should be able to
give you details about these).

2.1.1.2 Shut down the computer using an appropriate routine.

To properly shutdown the computer

Save any files you may have been working on.

Close any open applications.

Use the Turn Off Computer (accessed via the Start button) command to close down the
system.

Wait for the computer to completely shutdown before switching off the computer. Many
computers will automatically turn themselves off once the shutdown sequence is
complete.
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‘Turn Off Computer’ Options

o The 'Turn Computer Off' option allows the user to close down the Windows operating
system cleanly so that any unsaved data may be saved to your hard disk. Several
options are available when shutting down the computer:

Cancel

Turn Off: Allows you to save any unsaved data to disk and closes the computer down.

Restart: Allows you to save any unsaved data to disk and then restarts the computer
down.

Stand By: Places your computer in 'power saving, standby' mode. To re-awaken your
computer simply press a key or move the mouse. NOTE: Not all PCs support this
feature.

2.1.1.3 Restart the computer using an appropriate routine.

To restart your computer

e Never just switch off your Windows based computer.
e Click on the Start icon.

e Click on the Turn Off Computer button.

o Click on the Restart button.

2

NOTE: Sometimes your computer will crash due to 'bugs' in the software. This crash may
freeze the computer and not allow you to use the computer or mouse. If your computer
appears frozen, leave it for a few minutes and see if it un-freezes itself. If the computer
remains frozen, then you may have no option but to switch off and restart your computer.
If you work within a large organisation, check with your technical support department
before restarting a frozen computer, as switching off a computer without properly closing
it down could result in the loss of data!

2.1.1.4 Shut down a non-responding application.
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To close down an application which is not responding

¢ If you have an application which is not responding to the keyboard or mouse, then the
program cannot be closed down in the normal way. Sometimes the program will display
a message such as the following.

Paint Shop Pro 6

Paint Shop Pro 6 has encountered a problem and needs )&
to cloze. We are somy for the inconvenience. 3

If you wese in the midde of something, the information you were warking on
might be lost.

Please tell Microsoft about this problem.

‘wie have created an emror rieport thak you can send to us. We will treat
thiz report 8z confidential and anorymous.

To see what data this eror report containg, chck here

Send Emar Report | Don't Send l

You should ask your IT support staff whether they wish you to send this information to
Microsoft. If in doubt, select Don’t Send. The program should then close down.

e Sometimes the program which has frozen cannot be automatically closed down. In this
case try the following. Press the Ctrl+Alt+Del keys simultaneously which will display the
Task Manager. Select the Applications tab. Select the ‘Not Responding’ program
(from a list within the dialog box).

£l Windows Task Manager

File Options Yiew ‘Windows Shut Down  Help
Applications | processes | Performance | Networking | Users
Status
| z2 rsion - Microso. .. Eallyyly]
2“iJasc Paint Shop Pro - [Image47* [1:1] (Backg... Mot Responding
EPreview Mot Responding
EPreview Mot Responding
EPreview Mot Responding
|53 Floppy (82 Running
_{r Document - WordPad Running
£ >
End Task ] [ Switch To ] [ Mew Task, .. ]
Processes: 24 CPU Usage: 0% Commit Charge: 234M [ 1250M

e Click on the End Task button.

NOTE: Closing a program in this way may result in the loss of data!

2.1.2 Basic Information and Operations
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2.1.2.1 View the computer's basic system information: operating system
and version number, installed RAM (random-access memory).

The Power On System Test (POST)

When you first switch on your PC, you will notice that information is displayed on your
screen. Look carefully and you will see information displayed, briefly, on the screen
relating to the amount of video (graphics) memory installed, the total amount of main
memory (RAM, Random Access Memory), as well as information about the CPU (Central
Processing Unit).

This information is displayed before your Windows operating system loads and forms
part of a simple check that the PC is in working order, before loading the operating
system (i.e. Windows).

This information is displayed using a special computer chip within your computer called
the ROM-BIOS (Read Only Memory, Basic Input Output System). The test which the
ROM-BIOS performs is often called the POST (Power On System Test or Power On Self
Test).

What is an operating system?

An operating system (such as Microsoft Windows) acts as a link between you and your
computer hardware. Ultimately your computer works using binary signals (i.e. 1s and 0s).
The operating system means that you do not have to work directly with binary arithmetic.
Using Windows means that you do not have to worry how the computer works, you do
not need to be a computer expert. You can concentrate on using your computer simply
as a tool to help get your tasks done quicker and with less effort.

What is RAM?

When you load Windows into memory, it is these RAM chips into which you are loading
Windows. When you load an application program, again it is these RAM chips into which
you are loading the programs. To see how much memory you have on your PC, look at
the computer monitor screen when you switch on the PC and you will see numbers
counting up (normally displayed in the top left-hand portion of the screen). These chips
are often physically arranged in rows on a small board, which in turn clips onto the
system board. These boards are often referred to as SIMMSs (Single In-line Memory
Modules).

What is a CPU?

The CPU (Central Processing Unit) is responsible for all calculations performed within
the PC. It determines how fast the PC will run and what systems will run on it.
Additionally, it gets involved in a host of other activities, such as overseeing the transfer
of data from the hard disk into RAM. An example of a CPU is the Intel Pentium CPU.

7357040
4t 2o
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To view your “System Properties” and see the version of Windows you are
using

e Click on the Start button.

¢ Click on the Control Panel button.

fra—
" - Contral Panel
a Paint Shop Pro &
& Q Connzct To L4
=]
Microsoft, Access -
Q Printers and Faxes
27 Disk Cleanup
g @) Help and Support:
p Search
All Programs D i Ran...

(] oact [@)]Turn ot Computer

iy start B mod 2 B Control Panel

e Click on the Performance and Maintenance option.

' Performance and Maintenance

e Click on the See basic information about your computer option.

Pick a task...

[3] See basic information about your computer

This will display information similar to that shown below.

| System Hestore || Automatic Updates || Femote
General

System Properties X
|
|

Computer Marme || Hardware || Advanced

System:
Microsoft Windows 3P
Professional
Version 2002

Registered to:
David Murray

55274-0EM-0011303-00100

M anufactured and supported by evesham.com

Persanal

' IntellF)
Pentiurn(F] 4 CPU 2.00GHz
201 GHz
512 ME of FaM
evesham ’
L Ok, ] [ Cancel ] Apply
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2.1.2.2 Change the computer's Desktop configuration: date & time,
volume settings, Desktop display options (colour settings, screen pixel
resolution, screen saver options).

To change the Date and Time
¢ A small clock is displayed at the bottom-right of your screen.

e Double click on this clock to display the Date and Time Properties dialog box.

Date and Time Properties

Date & Time ‘ Time Zone | Internet Time

Date Tirne:

Ear

z s B s & 7 8 /\
510 11 1z 13 14 15 . .
17 3

16 17 15 19 20 21 22
23 24 25 26 27 23 29

30 10:17:37

Current time zone! GMT Standard Time

¢ Modify the date or time as required. Notice that you can also set the Time Zone.

Date and Time Properties

Date & Time| Time Zone | Internet Time

({GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, London w

{GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, London ~
{GMT+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Yienna I
{GMT+01:00) Belgrade, Bratislava, Budapest, Ljubljana, Prague
{GMT+01:00) Brussels, Copenhagen, Madrid, Paris

(GMT+01:00) Sarajeva, Skopie, Warsaw, Zagreb

(GMT+01:00) West Central Africa

(GMT-+02:00) Athens, Istanbul, Minsk

(GMT+02:00) Bucharest

(GMT-+02:00) Cairo

(GMT+02:00) Harare, Pretoria

(GMT-+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, vilnius

(GMT+02:00) Jerusalem

(EMT-+H03:
L |{GMT+03:30) Tehran ||
(GMT-+04:00) Abu Dhabi, Muscat

(GMT+04:00) Baku, Thilisi, Yerewvan

| |(aMT+04:30) Kabul

{GMT+05:00) Ekaterinburg

(GMT+05:00) Islamabad, Karachi, Tashkent —
(GMT+05:30) Chennai, Kolkata, Mumbai, New Delhi

(GMT+05:45) Kathmandu

(GMT-+06:00) Almaty, Movosibirsk

(GMT+06:00) Astana, Dhaka

(GMT-+06:00) Sri Jayawardenepura

{GMT-+06:30) Rangoon

(GMT+07:00) Bangkok, Hanoi, Jakarta

(GMT-+07:00) Krasnoyarsk i

e If you are connected to the Internet, you can synchronize your computer’s time with that
stored on an Internet site.
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Date and Time Properties

Date & Time|| Time Zone | Internet Time

Server: |time.wind0ws.com v| [ Update Maw

The time has been successfully synchronized with time. windows. com an
29/08/2002 at 09:40,

MNext synchronization: 05/09/2002 at 09:39

Synchronization can occur only when your computer is connected to the
Internet, Learn more about time synchronization in Help and Support
Center,

Ok ] [ Cancel

To configure the volume setting

e Click on the Show Hidden Icons arrow (button-right of your screen), which will display
more icons, as illustrated.

Show hidden icons

€ w22

e Click on the Volume icon to display a volume control display. To move the slider, click
on the slider control and while keeping the mouse button depressed, drag up or down.

To customise the Windows Desktop

o The Windows Desktop can be fully customised to display a colour or image of your
choice.

e If necessary close or minimise any programs which may be running.

¢ Right-click on an empty part of the Windows Desktop (i.e. the screen). This will display a
popup menu, from which you need to click on the Properties command (using the
normal, left-hand mouse button).

Arrange Icons By 4
Refresh

Undo Delete Chrl+2
Mew k
Properties
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e Clicking on the Properties command will display the Display Properties dialog box.

Display Properties

Themes | Desktop | Screen Saver | Appearance | Settings |

A theme is a background plus a set of sounds, icons, and other elements
to help pou perzonalize pour computer with one click.

Sample:

Active Window

e Themes

Display Properties

Themes | Desktop || Screen Saver ” Appearance ” Settings |

A theme iz a background plus a set of sounds, icons, and other elements
to help you personalize vour computer with one click.

Theme:

Delete

Sample:

Active Window X
indowe Text ~

booy

B ackground:
S ore) ) Browse. ..
Ltj Azcent |
Llj Atumn Positior:
=
& Blizz
& Blue Lace 1 LCalor:
Moeene —

Customize Desktap...

{ ak. ][ Cancel ][ Apply ]
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Screen Saver

Display Properties

Themes | Desktop SCTEEHSBVETlﬂppearance Settings

Screen saver

Wait:

minutes [ On resume, password protect

tdonitar power

To adjust monitor power settings and save energy.
& click Power,

I oK H Cancel ][ Apply ]

“Windows and buttans:

LColor scheme:

[ Datautt [blue) |

[Moma vl

Ok ][ Cancel ][ Apply ]

Settings

Display Properties

Themes | Desktop | Scresn Saver | Appearance | Settings |

Dizplay:

Drefault Monitor on NYIDIA GeForced M 420
Screen iesalution Lolar quality
Les:

i More Medium [15 bit] v
! I /N | .

[Irnuh\eshnnt ][ Advanced ]

[ [a]:8 H Cancel ][ Apply ]
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To set screen resolution and colour quality settings

Right click on the Windows Desktop and select Properties.
When the Display Properties dialog box is displayed, select the Settings tab.

Display Properties

Themes | Desktop | Screen Saver | Appearance | Settings

Dizplay:
Default Monitar on MyYIDIA GeForced M 420

Sereen resolution Lalar quality
Lot B ¢ Mae Medium [15 bil s

1024 by 768 pisels I //In ' | m

[Imubleshoot... ] [ Advanced ]

To set the screen resolution: The screen resolution is the number of dots which are
used on the screen to display a picture. The greater the resolution, the greater the
number of dots and hence the better the picture quality. Use the slider control within the
Screen resolution section of the dialog box.

To set colours used: Click on the down arrow within the Color quality section of the
dialog box. If you use a 32 bit setting this will give you a higher quality display when
viewing pictures.

To modify screens appearance

Right click on the Windows Desktop.

Select Properties.

When the Display Properties dialog box is displayed, select the Appearance tab.
You can then use the dialog box controls to modify the screen appearance as required.

To change the Desktop background or to apply atheme

Right click on the Windows Desktop.

Select Properties.

You can select the Desktop tab apply a picture or effect to the Windows Desktop
(background).

Alternatively, you can select the Themes tab apply a 'theme' your computer. This theme
will apply to backgrounds, icons, sounds and other elements to give a consistent,
‘themed' appearance to your computer.
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Why use a screen saver?

The purpose of a screen saver is to change or blank the screen after a certain period of

inactivity. Before the idea of screen savers caught on images which were displayed
constantly often became permanently burnt into the monitor.

To select a screen saver

Right click on the Windows Desktop.

Select Properties.

When the Display Properties dialog box is displayed, select the Screen Saver tab.
Select a screen saver from the Screen Saver drop down list box and then click on the
OK button.

Screen saver

30 FlowerBox
[Mone]

30 FlowerBox ume, pazsword protect
30 Flying Objects

[ Settings ][ Prexview

<

30 Text
Beziers
Blark

power zettings and save energy,

Marquee
My Pictures Slideshow
pstify
| Starfield
“windows P i EaneE Apply

2.1.2.3 Set, change keyboard language.

To set the language used by the keyboard

Click on the Start menu and from the popup menu displayed, select Control Panel.
Within the Control Panel dialog box, click on Date, Time, Language and Regions
Options.

s

i Date, Time, Language, and Regional Options

Then click on Regional and Language Options.

or pick a Control Panel icon

i‘ Date and Time . Regional and Language Options
-

This will display the Regional and Language Options dialog box.
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e Select the Languages tab.

Regional and Language Options

Regional Options | Languages |Advanced

Text zervices and input languages

To view or change the languages and methods you can use to enter
text, click Details.

Supplemental language support

Mozt languages are installed by default. Ta install additional lanquages.
zelect the appropriate check box below.

[ Install files for camplex script and right-ta-left languages (including
Thai)

[ Ingtall files for E ast Asian languages

e Click on the Details button. This will display another dialog box.

Text Services and Input Languages

Settings |

[refault input Janguage

Select one of the installed input languages to use when you start pour
computer.

| English [United Kingdam) - United Kingdom v

Installed zervices

Select the services that you want for each input language shown in the
list. Use the Add and Remove buttons to madify this list,

[ English [United Kingdom]
Keyboard
= United Kingdom

Freferences

[ oK ][ Cancel ]

e Click on the Add button to add or modify the keyboard language used by the computer.

