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ECDL Approved Courseware

The ECDL Foundation has approved these training materials and requires that the
following statement appears in all ECDL Foundation approved courseware.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are trade marks of The European Computer Driving Licence Foundation Limited
(“ECDL-F") in Ireland and other countries.
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tests. Neither ECDL-F nor Cheltenham Courseware warrants that the use of this courseware
publication will ensure passing of ECDL tests. This courseware publication has been independently
reviewed and approved by ECDL-F as complying with the following standard:

Technical compliance with the learning objectives of ECDL syllabus 4.

Confirmation of this approval can be obtained by reviewing the Courseware Section of the website
www.ecdl.com

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass ECDL tests. Any and all assessment items and/or
performance-based exercises contained in this courseware publication relate solely to this publication
and do not constitute or imply certification by ECDL-F in respect of ECDL tests or any other ECDL-F
test.

For details on sitting ECDL tests and other ECDL-F tests in your country, please contact your
country's National ECDL/ICDL designated Licensee or visit ECDL-F's web site at www.ecdl.com.

Candidates using this courseware publication must be registered with the National Licensee, before
undertaking ECDL tests. Without a valid registration, ECDL tests cannot be undertaken and no
ECDL test certificate, nor any other form of recognition, can be given to a candidate. Registration
should be undertaken with your country's National ECDL/ICDL designated Licensee at any Approved
ECDL test certificate Test Centre.

Syllabus 4 is the official syllabus of the ECDL certification programme at the date of
approval of this courseware publication.
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UC1.1. Computer Environment

A little knowledge goes a long way!

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 techniques 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).

2

Recycle Bin

You should see something similar to the following displayed when successful.
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[ =] Recycle Bin |Z”E|fgl
File Edit Wew Favorites Tools  Help -"f'
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Recycle Bin Tasks

Microsoft Word Document YRR
.2} Empty the Recycle Bin

5 Restore all items

Other Places

@ Deskkop

(5} My Documents

W My Computer

N-} [y Mebwork Places

Details

NOTE: To close this window, click on the Close icon (the red cross at the
top-right corner).

"Drag and drop" moving

e 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.

e 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

o 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

e 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
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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.

o 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 b
Refresh

Undo Rename Chrl+2
e »

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 word.

Word

Wood

Wooed

Ignore All

Add to Dictionary

AuboCorreck »
Language ]
% apeling...
e within Microsoft Woord |, tl t Wookd& et ki

isplay a popup menu that re 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 lot of time
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compared to messing around with finding the right command under the drop
down menus within applications!

L

Paste
Insert Table. ..

Delete Cells, ..

split Cells, .

Borders and Shading. ..

“ﬁ Text Direction. ..

El cell alignment »
AukoFit »

Table Properties. ..

Bullets and Mumbering. ..

& Hyperink..,

Translate

What is the "Desktop"?
e The Windows Desktop will look something like this ...

¥

Recycle Bin

wwwwwww

What is the Start Button?

o A single click of the left-hand mouse button on the Start button will display
the Start menu.
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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).

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

Open

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

search...

Properties

Open All Users

ﬁ 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
mousel!).

TIP: If you drag an object either from the Desktop or from the Windows
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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
e Click on the Start Button located at the bottom left of your screen.

s

To display the Start menu using a keyboard shortcut
e Press Ctrl+Esc.

To display the Start menu using a Windows keyboard
¢ Windows aware keyboards have two extra keys.
e Pressing the key with the Windows symbol on it will open the Start menu.

3

To close the Start menu
e Press the Esc key.

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.

UC1.1.1. First Steps with the Computer

UC1.1.1.1. Adjusting your work station

e Your chair:
Your chair should be fully adjustable, and be able to be moved up or
down. It should have an adjustable back. Adjust the height of the chair
so your elbows are at right angles when your hands are on the
keyboard.

Your screen:

Your screen should be fully adjustable so that your eyes are at the same
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height as the top of the screen. You may wish to use a filter attached to
the screen to reduce glare. If the screen is badly focused, too bright or
appears to flicker, then get a qualified technician to take a look at it.
Try to eliminate any reflections on your screen by closing blinds or
moving your work station so the monitor is at a right angle to the
window.

Your keyboard:
Use a good keyboard and you may also wish to use a wrist pad to
relieve pressure on your wrists.

Your feet:
You may wish to use a footrest to support your feet while using the
computer.

Work Station Layout:
Position any other equipment, e.g. telephones, trays or reference
manuals within easy reaching distance to avoid reaching or twisting.

Cable Management:

Ensure that any cables are positioned in such a way so that they cannot
be stepped on or become entangled with other office furnature or
equipment. This will ensure that the cables do not become damaged
over time, it will also prevent people from triping on the cables,
potentially causing serious injury to themselves or others.

UC1.1.1.2. IT Laws & Guidelines

e The laws & regulations covering the use of computer equipment and
workstations include:

Health & Safety at Work Act

Health & Safety (Display Screen Equipment) Regulations
Workplace (Health, Safety and Welfare) Regulations
Management of Health & Safety at Work Regulations
Provision and Use of Work Equipment Regulations

For more details see the Health & Safety Executive web site at:
http://www.hse.gov.uk

UC1.1.1.3. Starting the computer

To turn the computer on

o Ensure that all cables are plugged securely into the rear of the machine.
e Make sure that there is no floppy disk inserted in the floppy drive.

e Locate the power switch and turn the computer on.

o After a few seconds, you should see something on the screen. If not, ensure
that the monitor is switched on.
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e You may be asked to supply a logon ID and a password (your tutor should be
able to give you details about these).

UC1.1.1.4. Shutting down the computer

To properly shutdown the computer
e Save any files you may have been working on.
e Close any open applications.

