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Disk drives on your computer
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» Your computer might have several drives

» Windows® assigns a letter to each drive

» Click Start, My Computer

> to see the drives on your computer

> If your computer is in a network,
then you’ll also see the network
drives you have access to




Folders
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» Data Is stored on a computer as files — documents you create
are files, executable programs are files etc.

» You will create files when you use the computer
» You can organise files by using named folders

» Windows® automatically creates the My Documents folder for
yOu SO you can save your work in it

My Documents
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» Click Start, My Documents

» From the File menu, select
New Folder — a folder
called New Folder is created

» Type In a new name for the
folder

» Click away from the newly
created folder

Creating a new folder
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To create a subfolder

» Double-click the name of the
folder that you want the
subfolder to be In

» From the File menu , select
New Folder

» Type In a new name for the
folder

» Click away from the newly
created folder




Renaming a file or folder
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» Make sure that the file or folder is not in use

» Right-click the file name

» Select Rename on the shortcut menu

» Type a new name over the old one and press Enter

If you do not enter the file extension correctly, you will be
warned that the file might become unusable




Changing file status

A read-only file cannot be Chaptor 3.ppoxProprtis
altered and saved with the same ol Sty [ S

file name — this means that the B [ |
original file cannot be altered

Opens with: @ Microzoft Office Power Change...

> TO m ake a‘ fl I e read - O n Iy1 Location: YWS5tdB-mastertstandardBvesork WP ayne-GallwayPa
right-click the file name and St
Se I ECt P ro pe rti eS Created: 05 August 2003, 09:15:15

> Click the Read-only attributes T
box, so It Is ticked

» To remove the read-only
status, click the Read-only
attributes box to remove the O] [ Corca J [ _comb
tick

Aptribtes: [“]Read-only  [] Hidden Advance d...




Navigating to a file or folder

» The left-hand pane displays the
folder structure

» A + sign indicates that there are
subfolders within the folder — click
It to expand the structure

» Click a folder name to select it
and view Its contents In the right-
hand pane

» Click a — sign to collapse the
structure

& C:\My Documents
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Sorting files
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You can change the order in which files are displayed in the right-
hand window by clicking in the bar at the top of the Name
Size , Type or Date Modified columns.

For example:

» Click once on Name The files will be sorted in alphabetical
order of name, from Ato Z

» Click again on Name The files will be sorted in reverse
alphabetical order, from Zto A




Selecting files and folders
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> You r_night nee_d to re- » To select an individual file or
organize your files/folders, folder, click it to highlight it

foe g}?fpesr;ﬂtr?gmeeggf dpmggm » To select several adjacent
files or folders, click the first

filename. Then hold down the

» You can select files and Shift key while you click the
folders one at a time or you last filename you want to
can select all those you want select

to move/copy and then
move/copy them in one
operation

» To select non-adjacent files,
hold down the Ctrl key while
you select each one




Copying/moving files and folders
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You can copy or move (cut) file(s) or folder(s) to another folder

or disk drive by first copying to the Clipboard, and then pasting
to the desired location

» Select the file(s)/folder(s) you want to copy or cut
» Click Edit, Copy or Edit, Cut

» Select the folder where you want the file(s)/folder(s) to go

» Select Edit, Paste. The file(s)/folder(s) will be copied or moved
to the destination folder




Making backups
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» Always keep a copy of » Hardware is replaceable

Important files .
P » Data is irreplaceable

» Keep the backup copy in a
separate location such as
online storage




Deleting files and folders
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» Select the file or folder that > Files you delete from your C:

you want to delete drive are moved to the
> Press the Delete key on the Recycle Bin and can be
keyboard retrieved
S » Files you delete from floppy
N e e ] disks or network drives cannot
i be retrieved
e

Cut
Copy
Create shorteut

Delete
Rename

Properties




The Recycle Bin

» A storage area for deleted
files

» Double-click the Recycle Bin
Icon on the Desktop to show
the Recycle Bin contents s