Add Input language

Input language:

[E nish (Linited Kingdom)

Keyboard layout/ME:
[us v]
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2.1.2.4 Format removable disk media: diskette, Zip disk.

To format a diskette (floppy disk)

Place a blank diskette (floppy disk), or a diskette which contains information which you
no longer wish to keep, into your PCs diskette drive.

WARNING: If you format a diskette containing valuable data you will lose that data
for good! - BE WARNED!

Right click on the Start button and from the popup menu displayed, select Explore. This
will display the Windows Explorer window.

If necessary scroll up the Windows Explorer window until you can see the 3 1/2 Floppy
[A:] icon, as illustrated.

®% 315 Floppy (A:)

File Edit view Favorites Toals  Help

G Back ~ () l'_ﬁ' /-\J Search H.
Address |\§ Al —

Folders

@ Desktop

D My Documents
= ,J My Computer

(i)

3% Floppy

I=) g2 Local Disk {C:)

Click on the 3 1/2 Floppy [A:] icon to select it.
Right click on the 3 1/2 Floppy [A:] icon and from the popup menu, displayed select the
Format command, as illustrated.

File Edit Wiew Favorites Tools  Help

eEack -Q L_‘ﬂ‘ /'f”lsearch

Address [ A
Folders

{2} Desktop ~
() My Documents
= % My Computer

{7 Folders

X

Info
Text Document
3ZKE

Leame

Text Document

B g Loc 28 KB

& Explore

) Open

=3 Browse with Paint Shop Pro

G Browse With Paint ShopPra7 15
Search...

=]
Shating and Security...

Lisezmoi
Text Document
29 KB

M33ERMOU
SY_File
Z1 KB

i @ IERUERUE

Copy Disk,..

= readme
= Text Document
Z7 KB

u“

cut
Copy

=1 seTe
Configuration Settings
148

¥

You will see a dialog box.
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Format 31% Floppy (A:)
Capacity:
3.5", 1.44MEB, 512 bytes/sector

File system

FAT

Allacation unit size

Default sllocation size

Yolurme label

Format options

[ quick Farmat

[ create an MS-Do3 startup disk

PIX

Format 3% Floppy (A:)

L] WARMING: Formatting will erase ALL data on this disk.
e To format the disk, click OK. To quit, click CAMCEL.

[ ok

|[ Cancel ]

Clicking on the OK button will start formatting your diskette. You will see the following
when the process has finished. For more reliable results DO NOT use the Quick Format
option from the Format option section of the dialog box.

Formatting 3!4 Floppy (A:)

.
_‘1/‘ Faormat Complete.,

3

To format a removable drive
Some types of removable disks have their own software for formatting the drive, whilst

others use the for

mat command within Windows, in which case you would use a similar

process used to format a diskette (floppy drive), i.e. select the drive within the Windows
Explorer, right click, and from the popup menu displayed, select the Format command.

2.1.2.5 Install, uninstall a software application.

Installing a software application
Most application programs are now supplied on CD. To install the software contained on

the CD, insert the

disk and it should start automatically. Most installation routines look

similar and you need to follow the on-screen instructions. Often you have to supply a
password. Many programs are now purchased online, and you can download the
software directly to your computer. Sometimes you need to pay for these programs in
advance, but many allow you to download a preview version which has either limited
functionally or will only work for a limited amount of time. If you like the preview version
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you can pay online and then receive a password to fully enable the downloaded
software.

Uninstalling a software application

e Some applications place an uninstall routine within the Windows Start menu. If the
application does not do this, you can normally use the Add or Remove Programs utility
contained within the Windows Control Panel.

® Add or Remove Programs
rr B
@’j Currently installed programs:

Change or % Alchemy Anaconda 2.1.0.0

Remove _ )

Programs Click here For support information.

- Last Used On 1
. Ta change this program or remave it From your computer, click Change Remave. ChangsjRemove

Add hew Gy Arcade Lines 1.25 Size  10.24MB

Programs -
Courseware Library From Chelkenham Camputer Training Size 1,604,00MB
585 Intensity X5 ReCharge Size 20.74MB

AddjRemove Internet Explorer Q818529 Size 2.09MB
Windows
Components @ Kazaa Hack 2.5 Size 0.24ME

ﬂ Kazaa Media Desktop 2.5.1 Size 0.68MEB
g LiveReq (Symantec Corporation) Size 1.99MB
! LiveUpdate 1,80 {Symantec Corporation) Size 7.1TME
@ Microsoft FrontPage 2002 Size  321.00MB
@ Microsoft Office XP Media Content Size  610.00MB
@ Microsoft Office XP Professional Size  475.00MB
@ Microsoft Publisher 2002 Sizg  335.00MB
ﬂ My Search Bar Size 0.36ME
P - —

2.1.2.6 Use keyboard print screen facility and paste contents into a
document.

To use the Print Screen facility

e If you press the Print Screen key, then the entire screen will be copied to the Windows
Clipboard. Once in the Clipboard, you can switch to a program, such as a word
processor, and then click on the Edit drop down menu, and select the Paste command.
The contents of the screen will then be displayed within your word processing document.
An example is shown below.
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» 3 Bacument - icrossdt Ward

e B agestuons \ W COOHAQEE S-L-A-SEERE.

Pae 1 Secd W1 S nl g1 Engish U5

I Jawe Pk Shepfee - .| BB 3% Flecey ()

¢ In the example shown, we could have just copied the active window, by pressing
Alt+Print Screen, as illustrated.

&l Document3 - Microsoft Word

Fle Edt Wiew Insert Format Tools Table Window  Help
Dedon &b Y i

£H Marmal - TimesMewRoman - 12 - B 7 U % L
Lg‘l‘l‘ R T TN RS- RS R FEE RS PRI TR -2 |-13w-14-|‘150w-§

E
£
o
®
=] K| o]
Draw~ [3  Autoshapes= . DO4[?:I & &‘i‘é'E: = [~
Page 1 Sec 1 11 A 25m lnl  Col i English (U.5

2.1.2.7 Use available Help functions.

To take the Windows XP Tour
¢ When you start Windows it may display a Windows XP Tour dialog box, as illustrated.
You can use the Discover Windows option to learn about how to use Windows.
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Windows XP Tour

Welcome to the Windows XP
Tour!

The taur iz available in twa formats, Which format da vou
prefer?

(®iPlay the animated tour that features text, animation, |
imusic, and voice naration,

() Play the nor-animated bour that features test and images
only.

< Back [ Mext » l[ Cancel ]

o NOTE: If this dialog box is not displayed automatically, you can display it using the
following routine.

- Click on the Start icon.

- Click on the All programs icon.
- Click on the Accessories group.
- Click on Tour Windows XP.

N -
E Microsoft Word Microsoft Access

Microsoft Excel D ‘Windows Explorer
Microsoft PowerPoin

Microsoft Qutlook @i windows Movie Maker

Micrasaft Excel Microsoft PowerPoint 2 WordPad

Microsoft Word
‘& Paint Shop Pro & ¥ SN Explorer < Back [
B

@ Cutlook Express
@ Tour windows <P .

i~ Remote Asgistance

e Windows Media Player
Microsoft Access

:’S ‘Windows Messenger

@ Ceduadrat 4 . .
@ Hasbro Interactive > Windows inst:

Arle If vmnn da ne
AllPrograms I | NG RPN el 4

e As you can see from the illustration below, the tour runs through the basics of using
Windows XP.

<
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Best for Business

For more information
Click Start, click Holp
o Support, bnd
type ‘walkthroughs' in
the Search box

On the Road and Around the World

Help within the Start Menu
e Click on the Start button.
e Click on Help and Support.

Micrasoft Access
(3) Helo and suppart

Al Programs [

7 start 2| ECOL

Q@ Help and Support Center,
Q Back. \) é ﬂ Index *Fa_vnritas ‘a History. Support &l Options
search NG @ Help and Support Center

jonal
Pick a Help topic Ask for assistance
- What's new in Windows XP @ Invite 3 friend er with Remote Assistance

Music, video, games, and photos .
Wy, Windows basics [3) Get support, or find information in Windows: XP newsgroups

Networking and the Web Plck a taSk
Working remotely .
STy e e e 3] ke mputer up- rith Windows Update

E\ Find compatible hardware and software fi

Customizing your computer m U
Accessibility —

Printing and faxing

Performance and maintenance
Hardware

Fixing a problem

send your feedback to Microsoft s

e To see what is new in this version of Windows click on the What’s new in Windows XP
option.
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(] Help and Support Center

eBaEk - Q \Q (j Index *ngnmtes ‘3Histw Support i] Options
search NG @ Help and Support Center

ﬁj\? Add ko Favorites & Change Yiew . Brink.., 5 Locate In Conkents
What's new in Windows XP

[ what's new bopics What's new in Windows XP

[ Taking a tour or tutorial

[ Windows XP articlzs: Wialk through ways bo use
your PC

[ Activation, license, and registration

Windowss components

nd
containing full

See Also

[D Windows Glossary
@ windows keyboard shortcuts owerview
Tools

[@ 6o to & windows newsgroup

To search for Help

Click on the Start button.
Click on Help and Support.

Within the Search section of the dialog box, enter the information which you wish to
search for. In this example we have entered keyboard shortcuts.

@ Help and Support Center

Q Back e - Q ﬂ Index

Search LEEEEE shortouts| |;|

Set search options

Click on the right pointing arrow to start the search.

d

After a short delay the screen will display the results of your search. In the example
below, we have clicked on the words Windows keyboard shortcuts overview
(displayed down the left hand side of the dialog box)

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware for Trainers 1995-2004 www.cctglobal.com



PAGE 29 - ECDL MODULE 2 (USING WINDOWS XP) - MANUAL

] Help and Support Center

Favatites Support Jl Options

= (v | <evboard shortcuts §|

[ search within previous results

Search Results

@ Help and Support Ce

incl

«-‘E‘ Add to Eavorites @ Change Yiew . Erint... 5 Locate in Contents

[r/
54

windows keyboard shortcuts overview
36 results found for keyboardss... Use shartcut keys as an alternative to the mouse when warking in
Winduws‘_YUu can open, close, and navigate the Start menu, desktop,
5 ted T 13 It menus, dialog boxes, and Web pages using kevboard shortouts, .
e ) keyboard shortcuts may also make it easier for you to interact with
» Change Windows visual effects ~ your computer.
# Change StickyKeys options Click a heading, or press TAB to highlight a heading, and then press
» Specify shorkout keys ENTER.
& Configure \Windows shorteut keysin a General keyboard shortcuts
session
o Reserve shortout keys For M3-DOS-based LRI Ly O | ST
proarams Natural keyboard shortcuts
« Run a memary-resident program in a window Accessibility keyboard shortcuts
Overviews, Articles and Tutorials Windows Explorer keyboard shortcuts
® Lsing Help and Support Center keyboard [# MNotes
shartcuts . e You must associate a password with your user account to secure
s findows keyboard shorteuts overvien it from unauthorized access. If you do not have a password
# sing accessibiity shorteut keys associated with your user account, pressing the L will not
# Using Help wiewer kevboard shorteuts prevent other users from accessing your account information,
* Personalize Your PC s Some keyboard shortcuts may not work if StickyKeys is turned
® Using Terminal Server shortcut keys on in Accessibility Options,
* Shortedt keys for Magnifier o IF you are connected to Windows through Microsoft Terminal
hd Services Client, some shortcuts have changed. For more
Fulltext Search Matches (g results) i(;vlv"oe;TationJ see the online docurnentation for Terminal Services

Microsoft Knowledge Base (15 resuls)

Related Topics

e To see general shortcut keys we can click on General keyboard shortcuts, displayed in
the right section of the dialog box. The results are illustrated below.

Q@ Help and Support Center,

Support ._/] Options

Tl <=vboerd shorteuts [ @ Help and Support Center

Wi -l

[] Search within previous results \d,? Add to Favorites 8 Change Wiew . Print... 5 Locate in Contents
-~
Search Results Ti By
windows keyboard shortcuts overview L /7]
36 results found for keyboard s. . Use shortcut keys as an alternative to the mouse when warking in
Windows‘_‘fou can apen, close, and navigate the Start menu, desktop,
5 bed T 13 It menus, dialag baxes, and Wieb pages using keyboard shorteuts,
il s (i e Keyboard shortcuts may also make it easier for you to interact with

& Change Windows visual effects ~ your camputer,
e Change Stickykeys options Click a heading, or press TAB to highlight a heading, and then press
& Specify sharteut keys ENTER.
e Configure Windows shortcut keys in a 2 Fensial Eevhosil shrrciia

sessian
& Reserve shorteut keys For MS-D0S-based Press To

(Rl . . CTRL+C Copy.
& Run amemory-resident program in a window CTRL+H Cut.

Dverviews, Articles and Tutorials CTRL+Y Paste.
& Using Help and Support Center keyboard CTRL+Z Undo,

shorteuts DELETE Delete,
* Windows keyboard shortouts overview I ' 4 |
 Using accessibilicy shorteut keys SHIFT+DELETE Delete selected itermn permanently

. ; without placing the item in the
o Using Help viewer keyboard shortcuts Recydle Bin.
. Personahze our PC CTRL while dragging an  Copy selected item.
& LUsing Terminal Server shorkout keys itern
o Shorbeut keys For Magnifier - -
CTRL+SHIFT while Create shortcut to selected item,
v dragging an item
Full-text Search Matches (5 resulks) Fz Rename selected itemn,
. CTRL+RIGHT ARROW Mowe the insertion point to the
Microsoft Knowledge Base (15 results) beginning of the next word.
CTRL+LEFT ARROMW Move the insertion point to the ~

2.1.3 Text Editing

2.1.3.1 Launch a text editing application. Open, create a file.
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What is WordPad?

e The WordPad is like a cut-down, free version of Microsoft Word. It is supplied with
Windows and is located in the Accessories group within the Start menu. It is not nearly
as sophisticated as Microsoft Word, but is useful for creating simple documents and can
even allow you to use pictures with your text.

Text manipulation features include: -

- The ability to change the colour of a given font as well as the usual font attributes.
- Full paragraph manipulation and indentation control.

- The ability to define tabs.