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

Ml Frograms r —

ﬁ| Log OFf ﬁ| Turn OFf Computer

'J start B mod 2 &l ECOL ¥4 MOD 2 win

Then select the Turn Off button.

Turn off computer

Stand By

¢ 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.

‘Turn Off Computer’ Options

e 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:
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Turn off computer

Stand By

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.

UC1.1.1.5. Restarting the computer

restart your computer

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

Click on the Turn Off Computer button.

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!

UC1.1.1.6. Shutting down a non-responding application
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To close down an application which is not responding

e 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. 6

IF wou were in the middis of something, the information you were working on
might be bost.

Please tell Microsoft about thiz problem.

We have created an eror report that pou can send bo us. We will treat
thiz repot a2 confidential and anonymous.

To see what data this error repart containg, click hers

Send Emor Repaort | 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.

¢ 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).

E Windows Task Manager Z| @JE|

File Options View Windows Shut Down Help
Applications Processes | Performance || Mebworking || Users
Task Skakus
Il_E'%EEIZZIZZIL W4 MOD 2 windo B version - Mickoso, ., iyl
%Jasc Paint Shop Pro - [Images7* [1:1] (Backg... Mot Responding
EF’review Mok Responding
EPreview Mok Responding
EPreview Mok Responding
|55 Floppy (A Running
_{r Document - YWwordPad Running
£ >
End Task ] [ Swikch To ] [ Mew Task, ..
Processes: 24 CPU Usage: 0% Commit Charge: 234M | 1250M
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Click on the End Task button.

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

UC1.1.2. Basic Information and Operations

UC1.1.2.1. Viewing the computer's basic system information

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 SIMMs (Single In-line Memory
Modules).
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What is a CPU?

e 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.

To view your “System Properties” and see the version of Windows you are
using

e Click on the Start button.

e Click on the Control Panel button.

f—1
B cControl Panel
a Paint Shop Pro &
[
Q Conneck To 3
=
Microsoft Arcess "
&é Printers and Faxes
&F Disk Cleanup
g @ Help and Support:
,O Search
All Programs D @ Run...

e Click on the Performance and Maintenance option.

_' Performance and Maintenance

¢ 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.
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System Properties

Systern Restors Autornatic Updates Femate

| Computer Mame Hardware |  Adwvanced

System
icrozoft Windows =P
Prafeszional

Yersion 2002

R egisterad to;

Dravid Murray

55274-0EM-0011303-00100

b anufactured and supported by e

Perzonal

IntellR]
Pentium[R] 4 CPU 2.00GHz
201 GHz
812 MB of Rk

evesham

[ Suppart Information ]

[ ak. ][ Cancel ]

UC1.1.2.2. Changing the computer's Desktop configuration

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

&5 1016

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

Date & Time | Time Zone | Internet Time

Date Time:
Septemberfics | | 200z = . ‘ .
1 . N .

2 3 5 & 7 8 /\
o 10 11 12 13 14 15 ! '
16 17 18 19 20 21 22 . .

23 024 25 26 Z2¥ 23 29 '

30 10:17:37 -

Current kime zone: GMT Skandard Time

(0] 4 l [ Zancel

¢ 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) Amskerdam, Berlin, Bern, Rome, Stockholm, Wienna B
(GMT+01:00) Belgrade, Bratislava, Budapest, Ljubljana, Prague
{GMT+01:00) Brussels, Copenhagen, Madrid, Paris

(GMT+01:00) Sarajeva, Skopje, 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, Kviv, Riga, Sofia, Tallinn, Yinius

(GMT-+02:00) Jerusalem

(GEMT-+03:00) Mairobi

| |{EMT+03:30) Tehran

(GMT-+04:00) Abu Dhabi, Muscat

(GMT+04:00) Baky, Thilisi, Yerevan

| |(@MT-+04:30) Kabul

{GMT+05:00) Ekaterinburg

(GMT-+05:00) Islamabad, Karachi, Tashkent =
(GMT+05:30)0 Chennai, Kolkata, Mumbai, Mew Delhi

(GMT+05:45) Kathmandu

(GMT+0E:00) Almaty, Movasibirsk

(GMT+0E:00) Astana, Dhaka

(GMT-+0E:00) Sri Jayvawardenepura

(GMT-+0E: 300 Rangoon

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

(GMT-+07:00) Krasnoyarsk i

o 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

Diate & Time| Time Zone | Internet Time

[]iautomatically synchronize with an Internet time server!

Server: |time.winu:|n:uws.u:u:um v| [ Ipdate Maw

The time has been successfully synchronized with tme windows, com on
29032002 &t 09:40,

Mext synchronizakion: 050902002 at 09:39

Synchronization can occur only when wour computer is connected to the
Internet, Learn more about bime synchronization in Help and Support
_enter,

K l [ Cancel Apply

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
67 9y (s an 10:23

¢ 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.

Yolume

"'J I [ Mute m

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.
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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+Z
e 3
Properties

Clicking on the Properties command will display the Display Properties
dialog box.

Display Properties

Themes | Desklop | Screen Saver | Appearance | Settings

& theme iz a background plus a get of gounds, icons, and other elements
to help pou perzonalize your computer with one click.

owis WP [Madified] v|

EEX

W
-

3

Q. H Caticel ]
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e Themes

Display Properties

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

A theme iz a background pluz a et of zounds, icons, and other elements
to help pou perzonalize your cornputer with one click.