» Retrieve a deleted file/folder
from the Recycle Bin by right-
clicking it and selecting
Restore
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» To empty the Recycle Bin and
permanently delete its
contents, right-click the
Recycle Bin icon and select
Empty Recycle Bin

Open

Browse With Paint Shop Pro 7
Explore

Empty Recyvcle Bin

Zreate Shorkcut

Properties

» To delete a single file/folder
permanently, right-click it and
select Delete



Searching for files

» Click the Start button and
click Search

> In the Search Companion,
click All files and folders

» Type all or part of the name

of the file you are looking for

» Narrow down the search by
selecting a location

» Select other search criteria |
you wish

» Click the Search button

—
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© Flle Edt View Favortes Tooks Help

p Search

i Folders -

¢ Address |J Search Results

SSSSS h Companion

Search by any or all of the
criteria below.

Al or part of the file name:

A word or phrase in the file:

X Mame

Ta

In Folder
start vour search, Folow the instructions in the left pane.
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» From the Start menu, select

- Internet ___> My Documents
My Recent Documents or just .
L E-mail g My Recent Documents » | REGICERR RN
L )| WMicrosaft OFfice Outlock, ’0) My Pictures @j Chapter 2.pptx

Documents, depending on S o

@] Chapter 4.ppkx

your computer’s setup —a list |- SUTTL S

@ Corel CAPTURE X3 @) Chapter 7.pptx
-
of recent documents 1S B coneironn =P
Microsoft Office Waord 2003 @ Set Program Access and (] Chapter 9.pptx
Defauls

Module 5 sample test A.docx

Pass ECDLS (2007) MZ_gth proofs,indd

- = W
d I S p I aye d |_'___W‘_‘__£ Microsoft Cffice Word 2007 ] Frinters and Faxes

Microsoft Office Excel 2003 9) IREAD ] S

> Open any of them by clicking | @== 2

Microsoft Office PowerPoint
|I'_E 2007

on the filename

Pass ECDLS (Z007) MZ_dth proofs_500709,pdf
Pass ECOL M1 info bullet.ai

Pass ECDL M1 info bullet,eps

Ul s

Pass ECDL MZ info bullet.eps

F-..“:' Microsaft OFfice Excel 2007

& Adobe Bridge

’ =, Microsoft Office Access
zon7

E CpenCffice.org 3.1

All Programs D




Viruses
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» A program designed to

: » Always protect your
damage computer files yS P /

computer by

» A computer can ‘catch’ a * using up-to-date anti-virus
virus from infected files that software
are shared on floppy disks,

« scanning files before
opening them

attached to e-mails or

downloaded from the Internet
etc.




Creating/removing a desktop

» Click Start, All Programs
» Right-click a program name

» Move the mouse pointer over
Send to and click Desktop
(create shortcut) —an icon will
appear on the Desktop

» To delete the icon (not the
program), right-click it and
select Delete

Internet
Mozilla Firefox
— ) E-mail
L) Wicrosoft OFfice Out

f i _ Adobe Acrobat 7.
| Professional
“&. Adobe InDesign C|
@ Corel CAPTURE X3
i Microsaft Office Wor

—
|_';"':__E Microsaft Office Wor

Microsoft Office Exc
@ Macromedia Firewor}

P
=y  Microsaft Office Pow
|133 2007

o
£%. Adobe Hustrator €S

Microsoft Office Exc

&: Adobe Eridge
' =, Microsoft Office Acc
2007

ﬁ OpenOffice.org 3.1

All Programs »

74 start

FEGE
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Adaobe 3

tdobe Eridge

- Acrobat Distiler 7.0

Adobe Acrobat 7.0 Professional
Adobe Designer 7.0

Adabe Golive C52

Adobe Help Center

Adaobe Iustrator C52

Adobe ImageReady C52

Adobe Ini

Open
Runas...