- An ‘insert today’s date’ feature.

- Full print preview.

- A case-sensitive ‘find’.

To start WordPad

e Click on the Start button.

e Move the mouse pointer to All Programs and select Accessories from the sub-menu.

e Click on WordPad, as illustrated.

fili Accessories 3| 3 Accessibiliy N
"gm;git I Avance Sound Manager ¥ || B Communications »
IER) CyberLink PowerTVD » || 5 Entertainment »
I Games | ) Microsoft Interactive Training  +
I Jasc Software » || E7) System Tools »
I Microsoft Office Tools M| Address Book
é ﬁ‘;ﬁ;’a‘f;mw I Roxio Easy €D Creator s # || |2 Caloulator
E-mmail 167 starty vl Y Pan
Mmsn‘ft Outlaok Z;htln:emet o Emgtram Compatibilty Wizard
@ Internet Explorer €2 synchronize
E Wicrosoft Word Micrasoft Access & Tour Windows XP
St [T o
[3] meosoreece ::::z:: ::ﬂv::ﬂ‘mnt
’&E Paink shop Pro6 || 8 SN Explorer
1) Outlook Express b
@TMWWUWSXP .. Remote Assistance
Hieselt access g s m“‘gv
I CeQuadrat 3
I Hasbro Interactive: »
IE7) Paink Shop Pro &
’J start

To enter text into WordPad

e Simply start typing! WordPad opens up with a blank document by default.

To save a WordPad file

e From the File drop down menu, select Save, which displays the Save As dialog box
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Save As @
Save jn |ﬁ My Documents v‘ o ? ® [T
2. (Hy Daka Sources:
My Msic
My Recent @Mv Fictures
Documents
Desktop
My Documents
=l
e
My Computer
‘:;] File name: |Document - ‘ l Save }
»
MyMNetwok | Saveastype: | Rich Text Fomat (ATF) v [ Caneel ]

OR click on the Save icon.

¢ Inthe Save In section, select the location you wish to save the file to (i.e. on your local
hard disk(s), on a diskette, or on a network drive). Clicking on the down arrow next to the
Save In section will display a drop down list.

o Enter the file name as required.

e By default, the file is saved in Word for Windows 6.0 format. If you wish to save it in a
different format, click on the drop down arrow next to the Save as type box to display the
following drop down list.

File: name: |Document v | [ Save ]
Save az type: Rich Test Format (RTF] w Cancel

Text Document
Text Document - M5-D05 Format
Unicode Text Document

e Click on the Save button to save the file.

To create a new document within WordPad

e Either from the File drop down menu select the New command
OR click on the New icon.

[

The New dialog box will be displayed as illustrated.
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Mew document tupe:

Rich T ext Document

Text Document

Unicode Text D ocument

Select the required format (or simply use the Rich Text Format default) and then click
on the OK button.

To open an existing WordPad file

Either from the File drop down menu select the Open command

OR click on the Open icon.

'}

L=+

The Open dialog box will be displayed as illustrated.

Open E]

Look jn: |D by Diocuments v| €] 7‘ d mv

My Data Sources
4 2} jMy Music
My Recent @My Pictures
Documents | & pacument:

Deskiop

My Documents

59

by Computer

File name: || hd | [ Open 1

My Metwork,
Places Files of type: [ Rich Test Fomat [*.f) ~] [ cancel |

As when saving a file, select the correct location and enter a file name. Click on the
Open button.

2.1.3.2 Save the file to a location on a drive.

To save a file to a specific folder (directory)

When you use a Microsoft application, such as Word, PowerPoint or Excel, then by
default the files which you save will be saved in a folder called My Documents. Thus
clicking on the Save icon within the application will display a dialog box similar to that
illustrated. You may of course wish to save your files in a different folder (or even a
different disk on a different computer connected to your computer network).
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Save jn: | D My Documents w

My Data Sources
\ ﬁMy Music
My Recent @My Pictures
Documents | @] Dacument

=

e Clicking on the Up One Level icon displayed within the Save As dialog box will take you
up one folder level.

¥

If you continue clicking on the Up One Level icon, then you will soon see the following.

Save As

Save i |@Desktop v| Q2 = E

DMV Documnents

3' My Computer

& My Network Places
[Chdata

by Recent
Documents

—

e Double clicking on the My Computer icon will display something similar to the following.

Save As

Save jm | :J My Computer

G Lacal Disk {C:)
. DPPCPRODB00 (D)
(-9CD Drive (E:)

My Recent
Documnents

e Double clicking on the Local Drive (C:) icon, will display the highest-level folder (root
folder) on your hard disk, and all other folders on your disk form a tree structure under
this folder. When you are in the root folder you may double click on any subfolder which
you see displayed to move down a level to that subfolder level. Clicking on the Save
button now would save the file in this folder.

Creating a new folder in which to save your document
e Click on the Create New Folder icon, displayed within the Save As dialog box.

=]

This will display the New Folder dialog box. Enter the name of the new folder, and then
click on the OK button.

NOTE: The folder will be created under the current folder.

2.1.3.3 Close the text editing application
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To close an editing application
e Click on the application's Close icon (represented by a red cross at the top-right corner
of the application window).

X|
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2.2.1 Work with Icons

2.2.1.1 Recognise Desktop icons such as those representing: files,
directories/folders, applications, printers, recycle bin/wastebasket.

Desktop files

e Sometimes you may see data files on your Desktop. When you double click on a

Desktop data file, then application required to edit the data is automatically loaded first,
and then the data file is loaded into the application.

A Microsoft Word file displayed on the Desktop.

o

Shiorteut o my
memo

A Microsoft Excel file displayed on the Desktop

%

Shortout to my
shest

Desktop applications
e Sometimes icons to launch an application may be copied to the Desktop for you.

The Microsoft Excel Desktop icon.

IMicrosoft
Exrel

The Microsoft Word, Desktop icon.
w

Microsoft
Word

Desktop folders

o Desktop folders can be used so that not all the Desktop icons are displayed at once on a
crowded Desktop. If you double click on a Desktop folder, then a dialog box will be
displayed allowing you to see the item stored within the folder.
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&8 Publish this folder ko the
Wb

[ shere this folder

The Recycle Bin / Wastebasket

e The Recycle Bin is a Desktop icon which contains files which have recently been
deleted. It is there for safety reasons. In early versions of Windows when you deleted a
file, there was no easy way to get the file back if you subsequently changed your mind.
As files are moved to the Recycle Bin rather than physically deleted this allows you to
change your mind and retrieve deleted files. Beware: - Deleted files will not stay in the
Recycle Bin forever!

2

Recycle Bin

2.2.1.2 Select and move Desktop icons.

To select a Desktop icon

o To select a Desktop icon, single click on the required icon. Once selected the icon will be
highlighted, as illustrated.

2
=)
Recycle Bin

To move a Desktop icon
e Select the icon which you wish to move.

o Depress the left mouse button and whilst keeping it depressed, drag the icon to the new
location on the Desktop, as required.
e Release the mouse button.

To copy a Desktop icon
e Select the icon which you wish to copy.
o Depress the Control key (and keep it depressed).
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Depress the left mouse button and whilst keeping it depressed, drag the icon to the new
location on the Desktop, as required.
Release the mouse button and release the Control key.

To customise your Desktop icon alignment

Right-click on the Desktop to display the Desktop popup menu.
Click on the Arrange Icons By command, which displays a sub-menu. Click on the
desired type of icon arrangement.

Arrange Icons By Tame
Refresh Size

Modified

Undo Delete Chr+Z
W Auto Arrange
o Align to Grid
Properties v Show Desktop Icons
Lock Web Items on Deskiop

Run Desktop Cleanup Wizard

Name: Icons are arranged on your Desktop by name, alphabetically.
Size: Icons are arranged on your Desktop by size.

Type: Icons are arranged on your Desktop by object type.

Modified: Icons are arranged by the date when the object was created.

Auto Arrange: Icons are re-arranged on your Desktop automatically each time you drag
an icon from one part of the Desktop to another.

2.2.1.3 Open afile, directory/folder, application from the Desktop.

To open a Desktop object

To open a Desktop object, double click on it’s icon.

2.2.1.4 Create a Desktop shortcut icon or a Desktop menu alias.

To create a Desktop shortcut icon

Minimise or close any programs which may be running.

Click on the Start icon.

Select All Programs.

Select the program which you wish to use for creating a Desktop icon. In this example
we will select the Calculator, contained within the Accessories group.

kI LY Address Book
50k Calculator

vl W oPant
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o Depress the Control+Shift keys, and whilst keeping these keys depressed, drag the
icon to the Desktop.

o Release the Control+Shift keys. The shortcut icon will be created and displayed on the
Desktop.

=

Calculator

2.2.2 Work with Windows

2.2.2.1 Identify the different parts of a window: title bar, menu bar,
toolbar, status bar, scroll bar

What is the Title Bar?

e The Title Bar is displayed along the top of almost all program, folder and dialog box
windows. It is used to display information such as the name of the application (or folder)
and the document you are working on. Information which is displayed here may vary. For
example, the example shows the title bar for a program called Microsoft Word, in which
a document called My Accounts has been opened or saved.

b | My Accounts - Microsoft Word

File Edit ‘Wiew Insert Format Tools Table WWindow  Help

The Menu bar

e The Menu Bar contains a series of drop down menus. The example shown illustrates the
Microsoft Word Menu Bar.

File Edit Wiew Insert Format Tools Table  Window  Help

The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired effect as
quickly as possible. For example in the Microsoft Word Formatting toolbar illustrated,

clicking on the Bold icon (i.e. the icon displaying the letter B), would make the selected
text, bold.

NeEdan gAY B < QEOE=@ & T 0% -3
4 Mormal - TimesMewRoman - 12 - B 1 U % == H= Y

The Status Bar

¢ Most application windows have a status bar displayed along the bottom of the window. In
the example illustrated, taken from Microsoft Word, the status bar conveys information
about the page within the document which you are working on, along with other relevant
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information.

Page 1 Sec 1 11 ak 1" lmi1 ol English {U.5

What is the scroll bar?

e When a program or folder needs to display information within a window, two sets of scroll
bars may be displayed along the bottom and right side of the window. By using the scroll
bars it is possible to move to any position within a document and also work on a
document many times bigger than your physical screen size.

To move up and down within a window (using the scroll bar)
e To scroll upwards in a window, click on the upwards-pointing arrow at the top of the
vertical scroll bar.

e To move downwards in a window, click on the downwards-pointing arrow at the bottom
of the vertical scroll bar.

=

To move right to left within a window
e To move to the right-hand side of a window, click on the right-hand arrow on the
horizontal scroll bar.

2

e To move to the left-hand side of a window, click on the left-hand arrow on the horizontal
scroll bar.

Kl

To scroll through a window at speed

e Click on the scroll box and drag the small shaded box up and down the vertical scroll
bar.
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lor

2.2.2.2 Collapse, expand, resize, move, close a window.

Maximise, Minimise, Restore and Close Buttons

¢ The Maximise, Minimise and Restore buttons are located in the top, right-hand corner of
every window. When you click on the Maximise button, the window expands to fill the
screen, the Minimise button reduces the window to an icon on the Taskbar and the
Restore button returns the window to its original state.

To minimise a window
e Click on the Minimise icon.

To maximise a window
e Click on the Maximise icon.

To restore a maximised object to run in a window
e Click on the Restore icon.

=

Restoring a window from the Task Bar by single clicking on it

e Within Windows all windows which have been minimised, are minimised down to the
Task Bar. In the example shown, Microsoft Word has been minimised and is displayed
within the Task Bar.

r LT 5
] _"' start %2 Paint Shop Pro L._E. My Accounts - Micros, .
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If you wish to restore the Microsoft Word window, simply click on the Word icon in the
Task Bar.

To make a Desktop window taller or shorter

¢ Move the mouse pointer to either of the horizontal borders.

o Depress the left-hand mouse button (and keep it depressed).

e Drag the mouse pointer up or down the screen.

e Release the mouse button when the window is the size and shape required.

To make a Desktop window narrower or wider

e Move the mouse pointer to either of the vertical borders.

o Depress the left-hand mouse button (and keep it depressed).

o Drag the mouse pointer to the left or right across the screen.

¢ Release the mouse button when the window is the size and shape required.

To resize a Desktop window in two directions at once

Move the mouse pointer to any corner of the window.

Depress the left-hand mouse button (and keep it depressed).

Drag the mouse pointer diagonally across the screen.

Release the mouse button when the window is the size and shape required.

To close a program using the Close button

¢ The Close button is located in the top, right-hand corner of every program or folder
window. It allows you to close the current window in the same way as double clicking on
the small Control menu icon (found in the top, left-hand corner of each window) but only
requires a single mouse click. If you have any un-saved work, Windows will first ask if
you want to save your changes before final termination of the application.

e Move the mouse pointer to the Close button and click once using the left-hand mouse
button.

2.2.2.3 Switch between open windows.

To switch between programs (using the Task Bar)

e To switch between open application windows, simply click on the application icon, as
displayed in the Windows Taskbar (normally displayed across the bottom of your
screen).

"!'J start | paint Shop Pro ialj My Accounts - Micros. ..
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To switch between programs (using a keyboard shortcut)
e Use the keyboard shortcut Alt+Tab.
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2.3.1 Concepts

2.3.1.1 Understand how an operating system shows drives, folders, files
in a hierarchical structure.

What are Drives, Folders and Files?

o 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.

o 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).

e Finally, at the very end of this structure are the various files which we use. Each file
name can be up to 255 characters in length.