Theme:
YWindows <P [Modified] w | Delete

Sample:

Active Window -_ E| ['>_<|

indow T et ~

:‘ﬁ

ok J[ canced ]| apob

e Desktop
Display Properties

Themes | Desktop | Screen Saver || Appearance || Sethings |

B ackaround:
_Q [Mane] 2 Erowse...
ﬂ Azcent E
ttﬂ Autumn Poszition:

s
Blizz

ket o L
[ Customize Desktop... ]
Lok J{ Cace |[ oooy |
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e Screen Saver
Display Properties

Themes | Desktop| Scresn Saver | Appearance || Settings

SCresn saver

E:[ZI FlawerB ox v| l Seftings ] [ Preyview
W ait: minutes [_] On resume, password protect
b anitor poer

To adjust monitor power zettings and zave energy,
click Power,

Power...

[ (] ] [ Cancel ] [ Apply ]

e Appearance
Display Properties

Color zcherme:

Diefault [blue) v |

[Noma V]

(1] H Cancel ” Apply ]
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e Settings
Display Properties

Themes | Desktop | Screen Saver | Appearance | Settings

1

Digplay:
Default Maonitor on NYWIDIA GeForced M 420

Screen rezolution LColar quality
. Moe | Medium [15 bit) v|

[lrn:nul:nleshn:n:nt... ] [ Advanced ]

[ ] l[ Cancel ][ Apply ]

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.
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Display Properties

Themes || Deskiop | Screen Sawver .ﬁ.ppearanceé Seftings |

Dizplay:
Default Monitor on MYIDLA GeForced M 420
Screen rezolution LColor quality
Less ; } L Moe  Medium [16 it v
1024 by 762 pivel 1 I 1 =
[lru:uul:uleshu:u:ut... ] [ Advanced ]
[ ] l [ Cancel ]

e 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.

e 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.
e Select Properties.

e 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 a theme
e Right click on the Windows Desktop.
e Select Properties.
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e You can select the Desktop tab apply a picture or effect to the Windows
Desktop (background).

o 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.

Why use a screen saver?

e 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
e Right click on the Windows Desktop.
e Select Properties.

e When the Display Properties dialog box is displayed, select the Screen
Saver tab.

e Select a screen saver from the Screen Saver drop down list box and then
click on the OK button.

Screen saver

30 FlowerBox v[ Settingz ][ Preswiew

[Mone]
30 FlowwerB ox ume, password protect

D FlEinE Objects

30 Text
Beziers
Blank,

M arquee
ty Pictures Slideshow

b wtify
Starfield

Windows #P . _H Cancel ][ Apply ]

power settings and save energy,

UC1.1.2.3. Setting and changing the keyboard language

To set the language used by the keyboard

e 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.

P

i Date, Time, Language, and Regional Options

e Then click on Regional and Language Options.
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or pick a Control Panel icon

1 e
"-_0-' Date and Time Regional and Language Options
-

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

Regional and Language Options

|Hegiu:unal[lptiu:uns| Languages | Advanced |

Test zervices: and input languages

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

Supplemental languade suppaort

bozt languages are ingtalled by default. To install additional languages,
zelect the appropriate check bow below.

[]Inztall filag for comples script and right-to-left languages [including
Thai

[ Iristall filess for E ast Asian languages

] ] [ Cancel Apply
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e Click on the Details button. This will display another dialog box.

Text Services and Input Languages

Settings |

Default input langquage

Select one of the inztalled input languages to uze when pou start your
compter.

| Englizh [United Kingdom] - United Kingdom W

Inztalled zervices

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

English (United Kingdom)
Keyboard
» United Kingdom

Freferences

[ Ok ][ Cancel ]

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

Add Input language

[nput language:

| Englizh [United Kingdam]

kevboard layout/ME:
s v

OF. H Cancel ]

UC1.1.2.4. Formatting removable disks

To format a diskette (floppy disk)

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

3% Floppy (A:)
File Edit  ‘iew Favorites  Tools  Help

Back - ? ) search | [
> By AW =

Address Lﬁ, &

Folders

@ Deskkop
D My Documents

= :J My Computer

3% Floppy (&)

= e Local Disk (C:)

M= AL

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 Wisw Favorites Tooks  Help

Qe - ©Q - [T Oseach | Folaers || -
Address [ s\
Folders x Infa
[ Deskiop ~ Text Documert:

32 KE
(=3 My Documents

= 5 My Computer Leame

Text Dacurent
= = Log 28 KB
G| Explore T
isezmal
= Open Text Docurment
I0)  Browse with Paint Shop Pra 29KB
= &| Browse With Paint ShopPro 7 5
Search... MSSERMOU
- T3] | v Fil
Sharing and Security... =] 21kE
Copy Disk... T readme
==| TextDocument
= 27 KB
Cut T seTue
Copy Canfiguration Settings
1KB

You will see a dialog box.
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Format 3z Floppy (A:) rz”g'
Capaciky:
|3.5", 1.44ME, 512 bytes/sector V
File system
FaT vl

allocation unik size

| Default allocation size w |

Yolume label

Faormat aptions

[] quick Format

[ ] create an M5-D0S startup disk

utart | [ Close ]

¢ Clicking on the Start button will display a dialog box.

Format 3% Floppy [A:)

' WARMNING: Formatting will erase ALL daka on this disk.
[ To farmat the disk, click O, To quik, click CAMCEL,

I 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" Floppy (A:) le

_‘!{) Farmat Complete,

To format a removable drive

e Some types of removable disks have their own software for formatting the
drive, whilst others use the format command within Windows, in which case
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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.

UC1.1.2.5. Installing and uninstalling software

Installing a software application

o 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 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.