Scan with Sophos Anti-virus
Unpin from Start menu

Adobe Photashop €52
CorelDRAW Graphics Sui

Pixmantec RawShooter
»

METGEAR. Print Server

Macromedia Cut
Col
Corel Yentura 10 PY
ABEYY FineReader Tols  CTeet® Shorteut
Delete
EPSON Scan Rename

ScanSoft P. Part 8.0
cansoft PaperPor Sort by Mame
ABEYY FineReader 5.05  Properties

ABBVY FineReader £.0 Professional

EPSON »
EPSON Creativity Suite »
EPSOM Print CD »
EPSON RAW Print 3
Google Desktop 3
Adobe Stock Photos

Sophas »

Micrasoft Project

Mozilla Firefox 3
QuarkXPress Passport »
GuickTime »
OpenOffice.org 2.4 3
Snaqglt 9 »
OpenOffice.org 3.1 3
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(2] Compressed (zipped) Folder

_J Mail Recipient
@ My Documents

ik DVD-RuY Drive (D:)
‘e Removable Disk (E:)

“e# Remavahle Disk (F1)




» Click Start

> Right-click My Computer and —
select PrOpertieS Genetal | Computer Name . 'Hardware [ Advenced |
» The General tab on the 4 e
System Properties window i
gives you information about -
your computer such as
» The version of Windows® Comgzl%::tiumm processo

266 MB of RaM

» The registered owner and
serial number of Windows®

» Processor details and RAM
Installed

[ 0K I[ Cancel J




Changing the background
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» Right-click the Desktop picture

» In the menu that appears, left-click
the Properties option to show the
Display Properties dialogue box

» Click the Desktop tab

Themes | Deskiop | Screen Saver | Appearance | Settings |

» Scroll down the Background: list —
and click a background to highlight g[] 5 G ]
It —you will see a preview of what it o o
looks like S
» When you find one you like, click (Cosonio Dk
Apply (and OK if you want to close Lo J coos JU o
the box)



Setting up a screen saver

» Open the Display Properties
dialogue box and click the Screen
Saver tab

» Click the down-arrow on the right
of the Screen Saver list box to
view screen savers installed on
your computer

» Click a screen saver name to
highlight it and then click the
Preview button to see what the
option you chose will look like

» When you have decided on one,
click Apply (and OK if you want
to close the box)

Display Properties

;WThemes [l Desktoﬂ Screen Saver | Appearance \‘Eetlings \
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)

Windows XP v [ Settings J L Preview ]
[None)
30 FlowerBox ume, password protect
3D Flying Objects
3D Pipes
Bez_piers ower settings and save energy,
Blank.
Marquee
My Pictures Slideshow
Mystify
| Starfield
Windows XP Cancel
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Changing the screen resolution

» Open the Display Properties
dialogue box and click the
Settings tab

» Drag the slider in the Screen
resolution panel to change
the resolution

| Themes || Desktop | Screen Saver | Appearance‘ Seftings

> When you find the g:sz-ll’tl:MonitoronSiS 5598/6326
resolution you want, click T e T —
Apply _ the screen WI” 1280 by 1024 pisels (N N N

momentarily go black and
then the dialogue box will be
redisplayed

» Click OK if you want to
close the box

[ 0K ][ Cancel ] Apply




Changing the date and time
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» From the Start menu, select
Control Panel, Date, Time, e T g [t T

Dake Timne

Language, and Regional | |
Options’ i 2 3 4 5 & s

7 B 9 10 11 1z 13
14 15 16 17 18§ 19 20
21 z2 23 24 5 6 27
25 29 30 31

> Make any changes in the IR
Date and Time Properties IR
dialogue box and click OK | T T

ary R &
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» From the Start menu, select

Sounds and Audio Devices Properties

Control Panel, Sounds, Speech, o soms | ko | Vo | e

and Audio Devices, Adjust the
system volume

> In the Sounds and Audio Devices ®
Properties dialogue box, Volume Ol
tab, drag the slider to adjust the
sound level

> CI iCk OK ‘m speaker volume and other settings.