The Windows Explorer Window

¢ The Windows Explorer permits you to explore all aspects of your system using a
hierarchical view. In the example shown the files and folders are displayed in 'Details'
view (more about this later).
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% | ocal Disk (C:) EE]E]

Fle Edt Yiew Favorites Tools  Help i

= e
Qo - © - ¥ Pz (i rolders | 53]~

Adrress | < C:\ v Bl
Falders X Name Size Type Date Modfied
[ Desktop s File Folder 27/08(2002 09144
1 () My Documents [Dacuments and Settings File Folder 27/08/2002 10114
= 2 My Computer Codrivers File Folder 0z/07/2002 09:32
S04 Flappy () (GEECDL_v3_and_advanced_#P... File Folder 23/08/2002 10:47
o Cifolder one File Folder 0zj07/2002 10124
(Efolder two File Folder 01/07/2002 14:03
Documents and Settings (yold data File Folder 01/07/2002 14:04
drivers (CaPatches File Folder 20/04/2002 17:15
# ) ECDL_+3_and_Advanced_%P_COURSES Copictures File Folder 31/07/2002 10:01
& folder ane Coprogram fles File Folder 29/08/2002 11:05
15 Folder two skl File Folder 20/04/2002 09:53
5 okd data (CyWINDOWS File Folder 23J08/2002 11:05
5 Pakches B ectglobal 20KB Microsoft Word Doc...  D1J07/2002 12:54
5 pictures Eexpensest 804KB Microsoft Access Ap... 11/07/2002 22:38
oo st [ setup 1KE  Text Document 20/04/2002 17:15

sbsi

WINDOWS

PCPRODBON (D)

) €D Drive (E2)

et on OFfice Server (Cot-serverl) (%)
Data on "OFfice Server (Cet-serverl) (¥:)
Control Panel

Shered Documents
(% My Metwork Places

2 Recycle Bin

) data

The Windows Explorer window is split into two separate views as illustrated above. On
the left-hand side you can see all system folders (both Desktop and file system), whilst
on the right-hand side the contents are displayed.

The Windows Explorer Toolbars
¢ By default the Standard and Address Bar Toolbars are displayed, you can also choose to
display the Links Toolbar.

e Standard Toolbar icons

eﬁack © O @ lj‘ /T\JSearch Elv

H_ﬁ‘ Folders

Qo Opens the folder which was previously displayed.

©- Reverses the effect of the Back icon.

.ﬁ-
~ Allows you to display a folder 'one level up'.

) search

o Allows you to search your disk.

|~ Folders . .
‘ll..- o Changes the view as illustrated.
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B Local Disk (C:)
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The Windows Explorer Views
e The Views icon allows you to set the view to display files. Clicking on the down arrow
displays the following options.

'

Thumbnails

Tiles
Icans
S List
| ® Details
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Thumbnails: Displays picture files as a series of small pictures.
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Titles: Disglazs onlx the file titles.
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Icons: Disglaxs all obiects as icons.
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e List: Displays all files/folders in list format split into multiple columns.
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& dots o Copy {21 of Poa000s e razendes s EEvioes =R ]
i Copy (21 ot Pe010007 B Pazene? C Lt ] lps1 0058 i ps1700ze i
B Copry (¥ of il 0 aROCS EjPs100s e o S
lCrpy (3 ot P0I0001 1] Paze000S EiPELI003 Ere110071 PE10aT i
1 Copy (1) f Panan0ns ] Pacnomn I LRl e o e ]
Hcopy i of a0 razioosy s EErs S ]
2 Copy i3 of F4010006 ] Pazs007 EFs110 EFsioon i ps1700en ]
1 Copry (41 of il [ P00 EjPsiaioi0 [ s o a0y i
A ¥

o Details: Display all files and associated file details such as name, size, type, and last
accessed date in a single column.

® ol dato
Be Edt fow Fgeom Took  Heo

Qo r @ F| Pt | oo | [

At | £k data - B
Fokders. ¥ Ham - Sae Troe Dake Madified ke Picture Takan Comension
{5 pestep H ws17000 GHT KD PEG Image ITjo5/E00e 12:27 17MIS(2002 1140 MMAx 15
(5 My Documents | 55000 | KD PO Iage ITHBR00E 1227 ATNORE00 LIS S
5§ Wy Computer s B BAG Inage R 12 IS LA dMeen
5 35 Flocpy (4 u EE TR

& (o Locsl Disk{) I IS 1181 TS

W b = ISR 1152 s

B o et n 1IISE0N 1195 3B 18

& 2 Donursents and Setiegs o 1TOE/2002 1049 2H8x 15

I deeers L 17052002 1156 2482 15

& L T _v3_and Advorced 3P COLRSES ] aFsimozt LOITHD  PEG Image USEOE 1156 1Sk ED

23 Fokder ore HP5Lr0022 KD PG Image 170512000 11:5 15

1) Pokder two Elpoir002) TEKD UG mage 17002 LIS A as

B ol s 2 PG i VI 1202 S

D) Patches s o T E PG g TSI 12 IS

2 plctres sy TR B e ISR 1207 T8

B 2 progran s e GRS PEG Image ISR 1208 e S

B ) b HaPsimoz SIS FEG I TSR 1219 2H815

& ) winsows PS03 O6KE  PEGInage IUSE00E 121 2MExIE

& @ prvcrmoon o) E]aPstroon 62308 FEGInage MOS0 1209 AHExIE

& €43 CD Dot (2} ] aFsimois TITND LG Image ITOSEE 122 EMO S
388 Cot om Office Server (Cetserver ! T () P51 00 UKD PEG Image 171052002 LE=20 k15
3 Dt on Difice Server (Cetservarl (1) B Copy () of sPE1TOOLL LUK PG Inage AU 1152 15% %20

# B Corirel Panel [ Copy (2) o sy 0012 LOO KN PG e e R £ e PR T ]

5 D) Farnd Bocumarts i Copy (1) of il SIKH G agn 1HOSFI 50 64z 078

5 O by v o 1 Copy () of Padicon TR T v 1152 Anax s
2 Aacpel iin K Copy (2) of P4010004 AN PEG e DLOAEOGE 1153 A IS
£ daa 5 Coy (20 of P4010005 S0KE FEG I DLHEME 1153 3HEx IS
B Copy (2) of P4010006 BONE FEG Image DU 1153 IS

] Copy (2 of Pa01000T ETBNE  FEG Image OLIH{Z002 1154 2MBx IS

oy () of medvel SN0 LG Image 4 x 7%

& Copy (3) of 4010001 GHKD PO image G 1152 2 x 05

1 Copy (3) of PRI GEIRD LG (rage L0 1150 M 15

i Copy (3 ef 010008 G PG e L

B Copy () of Padinon WK PG OUUHEIN 1183 T8
oot LR, st r a

To view the contents of a folder (displayed on right)
e Within the Windows Explorer single click on the required folder.

To expand a branch one level
e Within the Windows Explorer double click on the required folder

OR single click on the plus sign next to the folder.

& Java
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To open all folders on a disk
¢ Within the Windows Explorer window, click once on the drive icon, such as drive C.

[R1INT=T0)

S iniP Book Drive (i)

e Enter an asterisk (*), using the numeric keyboard.

To close all the folders within the Explorer
¢ Within the Windows Explorer window, click once on the drive icon, such as drive C.

(RN =] 0]

e Enter a minus sign (-), using the numeric keyboard.

To switch drives

e Logical drive letters can be changed from the selection window (on the right-hand side of
the Explorer). All drive letters will be displayed here including network (mapped) drives
and will appear directly under the ‘My Computer’ icon in a hierarchical list.

e As each new drive letter is selected, its contents will appear in the contents window.

2.3.1.2 Know that the devices used by an operating system to store files
and folders are the hard disk, diskette, CD-ROM, network drives.

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

Diskette: The original IBM PC did not have a hard disk, and 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 your hard disk, or you could back up small amounts of data to
the diskette.

CD / DVD: These have largely replaced diskettes as a way of supplying programs. They
can hold a lot more data. You can get special types of CD which allow you to save files
to the disks.

Network Drives: A network drive is seen by your computer as a normal drive (just like
your C drive). In reality the network drive is a folder located on another computer which
is connected to the network.

2.3.2 Directories / Folders
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2.3.2.1 Navigate to a file, folder on a drive

To open afile from a specified folder on a drive

Start the Windows Explorer program.
The way your files and folders (directories) are displayed may vary. In the example
shown the drives are shown in collapsed view.

® |ocal Disk (C:)

File Edit Wiew Favorites

Qui-© 1,
Address | s C1Y

Folders

[E} Desktap

() My Dacuments

= 9 ry Computer
A 344 Floppy ()
[#=] Local )
@ oPPCPRODENN (D1)
3 €D Drive (E)

Double clicking in any of the drive icons will expand the display, as illustrated in this
example, where we have double clicked on the C drive.

Local Disk (C:)

File Edit ‘iew Favortes Tools Help
- )
Qe - @ T POseann

Address [ €1\

[ Folders

Falders X Name Size | Type Date Modified
2 Desktop (&4rob File Folder 27/08(2002 09:44
@ (3 My Documents (CyDocuments and Settings File Folder Z7/06{2002 10:14
= 9 My Compurer Coerivers File Folder 02{07[2002 09:32
3% Floppy () (GIECDL_v6_and_Advanced_HP. .. File Foldar 29/08{2002 10:47
c:) |Eifelder ene File Folder 02/07/2002 10:24
4rob |Eifelder o File Folder 01/07/2002 14:03
Documents and Settings I Zhold data File Folder 01/07{2002 14:04
Hivers ICiPatches File Folder 20/04[2002 17:15
(& ECDL_v3_and_Advanced_P_COLRSES (Copictures File Folder 31/07[2002 10:01
) Folder one (Coprogram fies File Folder 25/08{2002 11:05
) folder two (Cosbsi File Folder 20/04{2002 09:53
) old data CIWINDOWS File Falder 29/08/2002 11,05
) Patches Blectglobal 20KB Micrasoft Word Doc..,  01J07/2002 12:54
1) pictures @expensesl B04 KB Microsoft Access Ap. 11072002 22:36
& ) program files [l setup 1KE  Text Document 20/04(2002 17:15

sbei
WINDOWS
DPPCPRGOBON (1)
€2 D Drive (E:)

Files within folders are shown on the right side of the window. In the example shown we
have selected a file called 'cctglobal'.

B Local Dick (C:)
Fie Fde Vew Favortes Took  Help

Qe - O F | 0 s | voiders | [T
% | Oy
Foidnrs X tame @re Type Daste Moddied
[} cesacp [SSEEE Filer Fuider 27/06{2002 0344
% () My Documents Doty s Selking Pl Fuer ITOBIO0E 10:14
= ' My Compter Cydrivers File T older U e (a2
B 3% Fogy (8] LSIECOL v _and_Advanced ... File f oider T ey
[REY e Lk (2} ifelder one Fie Folder 27002 B4
¥ e dreb (ifolder two il Folder 01 07f2002 1403
§ 73 Dooumens ared Settings o data Fi Fuihfs 1jOT{00T 14-04
# L) ditvers Patches Filer Fuitder 20/04/2002 17:15
= ECDA_v3_and_Asvanced 0 _COUNSES Cpactures File Folder T W
# 0 ECTL Aubraimmd Level usiog 1P Chprorem files File Foider U002 1L
o ECOL sylabus 4 usewy 2000 skl File Folder 200f2002 0953
71 EFDL svisbus & usng P oy WINDCWS Fie Foidies 2ajtelz007 1105
£ mod2 [ IOKB Mirmlt Woed Doc... 01 fI7/2002 12254
F Ly MO0 7 SAMPLES B erperees] B4 KB Mrusolt Acoess Ap... 1170712002 22:38
8 [ mad? B vatuy LEE Tt Conummenk SO 1715

To open this file, first select it, as illustrated, and then double click on the file. The
necessary program will start automatically, (in this case Microsoft Word). The document
will then be displayed within the application.
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2.3.2.2 Create a directory/folder and a further subdirectory/sub-folder.

To
[ ]

create a new folder within the Windows Explorer

Open the Windows Explorer by right clicking on the Start button, and selecting Explore.
Click on the portion of the folder tree where you would like to create a subfolder.

Click on the File drop down menu and move the mouse pointer to New. In the submenu
displayed, click on Folder. The folder will appear, being given a name determined by
Windows. In the example illustrated three folders were created (one at a time) and
Windows named them New Folder, New Folder (2) and New Folder (3).

) Mew Folder
) Mew Folder (23
[ Mew Folder (3)

To

create folders within folders
Select a folder and then create a new folder within it. The process can be repeated to
create as many levels of folders as required (within reason).

To

create a folder directly on the Desktop, using a popup menu

Click the right-hand mouse button anywhere on an empty part of the Desktop surface
and the Desktop popup menu will be displayed.

Move the mouse pointer to New and from the sub-menu select Folder, as illustrated.

Arrange Icons By #
Refresh

Properties @m Shorkout

You can now use this folder to help organise your Desktop and keep it free from clutter.
There is no limit to the number of folders which you can create on either the Desktop or
within the file system, and every folder can contain additional sub-folders.

-

Mew Folder

2.3.2.3 Open a window to display directory/folder name, size, location on
drive

To

view folder attributes

Open the Windows Explorer.

The appearance of the Windows Explorer contents window may be customised to
display file and folder objects in five different views. The different views can be selected
via the View drop down menu or by clicking on the Views button.
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Thurnbnails
Tiles

Icons

List

Details: Displays details such as name, size, type, and last accessed date.

To view folder properties
e The basic folder display, when using the Details view looks as illustrated.

& Local Disk (C:)

Fle Edt Wiew Favorites Tools Help I
¢ - ) D | £ -
Qo - Q- Poowar |iE Fu\ders} B

Address | C1) B e
Folders X Name Size | Type Date Modfied

B S kil g

e If you were to right click on one of the folder icons, a popup menu would be displayed, as
illustrated. Select Properties from this menu to display a dialog giving more detailed
information about this folder.

ECDL_v3_and_Advanced_XP_COURSES Properties 2] [%]

General | Sharing | Customize

[ / ECDL_w3 and_Advanced *P_COURSES
Type: File Folder

Location: Ch

Size: 189 B [198,658.476 bytes)

Size on disk: 190 MB [200,065,024 bytes]
Cortains: 794 Files, 138 Folders

Created: 28 June 2002, 11:34:18

Altributes:

OF. ] [ Cancel

2.3.3 Working with Files

2.3.3.1 Recognise common file types: word-processing files,
spreadsheet files, database files, presentation files, image files, audio
files, video files, compressed files, temporary files.

To determine file types
e Within the Windows Explorer window each file will be marked with a small icon, as
illustrated. In the example shown, the first file displays an icon representing Microsoft

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware for Trainers 1995-2004 www.cctglobal.com



PAGE 52 - ECDL MODULE 2 (USING WINDOWS XP) - MANUAL

Word, and if you look along the line of information about this file, it clearly states
(assuming that you are using the details mode to view the files) that the file is indeed a
Microsoft Word Document. The second file is marked as a Microsoft PowerPoint
Presentation file in the same way.

|@ ecdlmodule-7. doc 1.463KB  Microsoft Word Document
fromt cover. ppt 16EE  Microzoft PowerPaint Presentation

This indicates that somehow Windows knows what a Word file is and what a PowerPoint
file is. This is because when Word and PowerPoint were installed onto the PC the
installation program gave Windows information about files which would be created using
these packages.