T
 Add or Remove Programs = |E| %
— : "
@:f Currently installed programs: Sort by: | Mame |
Change or % Alchemy Anaconda 2.1.0.0
Remove ) _
Programs Click here For support information.
__ 3 P To change this program or remowe it from your computer, click Changef/Remove, Change/Remave
Add Hew & Arcade Lines 1.25 Size  10.24MB
Programs -
& Coursevare Library from Chelkenham Computer Training Size 1,604,00MB
@] fﬂ;j Intensity %3 ReCharge Size 20.74ME
addfRemove  |i&) Inkernet Explorer Q818529 Size  2.09ME
windows
Components '@ Kazaa Hack 2.5 Size 0.24ME
ﬂ Kazaa Media Desktop 2.5.1 Size 0.63ME
g LiveReqg (Symantec Corporation) Size 1.99MB
% Livellpdate 1.80 (Symantec Corporation) Size 7.17ME
@ Microsoft FrontPage 2002 Size  321.00MB
|8 Microsoft Office P Media Content Size  610.00ME
| Microscft Office P Professional Size  475.00ME
:% Microsoft Publisher 2002 Size  335,00ME
|§5) My Search Bar Size 0.36MB
y R By PONEPUNIRN
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UC1.1.2.6. Using 'Print Screen' and pasting into a document

To use the Print Screen facility

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.

@
Recycle Bin
Internet
Explorer
Microsoft
Cutlook
@’ @l Document3 - Microsoft Word
IS E: File Edt Wiew Insert Format Tools  Table  ‘Window Help
plorer
Dedan &LV =l R
% A Normal - TmesMewRomsn - 12 - B 7 U
PoWeDVD 5 AR R R N R TR RPN RN RY SRS RN SR
o
Windows
ledia Player
data
s
o
3 @
laint Shop Pra o
[ EEEER] 10|
oaw~ [y agoshapes S W O E 4 @ d-L-A- =S58 @ .
Page 1 Sec 1 Il A 2Sm Ini Coll  REC TAX EXT OUR Englsh(U.5

| i start |k EcoL v4 MOD 2 wind. .

In the example shown, we could have just copied the active window, by
pressing Alt+Print Screen, as illustrated.
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=i Document3 - Microsoft Word :“E|gl

File Edit ‘Wiew Insert Format  TJools  Table  Window  Help

- M
hedaHw SRY y

g
il B4
1
&l
-
I

Y Mormal + TimesMNewRoman -~ 12 -~ B 7 0O

|
P
@
¥
S 2l
Draw= [3  AutoShapes~ ™. ™ [ ] 4[ o o & - iv & === B m .
Page 1 Sec 1 111 Ak 2.5cm Ln1 Cal 1 English {L1.5

UC1.1.2.7. Using the Help facility

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.

Windows XP Tour

Welcome to the Windows XP
Tour!

The tour iz available in bwo farmats, “Which format do wou
prefer?

(#)iPlay the arimated tour that features text, animation, }
imuzic, and woice narration, i

() Play the hon-animated taur that features text and images
only,

£ Back Meut > ][ Cancel ]
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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.

E Mierosoft Word Microsoft Access

Microsoft Excel |15 Windows Explorer
Microsoft Power Poin
Microsoft Cutloak, i windows Movie Maker

Micrasoft Excel Micrasoft PowerPoint B WordPad

Microsoft Word
& Pairt Shop Pro & % MSN Explorer < Back [
B

@ Cutlook Express
@ Tour Windows 2P .

= REmote Assistance

) @ ‘windows Media Player
Microsoft Access

3 windows Messenger

IF cetuadrat » . B
@ Hasbro Interactive 3 1 W|ndOWS InSt

arle 1f vt da n
allPrograms B I Paint Shop Fro 6 ’

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

Best for Business

g i

Robust, More Secure,
Reliable Easier to Manage
Compatible

For more information:
Click Start, click Help
and Support, and
type 'walkthroughs' in
the Search box.

Click to Replay

Exit Tour

@ On the Road and Around the World E]

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

All Programs D

:4 start i ]|

e The Help and Support dialog box is displayed.

\J Back \i) Q ﬁ Index ‘i\\?Fa_vorites @Historz Sg:uport (/| Options
@ Help and Support Cent

Pick a Help topic Ask for assistance

s What's new in Windows Xp [3] trwite a friend to conect to your computer with Remate Assistance
» Music, video, games, and photos
* Windows basics

A

- ¥ [§| Get support, of find information in Windows XP newsgroups

Networking and the Web Pi Ck a taSk

Working remotely

Security and administration E| K ' computer up-to-date with Windows Update

E| Find compatible hardware and software fo
eI rolE comtiter [;| Undo change: wr computer with System Restore
Accessibility —

E| Use Tools ko
Printing and faxing .
performance and maintenance DI YOU KNOW?  Updated: 04 septemb
Hardware

Fixing a problem
send your feedback to Microsoft

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

@Back - \J Q U Index *Fg\fumtes @H\stm’g @S@port i] Cptions
@ Help and Support Center
L |

Wvin 13

! Sj?.ﬁdd to Favarites (S Change View ‘ Print. .. 5 Locate in Contents

8 What's new in Windows XP

Ll hats ne boples What's new in Windows XP

[ Taking 2 taur ar kutarial

[] Windaws %P articles: Walk through ways ko use
waur PC

[ Activation, license, and registration

Windows components

See Also

[E windows Glossary
[E) windaws kevboard sharteuts averview
[E Toals

[E Go to & Windows newsgroup

To search for Help
e Click on the Start button.
e 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

Qe - @ - Q fjxgdex :

Search [EidEg shortcuts] |;|

=arch options

¢ Click on the right pointing arrow to start the search.