[ Speaker Yolume... ] [ Advance d... ]

Creative Sound Blaster PCI

<1

[ 0K ][ Cancel ]




Changing the keyboard language & =
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Regional and Language Options

Your computer will probably e

have English (United e d. :". i ——
Kingdom) set as default. If ' 8 (o)
you need to enter text in a E}E?Zfﬁn |
different language you can e %
add different keyboard T e ot e
IayOUtS Urited Kingdom =

» From the Start menu, click
Control Panel, Date, Time,
Language, and Regional
Options, Regional and e
Language Options

» Click the Languages tab, -
then click the Details button e (e
to view more options =

- English (United ngdom]
2, Handwiritin ng Recogn

- Writing Pad Add...




Installing/uninstalling software

Most application programs
supplied on CD-ROM auto-
run when the CD Is inserted
Into the drive and on-screen
Instructions explain how to
proceed.

To remove an application
program file, it must be
uninstalled correctly. Some
applications place an uninstall
routine in the Start menu.
Otherwise you should use the
Add or Remove Programs tool
In the Control Panel.
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»From the Start menu, select Control
Panel, Add or Remove Programs

» Click Change or Remove Programs
to uninstall an application

»Click Add New Programs to install
a new application
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Print Screen facility
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It can bﬁ use11:u| to take a » To take a screenshot of the
zgggﬂs ot ot your current (active) window,
press Alt + Print Screen

» To take a screenshot of
the whole screen, press
the Print Screen key
(sometimes labelled Prt
Scr) on the keyboard




Windows® Help and Support

Center

» On the Start menu, click Hel
and Support to open the Help
and Support Centre

» Either click a topic or type a
keyword into the Search box

> If you click Fixing a problem
In the bottom left of the window
you can access ‘troubleshooters’
which help sort out problems by
asking you a series of questions

@ Help and Support Center

Pick a Help topic

- What's new in Windows XP
- Music, video, games, and photos
 Windows basics

Networking and the Web
Working remately
Security and administration

Customizing your computer
Accessibility

Printing and faxing
Performance and maintenance
Hardware

Fixing a problem

Send your feedback to Microsoft

@ Help and Support Center

search NN >

a
Fosing a problem

D Troubleshooting prcbiems

0 Appikcation and software protlems

() Games, sound, and video problems

[ E-mad end messogngproblems
0 Wetworkrg problems

3 Printing prtiems

0 Petormance and maintenance probiems
3 Hardware and system device problems

(3 Sertip and Stk Down problems.

[ Using System Restore to undo changes v

See Also

D Windows Gossary
D Windows heybosrd shortcuts overview
D Tools

1D Goto & Windows newsgroup.

Faverkes €2) vistory | () sweor | o] aptins

Support | /] Options

@ Help and Support Center
P

Ask for assistance
[B) tnvite a friend to conne mputer with Remote Assistance

[3) Get support, or find infol in Windows XP newsgroups

Pick a task
e your computer up-to-date with Windows Update
Find compatible hardware and software for Windows XP

i computer with System Restore

[=E3)

@ Help and Support Center

% asdoavtes ) Curoerin 0 . I et

printing Troubleshooter

What problem are you having?

1 can'tinstall & local printer.
My photo printout quality is poor.

My document dossn't print at all

Some of the features that came with my printer don't work.
Printad text or graphics are incomplete.

Fonts are missing or don't look the same as they do on the screen
Printing is unusually slow.

1 ean't print from an MS-DOS-based program or from the MS-DOS command line,

00000000 ®

1 receive a message that reads *The printer driver is not compatible with a policy
enabled on your computer that blacks Windows NT 4.0 or Windows 2000 kernel-
mode drivers.*

[ 1t want the troubleshooter to investigate settings on this computer.