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

In some cases Windows does not have detailed information about certain file types. In
the example illustrated, there are two files and the icons used to display them are the
generic Windows default icons. This means that if you were to double click on these files
they would not run or be displayed within a program, for the simple reason that Windows
does not know what to do with these files. There is no "file association" for these
particular files.

[=] CCT .zip
;1 cot_buttons PSD

Some more examples:

The icons shown for some of these file types will vary depending on what programs you
have installed on your computer.

,%ecdl.e:-ce
The .EXE extension indicates that the file is an executable (program) file.

4 ecd gif

The .GIF extension means that the file contains an image. GIF files are commonly found
on the Web.

g ecdl.|pg

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

&) ecd html

.HTML (HyperText Markup Language) is the format used by Web pages.

[#] ecd. mdb

.MDB files contain an Access database.

ecdl. pdf
.PDF is used by the Adobe Acrobat program.
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eu:-:ll.rtf

.RTF (Rich Text Format) is used for word processed documents. It is used by many
different kinds of word processing application, so it is useful for converting documents
from one program to another.

.TXT files are simple text only files.

@ ecdl.xlz

XLS files contain an Excel Workbook.

Audio and video files

Audio files can be stored in a variety of different file formats, such as .WAV files.

Video files formats include: MPG, AVI and MOV.

Compressed files

Compressed files are files which have been compressed using a third party utility such
as PKZIP or WINZIP. They often have a file name extension of .ZIP (or sometimes
.RAR). File compression is used to make file smaller so that they take up less space on
a hard disk and can be transferred faster over a network or the Internet. To be opened
they need to be un-compressed first.

Temporary files

Temporary files are created by Windows and also by Windows applications. In some
cases, such as after a system crash (i.e. when Windows freezes and stops working),
these temporary files are not automatically deleted as they are supposed to be (hence
the name temporary!). Temporary files often have the file name extension .tmp or .temp.

2.3.3.2 Count the number of files, files of a particular type in a folder
(including files in sub-folders).

To count up the number of files within a folder (inc. sub-folders)

Start the Windows Explorer program.

Within the left hand side of the dialog box, select the folder containing the files which you
wish to count up.

Right click on the folder icon and from the popup list displayed, select Properties. A
dialog box will be displayed. In the Contains section of the dialog box, you will see
information relating to the total number of files in the selected location.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware for Trainers 1995-2004 www.cctglobal.com



PAGE 54 - ECDL MODULE 2 (USING WINDOWS XP) - MANUAL

ECDL Advanced Level using XP Properties EJE|

General | Sharing | Customize

’,)I ECOL Advanced Level using =P

Type: File Falder

Location CMECDL_+3 and Advanced_<P_COURSES
Size: 19.0ME 19,930,617 bytes]

Size on disk:  19.4 MB (20,344,832 bytes)

Contains: 202 Files, 10 Folders

Created: 28.June 2002, 11:34:35

Attributes: =]
[]Hidden

To count files of a specific type in a folder (which DOES NOT contain sub-

folders)
e Open the Windows Explorer program and within the left section of the dialog box, select
the folder containing the file which you wish to count up.

NOTE: This method only works for a selected folder and will not count files within sub-
folders.

e Click on the View drop down menu, and select the Details command, which will show
you files as a detalils list including information such as name, size, type etc.
e Click on the Type header.

+| Tupe [
1 Fila B

¢ You will see the file list is now sorted by file type.

Marme | Size: | Type | Modified
Clirfo File Folder 190602002 12:48
@ Imagel1.qif 2KB GIF File 22{01/2002 20:55
@ Imagel2.qif 2KB GIF File 22{01f2002 20:57
@ Image3.gif 3JKB  GIF File 14/03/2002 23:41
@ Imaget, gif 4KB GIF File 14/03/2002 23:40
@ FHG Map.jpg 167 KB JPGFile 17/09/2001 13:56
@ clients_usa html 32KE  Microsoft HTML Doc...  14/0502002 14:15
comming_soon, htral 12KE Microsoft HTML Doc...  14/05/2002 14:15
@ computer_course. .. 13KE Microsoft HTML Doc...  14/05/2002 14:15
@ computer-course,.. SKE Microsoft HTML Doc...  0&/02/2002 19:50
@ coollink.html 9KE Microsoft HTML Doc...  14/05/2002 14:15
@ corpdeal. himl 13KE Microsoft HTML Doc...  14/05/2002 14:15
@ carkrain, html 13KE Microsoft HTML Doc...  14/05/2002 14:15
@ courbugs. html 14 KB Microsoft HTML Doc..,  14/05/2002 14:15
@ courses, himl ZL KB Microsoft HTML Doc...  28/05/2002 15:33
namingfconvertm. o Z0KE  Microsoft Word Doc... 270202002 20:45
nec show Follawy, ., Z5KE  Microsoft Word Doc...  O3/05/2002 09:30
The Histary of th... Z22KE  Microsoft Word Doc...  18/04/2002 13:07
E Image2.psp 29KE  Paint Shop Pro 5 Im... 12/03(2002 15:14
Image3.psp 13KE Paint Shop PraSIm... 14/03/2002 23:40

¢ In the example shown, you can see all the GIF files are displayed at the top of the file
listing.

e To count up these files, click once on the first GIF file.

e Press the Shift key (and keep it depressed).
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e Click on the last GIF file in the list.
Release the Shift key.

¢ Right click over the selected files and from the popup menus displayed, select the
Properties command. Within the dialog box, you will see a count of the number of files
selected.

cctglobal-04, ... Properties.

General | Summary |
‘“ 4 Files, 0 Folders
Type: All of bype Microsoft Wword Document
Location: Allin C:ifolder one
Size! 7.0 KB (79,5872 bytes)
Size ondisk:  80.0 KB (81,920 bytes)

To count files of a specific type in a folder (which DOES contain sub-folders)
e Click on the Start icon (bottom-left corner), and select the Search command.

e

@ Taur Windows ¥P
@) Help and Suppart

All Programs D

@‘ Laog Off ‘6| Turn OFf Computer

4 stant @ folder one 2 ECDL Y4 MOD 2 win

¢ You will see a dialog box displayed.

3 A fiet 3 Py
) Computers or pengle

) Jformation in Help and Support Center
‘You may sleo want bo...

4 Soorch b Inkerret

1#] Crangs preferences.

e Click on All files and Folders.
All files and Folders

This will display the following:
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B Soarch Results
Fie ES fow Fgeordes Toch  Heo &

> JO | 7 snare || pokdes | [153)
o Search Resus * Hw

[T e— % Tostart your sasich, Follow the rstructions inthe left pans.

Search by aivy e 8 of the criteria
[,

o prt o the fle s

A weord or phriese i the fle:

\eok

o Ll Mare D (1) -

it s it mesddind C

What size Is It ¥

Mare advanced options F
Co

¢ Inthe All or part of file name section of the dialog box, enter a star (*), followed by a
period (full stop), followed by the file name extension of the type of files you are
interested in. In the example shown we are interested in Microsoft Word document files
which end in .DOC.

Search by any or all of the criteria
below.

&l or part of the file name:
| * do| |

e Inthe Look in section of the dialog box, click on the down arrow to the right and select
the Browse command.

search by any or all of the criteria
below.

Al or part of the File name:
= |

A word or phrase in the File:

| Lookin:
“a Local Hard Drives (C:) v |
D My Documents

My Pictures
My Music
Desktop

d My Computer

e Local Hard Drives {C1)

1) Shared Documents

j 315 Floppy (&0

e Local Disk {C:)

@ precero0s00 (D)

Q) D Drive (E:)

2 ek on 'Office Server {Cet-serverl)' {v:)
2 Diata on 'Office Server (Cot-serverl) (¥:)

e Navigate to and select the required folder, as in the example below, and then click on the
OK button to continue.
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Browse For Folder

Choose directory to search

1) drivers ~
(= (@ ECDL_v3_and_Advanced_XP_COURSE

us 4 using 2000

[Chmodz
Chmod3

< |

|
[E3

Folder; ‘ ECDL sylabus 4 using 2000 ‘

[ Make New Folder ] [ Ok 1 [ Cancel ]

We have now told Windows what to look for and where to look for it, as below.

[ 4 =

Search by any or all of the criteria
below.

All or part of the file name:
| *doc ‘

A ward or phrase in the file:
Laook in:
|E| ECDL sylabus 4 using 2000 v ‘

When was it modified?

What size is it?

More advanced options ¥

Finally we need to make sure that subfolders will be searched. To do this click on the
following:

4

More advanced options

Make sure that the Search subfolders option is selected.

|| =earch hidden hles and Fo
Search subfolders

" Aacr crnibive

Now click on the Search button to start the search.

You should see something resembling the following screen.
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B scarch Results -
Eile  Edit  View Favorites  Tooks  Help
) ® -
€) >] & ‘/. Search || Folders
Address | ] Search Results Y B
-

x n N N
e chiCompanin W] ECDL ¥4 MOD 1 pe windows ECOL V4 MOD 1 pe windows ECOL V4 MOD 1 pe windaws
version EXERCISES version version.dac
CAECDL_v3_and_Advanced_.. CAECOL_va_and_Advanced_... CHECDL_v3_and_Advanced_...
™ ™
[ | ecoL v4 moD 2 windows 2000 ECDL V4 MOD 2 indows 2000 [} | ECDL ¥4 MOD 2 windaws 2000
version EXERCISES version version.doc

CHECDL_v3_and_Advanced_.. AECDL_v3_and_Advanced .. CAECDL_v3_and_Advanced_...

There were 161 files found. Did you find I
what you wanted? ECDL ¥4 MOD 2 windaws 98
version
fes, Fin CAECDL_v3_and_Advanced ...
No, refine this search and...

change Fils name or keywords

Change whether hidden and system files
areincluded

131

ECOL ¥4 MOD 3 affcie 2000
version EXERCISES
CHECDL_v3_and_Advanced_.,

COL ¥4 MOD 3 offcie 2000
version

searching CAECDL_v3_and_Advanced_...

ECOL ¥4 MOD 3 offcie 2000
wersion, doc
CHECOL_v3_and_Advanced ..

ECDL V4 MOD 4 2000 wersion
EXERCISES

ECOL ¥4 MOD 4 2000 version
CAECDL_v3_and_Advanced_..

1B

NECDL_v3_and_Advanced .,
™
ECCL Y4 MOD 5 2000 versian
EXERCISES
CHECOL_v3_and_Advanced .,

ECOL ¥4 MOD 6 2000 wersion
EXERCISES

CHECDL_v3_and_Advanced_.,

ECDL ¥4 MOD 4 2000
wersion,doc
CHECOL_v3_and_Advanced ..

ECDL Y4 MOD 5 2000 version
CAECDL_v3_and_Advanced_..

You may also want to...
Sork results by category ¥

ECDL ¥4 MOD 5 2000
version,doc
CHECOL_v3_and_Advanced ..

View results differently ¥ ECDL ¥4 MOD 6 2000 version

CAECDL_v3_and_Advanced_..

) Start a pew search

ECDL ¥4 MOD 6 2000
version,doc
CHECOL_v3_and_Advanced ..

ECDL Y4 MOD T explarer version
CHECDL_v3_and_Advanced_..

ECDL_4_MOD_7 _explorer ..
CAECDL v3_and_Advanced_...

access_2D00_foundation_man. .
CHECDL_v3_and_Advanced ...

ecd_v3_module__pe_manual.
CAECDL_v3_and_Advanced_...

cdl_v3 module_2_win_38_m...

CAECDL_v3_and_Advanced_...

¥ B

¥ | eedl_v3_module_3_office_200..

ccdl_v3_module_4_cffice_200. ccdl_v3_module_5_office 200... ¥

€] € €] [€]} [€] €] &}
B R oD (I () (o 1 ol ol

B ) B () 1)

As you can see in total 161 files were found in this example!

2.3.3.3 Change file status: read-only / locked, read write

To view files as a detailed list

e The appearance of the contents window may be customised to display file and folder
objects in four different views. The different views can be selected via the View drop
down menu or by clicking on the Views button. Clicking on the Details item will display
all files and associated file details such as name, size, type, and last accessed date in a
single row, as illustrated.

Hame Size  Type Date Modified
A @cctgluhal-ﬂl Z0KE  Microsoft Word Doc,..  01f07/2002 15:24
5 @cctglabal-ﬂz Z0KE  Microsoft Word Doc,..  D1/07j2002 15:24
@cctglnhal—[ﬁ 20KB Microsoft Word Doc...  D1/07j2002 15:24
| v @cctglohal-m 20KE  Microsoft Word Doc,..  01f07/2002 15:24
. @cctglubal-ﬂs Z0KE  Microsoft Word Doc,..  D1J07/2002 15:24
Large Icans ®cctglobak-06 20KE  Microsoft Word Dac...  01/07(2002 15:24
=i Small Icons @cctglohal-ﬂ? 20KE  Microsoft Word Doc,..  01f07/2002 15:24
£ List @cctglubal-ﬂﬁ Z0KE  Microsoft Word Doc,..  D1J07/2002 15:24
@cctglnhal—DQ 20KB  Microsoft Word Doc...  D1/07j2002 15:24
& @ Details
F Thumbnails

To view file properties
e The basic file display, when using the Details, view looks as illustrated.

Name Size | Type Date Modified
A | Bcetgiobal-ot 20KE  Microsoft Word Doc...  D1j07/2002 15:24
i @cctg\oba\-ﬂz 20KE Microsoft Word Doc...  01)07/2002 15:24
B cctglobal-03 20KE  Microsoft Word Doc...  D1j07/2002 15:24
@cctg\oba\-ﬂ‘l 20KE Microsoft Word Doc...  01)07/2002 15:24
B8] cctglobal-05 20KE  Microsoft Word Doc...  D1j07/2002 15:24
@cctq\oba\-ﬂ& 20KE Microsoft Word Doc...  01)07/2002 15:24
B cctglobal-07 20KE  Microsoft Word Doc...  D1j07/2002 15:24
@cctq\oba\-ﬂﬂ 20KE Microsoft Word Doc...  01)07/2002 15:24
B8] cctglobal-09 20KE  Microsoft Word Doc...  D1j07/2002 15:24

o If you were to right click on one of the file icons a popup menu would be displayed, as
illustrated.
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Note: This popup menu allows a wide range of file manipulation options, such as the
ability to delete or rename a file, as well as the ability to Send To a diskette.