¥

o 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)
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(0] Help and Support Center

Favorites '&‘)H\sturz i‘ Support ,,rj Options

R )

ch

ons

24

= ¥ add to Favorites ‘B Change Yiew o Print.. 5 Lacate in Contents

Search Results My
windows keyboard shortcuts overview g
36 results found for keyboard s... Use shortcut keys as an alternative to the mouse when working in
Windows. You can open, close, and navigate the Start menu, desktop,
Suggested Topics (13 results menus, dialog boxes, and Web pages using keyboard shorteuts.
gg i (. Z ) 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 shortcut keys EMTER.
& Configurs Windows shorkeut keys in a g AT R
session
* Reserve shorbout keys for MS-DOS-based | W:Dialugbox keyhoard shortcuts
programs | Natural keyboard shortcuts
G * Run a memory-resident program in a window # Accessibility keyboard shortcuts
Overviews, Articles and Tutorials Windows Explorer keyboard shortcuts
® sing Help and Support Center kevboard E [# Notes
sh.ortcuts : * fou must associate a password with your user account to secure
® Windows keyboard shorbouts overvisws I it frormn unauthorized access, If you do not have a password
® Using accessibility shortout keys associated with your user account, pressing the BO4+L will not
» Using Help viewer keyboard shorkeuts prevent other users from accessing your account infarmation.,
¢ Personalize Your PC » Same keyboard shortcuts may not work if Stickykeys is turned
® Using Terminal Server shortcut keys an in Accessibility Options.
# Sharteut keys for Magnifier e If you are connected to Windows through Microsoft Terminal
b Zeryices Client, some shortcuts have changed. For more
inforrnation, see the online docurnentation for Terrninal Services
Full-text Search Matches (& resulks) Client. 4

Microsoft knowledge Base {15 results)

Related Topics

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.

(] Help and Support Center

‘}"ﬁf" Add to Favorites ‘B Change Wiew . Print... 5 Locate in Contents
- -
A
Search Results 1L /i
windows keyboard shortcuts overview L3
36 results found for keyboard s... Use shortocut keys as an altsrnative to the mouse when working in
Windows. You can open, close, and navigate the Start menu, desktop,
5 ted T 13 It menus, dialog boxes, and Wweb pages using keyboard shnrtcuts. .
ggetted Topics Lo Teauls) Keyboard shortcuts may also make it easier for you to interact with
# Change Windaws visual effects ~ your computer,
# Change StickyKeys options Click a heading, or press TAB to highlight a heading, and then press
® Specify shortout keys EMTER.
# Configure Windows shortcut keys in a = General kevhoard shoricubs
Sessian B
® Reserve shorbout keys for MS-DOS-based l Press To
I
prodrams o CTRL+C Copy.
e # Run a memory-resident program in a window CTRL4M cut,
Overviews, Articles and Tutorials CTRL+Y Paste,
» Lsing Help and Support Center keyboard E CTRL+Z Undo,
sh.nrtcuts ) DELETE Delete,
® ‘Windows keyboard shortcuts overview l =
® sing accessibility shortout keys SHIETHDELETE ai:fgits;”:;t:;tlr:z:rint;renrmiﬂzntly
* Using Help viewer keyboard shorbouts Recycle Bin.
. Personal\ze.\"uur PG CTRL while dragging an Copy selected itemn.
& Lising Terminal Server shortout keys itern
si:Bhiartcutkeys for:Magriier CTRL+SHIFT while Create shortout to selected itern,
b dragging an itermn
Full-text Search Matches (8 results) F2 Rename selected itern.,
Microsoft Knowledge Base (15 resulks) GIREERIGHTARROMN gﬂ;g\f‘en;:wnegu;?:;téugez?vnvtoﬁud the
CTRL+LEFT ARROW Move the insertion point to the v
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UC1.1.3. Text Editing

UC1.1.3.1. Launching a text editing application and opening or
creating a file

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.

B & accessiiy N

“"‘j‘a’ﬁ;g&t I Avance Sound Manager  # || () Communications 3
IE) CyberLink PowerDWD v | ) Entertainment »
1) Games * {1 ) Microsoft Interactive Training »
1) Jasc Software v | ) System Toals »
I Microsoft Office Tooks v | s address Book

é %;‘f;!,;‘fém,w, 1) Rowio Easy CDCreator 5 b | 5 Caloulator

. 1) startyy | W oPane
Fﬂ’\\gluaslulft Outlogk, ezh ln:Emel @) Program Compatibilicy wizard
Wi | @i | © e
| Microsoft Excel (£ windows Explorer
Mmsm FoverPon [E] Microsoft Outlook @ windows Mavie Maker
icrosoft Excel Wicrosaft PowerPoirt

M e Wicrosoft Word

’%‘;E Pairk Shop Pro & 7 M5 Explorer

@ roriwin | 2

Mirasaft Access Qﬂ W\n:uws Wedia Player
3 windows Messenger
IE) CeQuadrat »
1) Hasbro Interactive »

1) Paint Shop Pro &

To enter text into WordPad
e Simply start typing! WordPad opens up with a blank document by default.
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To save a WordPad file

From the File drop down menu, select Save, which displays the Save As
dialog box

Save As @@

Save jn: |-|:| My Documents v| g I,. ” T

5 =My Data Sources:
| j vy Music

by Recent nﬂf"’l';.-' Pickures
D ocuments

Dezklop

(=

Ky Documents

by Computer
‘!1] File name: Document b | [ Save ]
= .
Py Network,  Save a3 tope: ' Rich Text Format (RTF] v| [ Cancel ]

OR click on the Save icon.

In the 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.

Enter the file name as required.

By default, the file is saved in Word for Windows 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: |Dou:ument V| [ Save ]

Save as type: Rich Test Format [RTF) w Cancel

Rich Text Farmat [RTF]

Text Document

Text Document - MS-DOS Format
Unicode Text Document
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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.

| Fiich Text Document

Text Document

ricode Text Dacurment

e 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
e Either from the File drop down menu select the Open command

OR click on the Open icon.

b |

L=

The Open dialog box will be displayed as illustrated.
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Open @@

Loak: in: |D by Documents v| ) tr - _

-

(5] My Data Sources
i,-i':f’r'-“ly Music

ty Recent iﬂf‘-’l&.f Pictures
Documents [ |Daocument

-

Deskiop

&

® |

ty Documents

-l

by Computer
—1-]‘ File narne: || o | I Open ]

by M etwirk,
Flaces Files of ype: | Rich Text Fomat [ rtf] v | [ Cancel ]

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

UC1.1.3.2. Saving afile to alocation on a drive

To save afile 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).

Save in: | 5} My Documents v|

o My Daka Sources
@ My Music

My Recent uﬂMv Pictures
Documents | @ Dacument

2
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¢ 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 in |@ Diesktop v‘ O & E

.E/My' Dacuments
\35 3’ My Computer
My Recent 'Q My Metwork Places
Documents C)data

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

Save As

Save in | ,_-J ty Compuiter

\ 31 Floppy (A
@ GaziLocal Disk, {30

MyRecert @ DFPCPRODSON (D)
Docurments | |(JCD Drive (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.

UC1.1.3.3. Closing a text editing application
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To close an editing application

¢ 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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UC1.2. Desktop

UC1.2.1. Working with Icons

UC1.2.1.1. Recognising Desktop icons

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.

E‘I

Shortout ko my
TAEmo

A Microsoft Excel file displayed on the Desktop

.31

Shortcut ko my
sheet

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

The Microsoft Excel Desktop icon.

B

Microsoft
Excel

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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T
Coursew 0 ) i
1 1 D) s
_EJ €) ) F ) search [ Folders
RETER R Address | ) Ci\Dacuments and Settings|Administr skor|Desktop|GAMES v| B s
—— — ®
File and Folder Tasks S i. @ :ﬁ 3 ﬁ
B 5 ke e e || Achemy  PacBoy  Playarcade  Play  Star Defender
El | Anaconda Lines. ‘Wonderland
f—— | € Publishthis folder to the
N Web
k7 Share this folder
GAMES
7
W
Microsoft Word
G
Wero Express

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!

J

Recycle Bin

UC1.2.1.2. Selecting and moving Desktop icons

To select a Desktop icon

e To select a Desktop icon, single click on the required icon. Once selected the

icon will be highlighted, as illustrated.

2 2
| 2
REE'}."E'E—' Bin - 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.
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To copy a Desktop icon
e Select the icon which you wish to copy.
o Depress the Control key (and keep it depressed).

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 and release the Control key.

To customise your Desktop icon alignment
e Right-click on the Desktop to display the Desktop popup menu.

e Click on the Arrange Icons By command, which displays a sub-menu. Click
on the desired type of icon arrangement.

Arrange Icons By Marne

Refresh Size
Type
Modified

Undo Delete Chrl+2
N Auko Arrange
i Align to Grid
P ki
roperiieEs v Show Deskbop Icons
Lock Web Items on Deskiop

Fun 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.

UC1.2.1.3. Opening afile, folder or application from the Desktop

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

UC1.2.1.4. Creating a Desktop shortcut icon

To create a Desktop shortcut icon
e Minimise or close any programs which may be running.
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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.

vl Address Book

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

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

[
i

Zalculakor

UC1.2.2. Working with Windows

UC1.2.2.1. Identifying the different parts of a window

What is the Title Bar?

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.

W] | My Accounts - Microsoft Word

File Edit Wiew Insert Format  Tools  Table  Window  Help

The Menu bar

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

File Edit ‘ew Insert Format Tools  Table  Window  Help
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The Tool Bar

¢ 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.

NeEdesa sl y B < QPO EB BT 5 -0,
2 MNormal + TimesMewRoman - 12 - B 7 U EEE £ i

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 information.

Fage 1 Sec 1 1/1 ak 1" Lm 1 ol 1 English {L.5

What is the scroll bar?

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

4

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.

or

UC1.2.2.2. Collapsing, expanding, resizing, moving and closing 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.
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To

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

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

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.

id start |

¥ pairt Shop Pro il My Accounts - Micros. ..

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.

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

Drag the mouse pointer up or down the screen.

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

make a Desktop window narrower or wider

Move the mouse pointer to either of the vertical borders.

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

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.

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.

Move the mouse pointer to the Close button and click once using the left-
hand mouse button.
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UC1.2.2.3. Switching 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).

‘4 Start % aint Shop Pro calf My Accounts - Micros. ..

To switch between programs (using a keyboard shortcut)
o Use the keyboard shortcut Alt+Tab.
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UC1.3. Managing

UC1.3.1. Concepts

UC1.3.1.1. Understanding how drives, folders, files are displayed
In a hierarchical structure

What are Drives, Folders and Files?

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

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).

o 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

o 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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% Local Disk (C:) ﬂ
!'1'

File Edt ‘iew Favorites Toolks Help

@ Back ~ > ] ? /- ) Search :|'l Folders '

Address (e C:| v . Go
Folders X MName Size | Type Date Madified

Lﬁ' Desktap G2drob File Folder 27062002 09:44
] D My Documents Z)Documents and Settings File Folder 27/08/2002 10:14
= My Computer |Chdrivers File Folder 02/07/2002 09:32
& 3% Floppy (a:) EECDL_v3_and_Advanced _xP... File Folder 29/08/2002 10:47
[SRF2Y | ocal Dis IZhfolder one File Folder 02/07/2002 10:24
L drob Ihfolder bwo File Folder 01/07/2002 14:03
1) Dacuments and Settings .;___")uld data File Folder 01/07/2002 14:04
drivers |[ZiPatches File Folder 20/04/2002 17:15
® & ECDL_v3_and_Advanced %P_COLRSES (Cypictures File Folder 310742002 10:01
15 Folder ane \__‘jpmgram files File Folder 29/08/2002 11:05
I Folder two '[_'_“]sbs\ File Folder 20/04/2002 09:53
1) old data ([CWINDOWS File Folder 29/08/2002 11:05
£ Patches @cctglobal 20KE Microsoft Word Doc,.,  01/07/2002 12:54
1) pictures @expsnsesl 804 KE  Microsoft Access Ap.,.  11/07/2002 22:38
program files E’l setup 1KE Text Document 20/04/2002 17:15

sbsi
1) WINDOWS
& @) DPPCPRODBOD (D:)
(=] \') D Drive (E:)
(2] _ﬁ ek on 'OFfice Server (Cet-serverl)' (3:)
=] : Data on 'Office Server (Cet-serverl)' {Y:)
& [ cControl Panel
# (@ Shared Documents
# ‘«3 My Mebwork Places
\_EJ 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