Mame Size | Type Date Modified
~| T 20KE Microsoft Word Doc...  01/07/2002 15:24
Bty Open 20KB  Microsoft Word Doc...  01/07/2002 15:24
oy Mew 20KE  Microsoft Word Doc,.,  01/07/2002 15:24
By FHNE 20KB Microsoft Word Doc...  01/07/2002 15:24
Wty Open With 4 20KE Microsoft Word Dac...  01/07/2002 15:24
@cctn send To N 20KE  Microsoft Word Doc...  01/07/2002 15:24
@cct- 20KE  Microsoft Word Doc...  01/07j2002 15:24
[ 20KE Microsoft Waord Doc...  01/07(2002 15:24
@cctn Copy Z0KE Microsoft Word Doc...  01/07j2002 15:24
Create Shortcut
Delete
Rename
Properties

e Select Properties from this menu to display a dialog box giving more detailed
information about this file, as illustrated.

Genetal | Custom | Summary

@ cetglobal-01

Type of file:  Microsoft Waord Document
Opens with: Microsaft Ward

Location: Ct\folder one
Size: 19,5 KB {19,968 bytes)

Size ondisk: 20,0 KB (20,400 bytes)

Created: 01 July 2002, 15:24:21
Modified: 01 July 2002, 15:24:21
Accessed: 05 September 2002, 09:45:36

Ateributes:  [JRea

To write protect a file.

e Select the file(s) which you wish to write protect and right click over the selected file(s),
and from the popup menu displayed, select the Properties command.

e Within the Attributes section of the dialog box displayed, click on the Read-only check
box, as required. Click on the OK button to confirm your actions.

Attributes: =

[ Hidden

To change a read-only file to a read/write file

e Select the file(s) which you wish to remove a write protect attribute from.

e Right click over the selected file(s), and from the popup menu displayed, select the
Properties command. Within the Attributes section of the dialog box displayed, remove
the click on the Read-only check box.

e Click on the OK button to confirm your actions.
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2.3.3.4 Sort files by name, size, type, date modified.

To sort your Windows Explorer file listing

Open the Windows Explorer program and within the left section of the dialog box, select

the folder containing the files which you wish to view.

Click on the View drop down menu, and select the Details command, which will show

you files as a detailed list including name, size and type.

Mame

Size

Type

Dake Modified

| cctglobaI-Dl Z0KE Microsoft Word Doc,,, 01072002 15:24
cctglobaI—UZ Z0KE  Microsoft Word Doc,,,  01J07(2002 15:24
@cctglobal—DS Z0KE Microsoft Word Doc...  01f07/2002 15:24
Eblcctglobal—m 20KE Microsoft Word Doc,,.  01f07/2002 15:24

To sort the listing by name, click on the Name header.

To sort the listing by size, click on the Size header.

To sort the listing by type, click on the Type header.

To sort the listing by date modified, click on the Date Modified header.
NOTE: To reverse the sort order re-click on the header!

2.3.3.5 Understand the importance of maintaining correct file extensions
when renaming files.

Why are file extension names important?

o Windows uses the file extension name as a clue to what type of file, the file is. Thus
Windows knows that files which end in .TXT are text files. Files which end in DOC are
word-processor files. Files which end in .XLS are spreadsheet files. If you change the file
name extension Windows will become confused as to what the file format is!

NOTE: By default the file name extensions are not displayed within the Windows
Explorer. To view the file name extensions you will need to customise the display.

2.3.3.6 Re-name files and directories/folders.

To rename files or folders using the Explorer

e Select the file or folder to be renamed.

e From the File drop down menu, select the Rename command
OR click once using the right-hand mouse button to display the popup menu, and click
on the Rename command.

o Enter the new name, and press the Enter key to confirm the change.
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To rename files or folders - the easy way

o Within the Windows Explorer click once on the file or folder to select it.

e Wait a few moments and then single click again in the file or folder (using the left-hand
mouse button). A box will appear around the file or folder allowing you to directly edit the
name. Press the Enter key to confirm the name change.

NOTE: Be careful not to make the second click too soon after the first click, as Windows
may interpret this as a ‘run this file command'!

To view file name extensions using the Windows Explorer

e Open the Windows Explorer.

e Click on the Tools drop down menu and select the Folder Options command, which will
display the Folder Options dialog box.

e Click on the View tab, within the Folder Options dialog box.

e Within the Advanced settings section, make sure that the Hide extensions for known
file types option is NOT ticked.

Folder Options E‘El

General | ¥igw | File Types | Offline Files

Folder wiews
“r'ou can apply the wiew [such as Details or Tiles) that
you are using for this folder to all folders.

[ oy to Al Folders | [ Beset AllFolders |

Advanced settings:
[ Digplay the contents of system folders ~
Display the full path in the address bar
[ Drigplay the full path i the title bar
[] Do not cache thumbnails
|y Hidden files and folders
(%) Do nat show hidden files and folders
() Show hidden files and folders
(W Hide = s for known File bypes
Hide pi operating system files [Recommended)
[] Launch folder windows in a separate process
|5y Managing pairs of Web pages and folders
(&) Show and manage the pair as a single file A

Restare Defaults

[ Ok H Cancel ][ Apply ]

e Click on the OK button to close the dialog box and apply the changes.

WARNING: DO NOT change the file type extensions!

Beware of re-naming certain files!
e WARNING: Do not rename files using the following file name extensions:
.EXE
.COM
.BAT
.DLL
INI
.SYS
These files are normally files used by your computer and you can damage your system
by renaming these types of files.
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2.3.4 Duplicate, Move

2.3.4.1 Select afile, directory/folder individually or as a group of adjacent
or non-adjacent files, directory/folders.

To select an individual file or folder within the Windows Explorer
¢ Open the Windows Explorer program and if necessary select the folder which contains
the file in which you are interested. Click on the file which you wish to select.

Not selected, the icon will look like this.
E_Imageé_gif

When selected the icon will be highlighted, as illustrated.

To select a continuous block of files

¢ Open the Windows Explorer program and select the folder in which you are interested.
Click on the first file of the block you wish to select, then while depressing the Shift key,
click on the last file of the required block. When you release the Shift key the entire
block will remain selected.

2| Bootiog.tt
ﬁ Cornmand. com

=] Mados. -

To select multiple files which are not in a continuous block

e Open the Windows Explorer program and select the folder in which you are interested.
Click on the first file which you wish to select and while keeping the Ctrl key depressed,
click on the other files which you wish to select. When you release the Ctrl key, the
selected files will continue to be highlighted.

8] 1450055
] MoPactive log
MZplnzt log

Metlog. bt
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2.3.4.2 Duplicate files, directories/folders between directories/folders
and between drives.

To copy files (the hard way) using the Windows Explorer

Open the Windows Explorer by right-clicking on the Start button and selecting Explore
from the popup menu displayed.

Select the file or folder to be copied.

From the Edit drop down menu, click on Copy

OR click using the right-hand mouse to display the popup menu, and click on the Copy
command.

Select the required destination within the Windows Explorer tree.

From the Edit drop down menu, click on Paste

OR click using the right-hand mouse to display the popup menu, and click on the Paste
command.

To copy files (the easy way) using the Windows Explorer

Simply highlight the file you wish to copy, and with the CTRL key depressed, drag the file
from one location to another.

2.3.4.3 Move files, directories/folders between directories/folders and
drives.

To use “Cut and Paste” to move files from one folder to another

In the example shown we have two folders, called Folder One and Folder Two.

Folder one contains three files called:
file one.doc, file two.doc and file three.doc.

=5 _ceT
o | Folder One
[ Folder Twio

In this example we wish to move the files contained within the folder called folder one to
folder two.

First we need to select the files which we wish to move. Depress the Ctrl key, and whilst
keeping it depressed, click on the three files. When the Ctrl key is released, the three
files remain selected.
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Folders

@' Deskkop
u:i My Documents
= j Iy Computer
5 3% Floppy (A1)
[= % Local Disk {C:)
B0 _ccT
) Folder One
I3 Falder Two

Size
S1KB
51 KB
S1 KB

Type Date Modified

Microsoft Word Doc...  28/11/2003 11:20
Microsoft word Doc...  28/11/2003 11:20
Microsoft Word Doc,..  28/11/2003 11:20

Now right click and from the popup menu displayed select the Cut command.

Mame Size

S1KE
S1KE
S1 KB

Open

Newe

Print

Open With

Sean with Morton Ankivirus
B Add ko archive...
B add ta "Folder One.rar”
B Compress and email, ..
2 Compress to "Folder One rar" and email
) WinZip

Send To

=T
Copy

Next click on the folder to which you wish to move the files, i.e. Folder two. Right click

Ty
Mic
HMic
HMic

on this folder and from the popup menu displayed, select the Paste command.

§ o

=]

1) adaptec

o At Explore

123 Documents  open

1) drivers Browse with Paint Shop Pro
S woL-s0U  ssarch...

I Inetpub Add to Winamp's Baokmark list

13 My Downlo|  Enqueue in Winamp
120 My Installa  Play in Winamp

1) My Music
& wina Sharing and Security. ..
) Patches | R to archive...
=) Program Al B Add to "Folder Twa.rar”
) sbi B Campress and email. .,

{3 STUDENT B Compress ta "Folder Two rar” and email

() Temp stuf B WinZP
12 turnpike Scan with Mortan Antivirus
12 WINDOWS
) WlTemp Send To
% DATADRIVELD oy
b DVD-Rw Drive | copy

[ contral Panel

The selected files will appear in the new folder. We have cut and pasted (i.e. moved)
them from one folder to another.

To use "drag and drop"” to move files from one folder to another - Moving the

easy way!

In the example shown we have two folders, called Folder One and Folder Two. Folder

one contains three files called: file one.doc, file two.doc and file three.doc.

25 _ccr
' | Folder One
[C5) Folder Two

In this example we wish to move the files continued within the folder called folder one to

folder two.
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First we need to select the files which we wish to move. Depress the Shift key, and
whilst keeping it depressed, click on the three files. When the Shift key is released, the
three files remain selected.

Size  Type Date Modified
S1KE Microsoft word Doc...  28(11/2003 11:20
S1KE Microsoft Word Doc...  28/11/2003 11:20
S1KE Microsoft Word Doc...  28/11/2003 11:20

Folders
[} Desktap
] ..I_‘| My Documents
= 1 My Computer
& 3 314 Floppy (A:)
=% Local Disk {C:)
=5 _cer
() Folder One
i) Folder Two

Use the mouse to drag the selected files to the folder called folder two. You will notice
that a representation of the files is displayed when you move the mouse pointer on
screen, as illustrated.

Size | Type Date Modified
51 KE Microsoft Word Doc,..  28/11/2003 11:20
S1KE Microsoft wiord Doc..,  28/11/2003 11:20
S1KE Microsoft Waord Doc,,,  28/11/2003 11:20

Folders £
(& Deskrop
= u My Documents
= } My Computer
£ _ﬁ 3% Floppy (A}
= Local Disk (C:)
=) T

) Folder One

=1-{J) adaptec
-1 2) aspi

NOTE: Had you wanted to copy the files rather than move them, you would have
depressed the Control key while dragging and dropping.

2.3.4.4 Understand why making a ‘backup’ copy of files to a removable
storage device is important

Why do you need to back up your computer?

The most important thing which you store on your computer is information. Often the
contents of a hard disk can represent years of work. If the hard disk stops working one
day you could lose all those years of work. For this reason it is VITAL that you make
regular backups of the information which is stored within the computer. In large
organisations this backup procedure is normally performed automatically by your
computer support team, where the data is normally held on a centralised, networked
computer server. In smaller organisations, it is often up to the individual to organise
some sort of data backup. If nothing else is available, copy your files to a floppy disk and
make sure that these backup disks are stored away from the computer, ideally off-site.

Why you should use 'off-site' storage

It is no good backing up your data, only to leave the item which you backed up to next to
the computer. If someone steals your computer, it is likely that they will also steal your
backup tapes or disks if you have left them next to the computer! If you have a fire, then
again you will lose your backups if the backups are stored next to the computer. Ideally,
backups should be stored off-site at a safe location. At the very least, consider storing
your backups in a fireproof safe, which will give some protection against fire damage.
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To copy files to a diskette
¢ Open the Windows Explorer and select the file(s) you wish to copy to a diskette.
o Click once using the right-hand mouse, to display the popup menu as illustrated.

Name Size | Type Date Modified
cctg\nha\-ﬂl 20KB  Microsoft Word Doc...  01j07/2002 15:24
@cctg\oba\—oz 20KE  Microsoft Word Doc...  01J07/2002 15:24
Ettg\nha\-ﬂﬁ 20KB  Microsoft Word Doc...  01j07/2002 15:24

20KB  Microsaft Word Doc..,  O1J07/2002 15:24
20KB  Microsoft Word Doc...  01j07/2002 15:24
20KB  Microsoft Word Doc...  01j07/2002 15:24
20KE  Microsoft Word Doc...  01J07/2002 15:24

2NKR_ Micrneoft ittord Doc,..  01j07/2002 15:24
d (1] compressed (zipped) Folder

‘ord Doc.,..  01/07/2002 15:24

cut [# Desktop fcreate shortcut)
Copy ) Mail Reecipient
Create Shorkout E‘ My Docurnents

Rename

(=) <D Drive (E1)

Properties

e Click on the Send To command, and then select 3 1/2 Floppy (A) from the sub-menu
displayed.

BEWARE: Floppy disks are not the most reliable type of backup. Be sure to store any
data backed up to a floppy disk in a safe place away from heat and magnetic fields. Also
store your backup disks in a different location from your computer!

2.3.5 Delete, Restore

2.3.5.1 Delete files, directories/folders to the recycle bin / wastebasket.

To delete a file or folder

o Files or folders can easily be deleted from the Windows Explorer. Use this facility with
care! Many files which you can see using the Windows Explorer are vital to the correct
functioning of Windows.

Remember that the Windows Explorer program, in common with many Windows
programs, has an Undo Delete command, located under the Edit drop down menu!