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

¢ Standard Toolbar icons

GBack - e ~ lj]‘ /..-\JSBarch ‘[l_" Folders

i)~

@ Back

Opens the folder which was previously displayed.

ev

Reverses the effect of the Back icon.

" Allows you to display a folder 'one level up'.

/'._\J Search .
Allows you to search your disk.

‘ [l_" Folders

Changes the view as illustrated.
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Fle Edt Yiew Favorites Tooks  Help

Qek - @ - [T ) ssereh [ Foivers | F5I]-
Address [ 1|
Folders X Hame - Size | Type Date Modfied
[ Desktop - _&mb File Folder 27/08/2002 09:44
1Y My Documents |C)Documents and Settings File Felder 27/06/2002 10:14
= ' My Computer (Shdrivers Fil Folder 02(07[2002 09:32
E2ECDL_w3_and_Advanced_XP... File Folder 29(08/2002 10:47
(folder one File Folder 020772002 10:24
\E]Fn\der two File Folder 01/07/2002 14:03
|Chold data File Folder 01/07/2002 14:04
B () Documents and Settings (CaPatches File Folder 20/04/2002 17:15
& © divers (pictures File Folder 3107/2002 10:01
) G2 ECDL_v3_and_Advanced_tP_COLRSES (Caprogram files Fils Folder 23/08/2002 11:05
{53 folder one: [Shsbsi Fil Folder 20{04{2002 09:53
) folder two (IWINDOWS File Folder 23/08/2002 11:05
(=) old data W ]ectglobal 20KB Microsoft Word Doc...  01/07/2002 12:54
(=) Patches expenses! B04KB Microsoft Access Ap...  11/07/2002 22:35
() pictures setup 1KB  Text Document 20/04/2002 17:15
B (= program files
& ([ sbsl

& (2 WINDOWS

& @ prpcPRODEDD (D1

() €D Drive (€:)

3%, ok on 'Office Server (Cet-serverl) (4)
[ 5 Data on 'Office Server (Cet-serverl) (v:)
@ [F control Panel
# & Shared Documents

& by Nebwork Places
2 recyde Bin
1) data

Or this

File Edit View Favortes Toos Help

Q@uck = @ - T D search [ rolders

Address [< Ciy

System Tasks

Hide the contents of this =
o ctivers
Zh Add or remove programs

B Search for les o Folders [Cyfolder one

(C)falder bwo
(Cold data
|ChPatches
IChpictures
(= Make & e Folder (Chprogram files
& Publish this Folder to the IChshsi
wigh () WINDOWS
7 Share this folder ctglabal
[ expensest
setup

File and Folder Tasks

Other Places

’J My Computer
(5} My Dacuments
I Shared Documents
W My Metwork Places

|E=1Documents and Settings

(EDECDL_v3_and_Advanced_XP...

Size | Type Date Modified
File: Folder 27[08(2002 09:44
File: Folder 27/06(2002 10:14
File Folder 02{07(2002 09:32
File Folder 29/08/2002 10:47
File Folder 0z/f07/2002 10:24
File Folder 01/07/2002 14:03
File Folder 01/07/2002 14:04
File Folder 20f04/2002 17:15
File: Folder 31/07/2002 10:01
File: Folder Z29M0E/2002 11:05
File: Folder Z0f04/2002 09:53
File: Folder 29/08/2002 11:05

20KE  Microsoft Word Doc...
804 KB Microsoft Access Ap...
1KE  Text Document

01/07/2002 12:54
11/07j2002 22138
20[04/2002 17:15

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.
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v

Thumbnails
Tiles
Icons
Lisk
& Details

(1]

Thumbnails: Displays picture files as a series of small pictures.
e

% old data

File Edit Wiew Favorites Tooks Help 'z

Qui+ © 3 P |2

Adiress [ Criold data

" Folders

Folders

[& Deskeop
) My Dacuments
= i My Computer
@ L 3% Floppy (A
= gz Local Disk (C:)
5] ﬁ 4rob aPS170003
[ () mod 3
Documents and Settings
drivers
# (&3 ECDL_v3_and_advanced_%P_COURSES
15 Folder one
150 Folder two
155 old data
(=) Patches aPSI7001Y Dimensions: 2048 x 1536
i) pictures Date Picture Taken: 17/05/2002 11:52
Camera Model: C30002
program files 5 Type: JPEG Image
IO sbsi L Size: 616 Kb
B (5 WINDOWS ;
i B DPPCPRODEO0D (D1)
B (2 €D Drive (E:)
2 ek on 'Office Server (Cct-servert) (ki)
2] z Data on 'Office Server (Cct-serverl)' (Vi) aP5170022 aPS170023 aP5170029 aPS170036 aP5170037
@ [F control Panel
[# (e Shared Documents
# & My Hetwork Places
& Recycle Bin
159 data

aPS170007 aPS170003

aPS170020 aPS170021

aPS170041 aP5170042 aPS170043 aPS170044 aPS170045

Titles: Displays only the file titles.
% old data
Fle Edt View Favortes Tooks Help o