¢ Right-click on the Start button and from the popup menu displayed select the Explore
command.

e Select the file or folder which you wish to delete.

o Press the Delete key on the keyboard which displays the dialog box illustrated.

Confirm, File Delete

j Are you sure you wank to send 'cctglobal-04' to the Recycle Bine
| 2

e Confirm your deletion.
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NOTE: All files deleted via the Windows Explorer move to the Recycle Bin before being
finally purged, and so remain salvageable for quite a long time.

To physically delete files (rather than sending them to the Recycle Bin)
e Select the file you wish to completely delete from your computer system.
e Press Shift+Del, which will display the warning dialog box illustrated.

Confirm File Delete

4 Are you sure you want to delete 'cctglobal-04'7

o Click on the Yes button and the file will be physically removed from your hard disk.

NOTE: This dialog box does NOT send the file to the Recycle Bin.
It deletes the file from disk. BEWARE!

To delete a folder
e Use exactly the same method which you would use for deleting a file. i.e. select the
folder and press the Delete key.

The Recycle Bin and deleted files

¢ Normally when you delete a file it is moved to the Recycle Bin. Files are held in the
Recycle Bin for some time, and you may well find that you will be able to recover
‘deleted’ files from the Recycle Bin.

2.3.5.2 Restore files, directories/folders from a recycle bin/wastebasket.

To restore deleted files or folders
e Double click on the Recycle Bin icon (located on your Windows Desktop, i.e.
background screen), and the Recycle Bin window illustrated will be displayed.
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[} Recycle Bin |:I ‘EHE'

Fle Edt Yew Favorites Tooks Help v
- ) [ (@] 0 -
(< © T | Psacn [ rdders
adciress | 2l Recycle Ein v B
o (o] calculator ™ ECDL (4 MOD 2 windows 55
Recycle Bin Tasks Qe8|  Shorteut IIi wersion
4K8 Vicrosoft Word Document
2} Empty the Recyele Bin
B} Restore allitems = Microsoft Excel Microsoft Word
;3 Shatteut ‘ Shortcut
#l 4K8 (2] 4KB
Other Places —
ey i b~ Shortcut to HP LaserJet 5
> Shorteut
@ Deseop oke i

(24 My Documents

P B Shorbeut to my mema 2 Shortcut to my sheet
i My Computer W] Shorteut ] Shortcut
W My Mebwork Places Ed 4kB 1] 4KB

(1 temp pic
Details &4 KE

s

Recycle Bin

e Select any files / folders which you wish to restore.
e Click on the File drop down menu and select the Restore command.

 Recycle Bin
Edit

Wi

Create Shorbcut
Delete

Rename | ]
Properties

Close

2.3.5.3 Empty the recycle bin / wastebasket.

To empty the Recycle Bin

o Within the Recycle Bin Tasks section of the dialog box, select the Empty the Recycle
Bin command.

-} Recycle Bin

File Edit Yiew Favorites  Toaols

& Back ‘\_;l L‘E p St

address | ) Recycle Bin

Recycle Bin Tasks

%) Emphy the Recvele Bin

BJ Restare this tem

NOTE: To delete only certain files / folders, depress the CTRL key (and keep it
depressed). Click on the files you wish to delete from the Recycle Bin, and then release
the Ctrl key. Finally, from the File drop down menu, click on the Delete command.
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] Recycle Bin
N Edit  Miew  Fau

Restore

Delete

Properties

Close

2.3.6 Searching

2.3.6.1 Use the Find tool to locate a file or a directory/folder

The Start Button - Search

e The Search utility allows you to search for files by name, part of a name, content, and
even by the date of a files creation. You may also search for a particular type of file such
as searching for all sound files (ending in an extension of .WAV). You can also search
for a file containing a particular word or phrase!

e To open the Search dialog box, click on the Start button, click on the Search command.

@ | Turn OFf Computer

Bin

e This will open the Search Results dialog box.

B Search Results ulEJEJ
File Edit View Favorites Tools Help "
Qo - © - F Lp Search || Folders | [T3]

Address | ] search Resuts v| B

Search Comparion X Tostark your search, Follow the instructions in the left pane,

What do you want to search for?
Bictures, music, or video

Documents (word processing,
spreadshest, ste. )

Al files and folders

Computers or people

) Information in Help and Support Center
‘ou may also want ko...

Q Search the Internet

Change preferences

7] Learn more about Search Companion

e You can use the options within the search facility to search for files and folders by name,
contents, size, type and date modified!
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To search for afile, or folder, by name
e Click on the Start button and then click on the Search command. This will display a
dialog box as illustrated.

B Search Results

Eile Edt View Favorites Tools Help

(€ \J Lj; psaarch [ Folders | [525] -

Address |<J Search Results v| =2
Search Companion X Tostart your search, Follow the instructions in the left pane.

What do you want to search far?

Pictures, music, of video

Documents (word processing,
spreadshest, etc.)

Al files and Folders

Computers ar people

@) Information in Help and Support Center
You may also want to...

&3 Search the Intermet

Changs preferences

@ Learn more about Search Companion

e Click on All files and folders.

&ll files and Folders

This will display the following.

Search by any or all of the criteria
below.

Al ar part of the file name:

& word or phrase in the File:
Look. in:
|'i-|l' Local Hard Drives (C:) b |

¢ Inthe All or part of the file name section, enter the name of the file you are searching
for.

e To start the search click on the Search button.

e To open the file which has been found, double click on it.

2.3.6.2 Search for files by content, date modified, date created, size,
wildcards.
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To

search for a file using wildcards instead of the full name

In the previous example, we knew the full name of the file or folder for which we were
searching. 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

To

find a file containing a specific word or phrase

Often you may create a document using a word-processor and save the file when
finished to disk. Some time later (often weeks or months later) you may wish to re-open
the file, but are unable to remember the file name used to store the file. Sound familiar?
Well you can use the Search facility to help you out and find files containing a phrase
which was contained within the document you created, maybe the name of the person
you were writing a letter to.

Open the Search dialog box, by clicking on the Start button and then clicking on the
Search command.

Click on All files and folders.

E3 Al files and Folders

Within the dialog box which is displayed, enter a word or phrase in the following section.

& word or phrase in the File:

If necessary specify where to search using the Look in section of the dialog box.
Click on the Search button to start the search.

To

find a file created on or around a certain date

Open the Search dialog box, by clicking on the Start button and then clicking on the
Search command.

Click on All files and folders.
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&l files and Folders

e Click on the down arrow to the right of the When was it modified section of the dialog
box.

4

When was it modified?

e The dialog box will change as illustrated below.

b

;’When was it modified?

(+) Don't remember
1 within the last week
) Past manth

) Wikthin the past year
) Specify dates

From | |

| |

e Select the option required and if necessary define where you wish to search using the
Look In section of the dialog box,
e Click on the Search button to start the search.

To find files of a particular type

¢ Open the Search dialog box, by clicking on the Start button and then clicking on the
Search command.

¢ Within the What do you want to search for? section of the dialog box, you can select
the required file type, such as the first option which includes pictures, music or video
files.

Search For all files of a certain type, or
search

[ rusic
[ videa

All or part of the File name:

‘fou may also want ta...

Use advanced search options

[ Back ] [ Search

=)

Fictures, music, or videno:

e The second option helps you to find application program type files.
e You can select the third option called All file and folders.

&l files and Folders

You can then enter a star (*), followed by a dot, followed by the file name extension of
the type of files you are searching for.
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Search by any or all of the criteria
below.

All or part of the file name:
*.doc

2.3.6.3 View list of recently used files.

To view recently used files
e Click on the Start icon (bottom-left of your screen), and from the popup menu displayed
select My Recent Documents. A submenu will display a list of recently used

documents. Clicking on one of these document files will load the document into the
relevant program.

I ﬂ David Murray

Internet ? My Documents
é Internet Explorer & .
Formail ‘ My Recent Documents ¢ | [Lzijiessty
Micrasaft Outinok E/ My Pict ECDL #4 MOD 1 pr windows wersion
y Pictures
ECDL 4 MOD 1 pe windows version EXERCISES
E Microsoft Word @ My Music B8 ECOL ¥4 MOD 2 windows 98 version
- B ECOL v4 MOD 2 windows 2000 version
Microsaft PowerPaint :5.! My Computer
_ ECDL V4 MOD Z windows 2000 versian EXERCISES
\:} My Network Places
Microsoft Excel B ECOL ¥4 MOD 2 windows xp version
N B’ o ECDL 4 MOD 2 windows xp version EXERCISES
Q,E Pairtk Shop Pra & ) ECOL V4 MOD 2 windows xp version.doc
e;‘ S 4 ECOL V¥4 MOD 4 2000 version
wiordPad =
[2 (L priners and Faes ECDL 4 MOD 4 2000 version EXERCISES
@) Tour Windaws P 1magen
9) Help and Support %] Inages
() somrch (%] mmages2
%] Imagez4
all Programs D T Run
0

2.3.7 Compressing Files

2.3.7.1 Understand what file compression means

What is file compression?

e File compression allows you to compress files so that the file size becomes smaller. This
allows you to save disk space. It is useful when sending files over the Internet (especially
when you have a slow connection).

2.3.7.2 Compress files in a given folder on a drive.
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To compress files using WinZip

e WinZip is not part of Microsoft Windows. It is a third party product which you can
download and try for free, prior to purchasing. To download an evaluation copy of
WinZip, go to www.winzip.com

¢ Display the Windows Explorer program. To compress the files within a folder, right click
on the folder, and from the popup menu displayed, select Add to Zip as illustrated.

(G ECOL_vw3_and_advanced_xP_COURSES LAl
) Folder one
) folder tw
) Mew Fol Explare
\) Mew Fal open
I New Fol Browse with Paint Shop Pra
LD old dats Browse With Paink Shop Pro 7
I2) Patches search. ..
I pictures

\J program  Sharing and Security, ..

) shsi g add to Zip

[ WINDCY B Add ko Folder one.zip

e You will then see a screen asking for a file name, as below.

Add X

Adding 5 files add

Add Ta Archive:

C:Molder onetdave| ﬂ

Hew | Open. | Help

Action:
[&4dd (and Replace] Files ~|

LCompression:

L

|Nurmal

Folders
™ Becurse Folders
[™ Save Exta Folder Info

Attributes
™ Include Orly IF Archive Attibute s Set
I Reset Archive Attribute

[ Include System and Hidden Files Password...

™ Store Filenames In 8.3 Format

¢ In this example we entered the file name Davel. We then need to click on the Add
button and the screen will change, as below.

=] WinZip (Unregistered) - davel.zip

File Actions ©ptions Help

e .
Do Q| P4 Q|
New Open | Fawontes | Add Extract Yiew | CheckOut
Hame Date  Time Size Ratio Packed Path
1 cotglobal05.doc O7/07/02 15:24 19968 91% 1,867
colglobal-06.doc 01/07/02 15:24 19968 91%  1.867
cotglobal02.doc 01407402 15:24 19968 91% 1867
cetglobal-03.doc: 07/07402 15:24 19968 91%  1.867
cctglobal-Dd.doc 01/07/02 15:24 19968 1% 1867

‘wizard

Selected O files, O bytes Taotal b files, 98KE @5

If you were to look at this file listed in the Windows explorer, it would be as illustrated
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below.

L =] [RRAN NN

@cctglobal—ﬂg
davel

e There are other compression programs available, such as PKZIP. Details from

http://www.pkware.com

The PKZIP window is illustrated below.

L1 pKzIP& for, Window:

Fle Compress Extract

B ®|%|%| 8] 5 w2|s|E %] K

For Help, press F1 A

2.3.7.3 Extract compressed files from a given location on a drive.

To extract compressed files using the Windows Explorer

o Open the Windows Explorer and select a compressed file, as illustrated. Notice that the

folder is described as 'Compressed (zipped) Folder'.

QERN L N A NI R b RN BINE- NI E T W - N QA2 LD NPT B S | S ) e
15 wWord-2003-Inkermediate-draft1 3,862 KB Compressed (zipped) Folder

LU L L EI)D A s s
26/11/2003 11:50

e Double click on the zipped folder and you will see a dialog box, as illustrated.

Eile Edit Wiew Favorites Tools Help

@Back < Q @ pSearch H’:—i‘ Folders v

Marne Type Packe... Has ... Size R... Date
[C)'Word 2003 Inter...  File Foldsr 1KE 0KB 0% 27/11/2003 23:56

Folder Tasks =

(I Extract allfiles

Other Places

() For Review
My Documents

[ Shared Documents
i:i ¥y hetwork Places

Details

B Word-2003-Intermediate-draft1 |Z”E| ‘z‘

fddress |[ED Y Cet-server-xp)CC Ty _zarana_download|For Review|Waord-2003-Intermediate-draft1.zip V| Go

[
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To extract the individual files (or folder) from the zipped file (or folder), click on the
Extract all files command (top left of the dialog box).

Folder Tasks

(2] Extract all files

This will display a Wizard dialog box, as illustrated.

Extraction Wizard gl

Welcome to the
Compressed (zipped)
Folders Extraction
Wizard

The extraction wizard helps pou copy files
from irside & ZIP archive.

To continug, click Nest.

Cancel

Click on the Next button. You will see a dialog box which lets you select where to
extract the files (or folders).

Extraction Wizard

Select a Destination =
Filez inside the ZIP archive wil be extracted ta the location pou

choose

Select afolder to extract files bo.

Files will be extracted to this directany:

hloadFor Re: ermediate-draft
Extracting..
: )

[ < Back ” Mext > ] [ Cancel ]

Either change the file location or accept the default offered by clicking on the Next
button.
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Select a Destination —
Files inzside the ZIP archive will be extracted to the location you

chooze

Extraction Wizard

Select a folder to extract files to.

Filez will be extracted ta this directary:

Browse...

Password...

Extracting..

cBack | Mest> |[ Cancel ]

e The final dialog box is displayed as illustrated. Click on the Finish button.

Extraction Wizard F5_<|

Extraction Complete )
Filez have been successfully extracted fram the ZIP archive.

Filez have been successfully estracted ta the following
directarny:

WhCetserver. SWord-2003- I ntermediate-draft]
To see your exfracted files, check the bor below:

Press finish to continue.

< Back Finish ][ Cancel

To extract files using WinZip
o Open the Windows Explorer and select the compressed file which you wish to extract
and right click on the file, which will display a popup dialog box.

] cctglabal-09 20KB M
ave ANVE 4
Open
Explore

Browse with Paint Shop Pro
Browse With Paint Shop Pro 7

EJExtract to...
CIE> o f C:\falder onelDavel
23| Create Self-Extractor { EXE)

Open With 3

e Select an Extract to option as required, and the file(s) will be de-compressed.
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2.4.1 Concepts

2.4.1.1 Know what a virus is and what the effects of a virus might be

What is a virus and what does it do?

Viruses are small programs written so that they can jump from one computer to another
(via disk or a network), and 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.

2.4.1.2 Understand some of the ways a virus can be transmitted into a
computer

How viruses infect computers

Basically if you access files which are virus infected, then that virus may be transmitted
to your computer. Never accept diskettes/CD-ROMs/DVDs which have not been properly
virus scanned first by your computer support team. Never connect to the Internet without
an active virus checker program scanning all the files you download.

2.4.1.3 Understand the advantages of a virus-scanning program

Why use a virus checker?

An up to date virus checker should help protect you from losing data due to virus attack.
You should find that your email system, does not get jammed up due to multiple email
viruses.

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

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

NOTE: Get all the security updates and patches for your version of Windows so that
Windows itself is less vulnerable to virus attack.

2.4.1.4 Understand what ‘disinfecting’ files means.
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What is virus disinfecting?

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

2.4.2 Handling Viruses

2.4.2.1 Use a virus scanning application to scan specific drives, folders
or files.

To run avirus checker

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 Norton Anti Virus program (via the Start menu). In this case we clicked
on the Scan for Viruses button within the program. As you can see you can choose to
scan only certain drives or the whole computer.

B Norton AntiVirus E“§|E‘
, symantec. @
Livellpdate opfions rHelp
Norton AntiVirus Scan for Viruses
A Task Task Schedule
{E scan my computer
=) Scan allremovable drives
Reparts Scan allloppy disks
Scan drives
O] Seanfolders
3 scanfiles
\-\_ Actions Schedule Task
sScan  »Mew ¥ 3 » Schedule

Norton AntiVirus2002

This particular program will display a dialog box similar to that shown while the virus
scan is running.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware for Trainers 1995-2004 www.cctglobal.com



PAGE 80 - ECDL MODULE 2 (USING WINDOWS XP) - MANUAL

= Norton AntiVirus E“E\@
Scan Progress: Scan for Viruses
1 Scan Progress
Scanning for viruses:
2 Repair Wizard
Current ltem e
Repair CACCTILibranACCESS~1manualwe MACCESS~] I =
Quarantine "\\ el
I H action Files e
3 Summary Scanned 2039
Infected o _Stop Scarliil
Repaired i

o 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.

2.4.2.2 Understand why virus-scanning software needs to be updated
regularly

Regularly update your virus checking software!
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. For instance the Norton Antivirus

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

" | jvellpdate

Welcome to LivelUpdate , symantec.
The fallowing Symantec products and components are installed on
your computer:
LiveReg -~
Livelpdate

Morton Antivirus 2002

MNorton &ntvins Vinug Definitions

SARC Submizsion Software Updates

ScriptBlocking “
< »

Livelpdate uses the Intemet to deliver pour
updates.

Click Mext to ses available updates.

Hest » l[ Cancel ] [ Help
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2.5.1 Setup

2.5.1.1 Change the default printer from an installed printer list.

To change the default printer
e Click on the Start icon, and then select Printers and Faxes.

M WordPad
&’_ Prinkers and Faxes
@ Tour Windows XP
@ Help and Suppart.
p Search

All Programs D =7 Run...

@| Log Off |‘®‘ Turn OFf Computer

s start el ECOL ¥4 MOD 2 wind.... 25 Jasc Paint Shop

A dialog box will be displayed, similar to that illustrated.

"% Printers and Faxes ‘Z”EHZ'

File Edit VYiew Favortes Tools Help ?

OBack -J l.’; psaarch u_f‘ Folders v

fiddress | 2y Printers and Faxes b | Go

Auko HP LaserJet I {Copy 23 on

Printer Tasks DA\I’E 2000-PC

o~ __ L Auto HP LaserJet 45i/45i MX PS
- = Dn DAWE-2000-PC
Add a printer
u Set up Faxing Auko HP LaserJet I11 on
DAVE 2000-PC
Ready
See Also HP COLOR on CCT-SERYER L HP LaserJet 451 M
2] Troubleshaot printing Pr’lnter’ ok Found on server, u.. Ready

HP Color Laser Jet 8550-P5

@) Get help with printing

HP LaserJet 5
Ready
Other Places
10 HP4 PCL on CCT-SERVER]
[ Control Panel
S Scanners and Cameras Prlnter ot found on server, ..

(5 My Documents Ps HP on CCT-SERYER
i) My Pictures
9 — Prlnter ok found on server, u..

hu4 local
Ready
LEKMARK on CD-WRITERL

Prmtar ot found on server, u...

Details

In this case we have the choice for printing to a number of different printers. However
when we click on the Print icon within an application such as Microsoft Word, then Word
will only print to a single printer, the one which has been set up as the default (or active
printer). If you have a number of printers installed, as in the example shown, the active
printer is illustrated by a tick.

8 P4 POL on CCT-SERVERL
=
Printer not Found on server, .,
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o To change the default printer to another printer listed here, select the required printer, by
clicking on it. Then right-click to display a popup menu.

Set as Default Printer
= Prin Printing Preferences...

Pause Prinking

Sharing...
Use Prinker Offline

Create Shorteut
Celete
Renarme

Properties

e Select the Set as Default Printer command. The new printer will now be the default
printer for all your applications.

You will notice that if you look closely at the icons within the Printer dialog box, some of
the icons have a haorizontal line under them. This indicates whether the printer is
connected directly to your computer, or via a Local Area Network (LAN).

Local Printer
\:.} Iap‘t local

Ready

Networked Printer
1.'1 L'lj.. LE=MARE on CD-YWRITER1

S 0
% Printer not Found on server, u...

2.5.1.2 Install a new printer on the computer

Windows and printing

e Itis Windows itself, rather than each individual program within Windows, which controls
the printing process. The correct printer driver must be installed for each type of printer
to which you will be printing. A printer driver is simply a piece of software which tells
Windows how to print to a particular printer.

To install a new printer driver
e Click on the Start icon, and then select Printers and Faxes.
¢ In the dialog box displayed, select Add a printer.

Printer Tasks

[2] Add a printer
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This will display a wizard. Click on the Next button to continue.

Add Printer Wizard

Welcome to the Add Printer
Wizard

Thiz wizard helps you install a printer or make printer
cohnections.

through a USE port [or any ather hot pluggable
part, such as [EEE 1394, infrared, and so on), you
do not need to use this wizard. Click Cancel to
close the wizard, and then plug the printer's cable
into wour computer or point the printer toward wour
computer's infrared port, and turn the printer on.
windows will automatically install the printer for you.

i/] If you have a Plug and Play printer that connects
.

To continue, click Mext.

| Mest> |[ Cancel ]

The next dialog box, allows you to select a local or networked computer.

Add Printer Wizard

Local or Metwork Printer
The wizard needs to know which type of printer to zet up.

Select the option that describes the printer you want to uze:

Automatically detect and install my Plug and Play printer

(O & network printer, or a printer attached to anather computer

- To zet up a network, printer that iz not attached to a print server,
‘_1) use the "Local printer" option.

[ < Back ” Mest » ][ Cancel ]

Click on the Next button to continue. Your printer may be automatically detected by
Windows, or you may have to manually tell Windows about your printer, as in the case
shown.

Add Printer Wizard

New Printer Detection
Thiz wizard automatically detects and installs new Flug and Flay printers,

The wizard was unable to detect any Plug and Play printers. To install the
! printer manually, click Mext.

<Back || Mest> |[ Cancel
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e Click on the Next button to continue. Next we need to tell Windows which port the printer
is using (normally use the default offered).

Add Printer Wizard

Select a Printer Port
Computers communicate with printers through ports.

Select the port you want your printer to uze. |f the port iz not listed, pou can create a
new part,

(®) Use the following port;

Mote: Most computers uge the LPT1: port to communicate with a local printer.
The connector for this port should look something like this:

1 (& AN

() Create a new port;

[ < Back ][ Mext > ][ Cancel ]

e Click on the Next button to continue. The next window allows you to tell Windows exactly
what sort of printer you are using.

Add Printer, Wizard

Install Printer Software
The manufacturer and model determine which printer software to uge.

Ay Select the manufacturer and model of your printer. If your printer came with an installation

@ disk, click Have Disk. If your printer iz not listed, consult your printer documentation for
compatible printer software.

Manufacturer Al Printers ad

Fuiitsu 3& HF Laserlet 5000 Series PCLE

GCC — | | - o0 5

Gereric = —— g 3

et S HP Laserlet b

HF o || BPHP Lasedlet M 3

oy Ol Al o s h
_gJ Thiz driver is digitally signed. [ ‘windows Ipdate ] [ Have Disk... ]

Tell me why driver signing is importart
[ < Back ” Mext > l [ Cancel ]
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Click on the Next button to continue. Next you need to give the printer a name.

Add Printer, Wizard

Name Your Printer
“Y'ou must azzign a name to this printer.

Type a name for this printer. Eecause some programs do not support printer and server
name combinations of mare than 31 characters, it is best to keep the name as short as
possible.

FPrinter name:

Do you want to use this printer a3 the default printer?

® ves
O Mo

[ < Back ][ Mext > ][ Cancel ]

Click on the Next button to continue. Next you can decide whether or not to share the
printer with others.

Add Printer, Wizard

Printer Sharing
“Y'ou can ghare thiz printer with other network uzers,

If you want to share this printer, you must provide a share name. You can use the
zuggested name or type a new one. The share name will be vizible to other netwark
ugers.

() Share name:

< Back ][ Mext > ][ Cancel ]
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e Click on the Next button to continue. You can decide whether or not to print a test page.

Add Printer, Wizard

Print Test Page
To confirm that the printer iz installed properly, wou can print a test page.

Do wou want to print a test page?

[ < Back ]I Mext > I[ Cancel ]

e Click on the Next button to continue. Finally you will see the last wizard page as
illustrated.

Add Printer Wizard

Completing the Add Printer
Wizard

You have successfully completed the Add Printer \wizard.
‘Y'ou specified the fallowing printer zettings:

M ame: HF Laserlet 5000 Series P35
Share name:  <Mot Shared:>

Port: LPT1:

Model: HF Laserlet 5000 Senes PS
Drefault: e

Testpage: Mo

To close this wizard, click Finish.

[ <Back || Finish |[ Cancel ]

e Click on the Finish button to complete the process.

2.5.2 Print Outputs

2.5.2.1 Print adocument from a text editing program.

To print from an application

¢ Normally you will be printing from an application, such as a word-processor or
spreadsheet to your printer. To print your document or spreadsheet, simply click on the
printer icon in the application’s tool bar.
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=1

If you click on the File drop down menu of an application and select the Print command
you will have more control over your printing options, such as how many copies to print.

Print @E‘

Prinker

Narne: [ <6 HP LaserJet 5000 Series PS -] Froperties
Stakus: Tdle ] o
Type: HP LaserJet 5000 Seties PS

where: LPT1: ™ Print ta file
Comment: [~ Manual duplex
Page range Copies

o~ al Mumber of copies: E':
" Currgnt page

" Pages: v Collate
Enter page numbers and;‘or page ranges

separated by commas, For example, 1,3,5-12

Print what: |Document - Zoorm

. Pages per sheet: 1
Prink: All pages in range - B L page =
Scale ko paper size! Mo Scaling hd

options, .. Cancel

Why print to a file?

The printing process means sending the formatted information within, say, a word
processor document, through a print driver and then to the printer itself. Sometimes you
may not have access to a printer when you need it, in which case you can print the
document to a file (and then later copy this document to your printer).

It is important to realise that saving a document to disk and printing the document to disk
are two very different concepts. Saving the document to a disk, means just that. The
document is saved to the disk!

Printing a file to disk means saving both the document’s formatting information to disk,
along with the information about how a particular printer should interpret the formatting.

A very large, high resolution graphics file may take a long time to process for printing. By
printing to disk, this lengthy process can be performed at lunchtime, or in the evening.
Later this file can be copied to the printer (which is quick, as the processing work has
already been done).

How to print to afile

This process may vary according to what type of printer you are using and what
application you are printing from. In the example illustrated, we are printing from the
WordPad program, using an HP LaserJet printer. We can click on the File drop down
menu and select the Print command. The Print dialog box is displayed.

To print the file to disk we need to select the Print to file option, and then click on the
Print button.
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Prinker

Mame: [ %8 HP LaserJet 5000 Series PS | Prapetties
Status: Itile Find Printer. ..

Type: HP LaserJet 5000 Series PS

Where: LPTL: [ Prink ba File
Comment: [ Manual duplex
[ Print ko file

2.5.2.2 View a print job’s progress using a Desktop print manager.

To view print jobs
¢ Once you have started printing you can view a print job’s process. Double click on the
printer icon displayed at the bottom-right of your screen

@& 14:00

This will display a dialog box showing the progress of your print jobs.

& HP LaserJet 5000 Series PS (=[]
Printer Document  Wiew Help
Docurnent Marne Skakus ChAner Pages Size Subr
Microsoft Word - ECDL ¥4 MOD 2 .., Printing David Murray 81 67.7KB/83.4ME 1400
S5 2
1 document(s) in quewue

2.5.2.3 Pause, re-start, delete a print job using a Desktop Print Manager.

To control print jobs using the Print Manager
e To pause a print job: Within the Print Manager, select the print job which you wish to
pause. Click on the Printer drop down menu and select the Pause Printing command.

£ HP LaserJet 5000 Series PS

il Document  Wiew  Help

Status Chanet Pages Size Subr

v Set As Default Printer 002 ... Error-Print..  David Murray 81 67 7KBIE3.4ME 1400

Printing Preferences. ..

Pause Printing
Cancel All Documents

Sharing...
Use Printer Offling

Propetties

Close

To restart a paused print job: Within the Print Manager, select the print job which you
wish to un-pause. Click on the Printer drop down menu and re-click on the Pause
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Printing command.

To delete a print job: Within the Print Manager, select the print job which you wish to
delete and press the Del key.
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