Qo - @ F Psewn 2 rooms

Adiress |5 Ciiold data

Folders X aP5170003 r % aps170007
2048 % 1536 h 2048 x 1535
[ peskion h IPEG Image | == JPEG Image
My Documents |
& 4 My Computer aPS170008 | g N aPstzooos M apsiz0l0
& 4 3% Floppy (A1) h 2048 % 1536 h 2048 x 1536 h 209 % 1535
5 g2 Local Disk (<) PEG Image PEG Image IPEG Image
= - E
& #rob 4PSL70016 | o ™ apst7onIe _ ™ 170020
B Cymod3 h 2043 % 1535 h 2043 % 1535 h 2048 x 1536
Dacuments and Settings IPEG Image IPEG Image JPEG Image
drivers
S and i anced EESREE aP5170021 | apst700Z2 _ % aps170023
o i h 1536 x 2048 h 248 x 1536 h 2048 x 1535
I Folder one IPEG Image IPEG Image JPEG Image
153 folder two
15 old data aPs170029 | g N aPstzos M apsiz00E
) Patches h 2048 % 1536 h 2048 % 1536 h 204 % 153
e FEG Image FPEG Tmage IEG Image
! SP5170041 | N aPstzooez ™ 5170043
150 sbsi h 2048 % 1536 h 2048 % 1536 h 2048 x 1536
1) WINDOWS IPEG Image IPEG Image JPEG Image
& @ pPPCPRONA0O (D:)
Fe . . aPs170044 | N aPS170045 1 aPS170046
B prive (E5) ) h 2048 % 1536 h 2048 % 1536 h 2048 x 1536
et on 'Offics Server (Cet-sarvert (i) FEG Image FEE o YES Imete
# Data on ‘Office Server (Cct-server1)' (1) = =
& [ Control Panel Copy (2) of aPS170011 | g ™ Copy (2) of PSi7O0I2 ™ Copy (2) of medival
= 1535 % 2048 h 1536 % 2048 h 564 576
&
8 G Shared Documerts h PEG Image JFEG Image IPEG Image
) % By Hetwork Places
2 Recycle Bin Copy (2) of P4010001 | o ™ Copy (2) of P4010004 ™ Copy (2) of P4010005
3 data h 2048 % 1536 h 2048 % 1536 h 2048 x 1535
IPEG Image IPEG Image JPEG Image
Copy (2) of P4010006 | ™ Copy(2) of Pa010007 E Copy (3) of medival
h 2048 » 1536 h 248 x 1536 h 864 576
PEG Image IPEG Image JPEG Image
N Copy(3) of PA0L0001 | o ™ Copy (3) of P40LO004 ™ Copy (3) of 4010005
h 2048 % 1536 h 2048 % 1536 h 2098 % 153%
FEG Image FPEG Tmage IEG Image
B B I -
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Icons: Displays all objects as icons.

Fle Edt Wiew Favorites Tools Help "
- »

Qeosck - () T ) search [ Foidas

address |3 Cilold data v B

Folders %

-3
-2
=
(-2
-3
-3
-2
-2

|2 Deskrop
() My Documents
4 My Computer
@ b 3% Floppy (A
= G Lotal Disk (C:)
= G 4rob SPSI70021  aPSI70022  aPSI700Z3  aPSI70029  oPSI70036  oPSI70037  aPSIZO04L  aPSL70042  aPS170043
@ ) mod3
Documents and Settings

aPS170003

aPS170007  aPS170008  aPSI70009  aPSI70010  aPSI70016  aPS170019  aPS170020

=
(2,
=
(=,
(B,
(=,
(=,
(=,
(=,

= g8 8§ 8 8§ 8§ 8 8 &5 &
ECOL_vw3_and_Ad: d_%P_COURSES

;f ikt SPSITODH  aPSITOMS  aPSITOO#E  Copy(2)of  Copy(2)oF  Copy(2of  Copy(oF  Copy(2)of  Copy(2)of

I Folder one aPS170011 aPS1T0012 medival P4010001 P4010004 P4010005

3 folder twa

7 old data h h h

15 Patches L1l L1l Ly L3) L3 L3

S pictures Copy(z)of  Copy(2of Copy(dof Copy(Mof Copy(Hof Copy()of Copr(dof  Copy (H)of  Copy (4yof

T
3

3
28
g8
g3

P4010008 medival P4010001 P4010004  P40100DS  P4010008 P4010001

) program files
& () shei

1 WINDOWS

@ pPPCPRO0B00 (D1}

g
2g
g
B
2o
2z

=
=
=X
Him
=X
f[m
=
=X

fa]
g
8
2
Fa)
g
2
2

Zyg
-
2
=
=P
Fa)
g
3
2

2%
S
25
2=
o

]
a
=
=]
=14
&5
=
2
2
-
En
=15
23

opy of opy of
aPS170011 aPS170013 medival P

r\
g
g
2
H

o

-

2

£

=

Ha

2 [=
=
(=,
-
[E,
(=,
(=,
(=,
[- M

o
o

P4260005  P4260007  P4Z600ODG  P4260003  P4260010  P4260011

2
=N

(& Shared Documents
% & My Network Places
2 Recyde Bin
10 data

o
X
2

Dy opy
P4010008  P4010007  P4010008

(=,
(e,
(e,
(e,
(e,
(e,
(e,
(E,
(=,

P4260012  P4260013  P4260014  P4260021 P4260022  P4260023  P4260024  P4z60025  P4260026

&

P4260027  P4260026  P4260029  P4ZE0030  P4260031  P4260037  P4260038  P4Z60039  P4260040

[-
(e,
(e,
(2,
(B,
(B,
(22,
[E,

I I - |

List: Displays all files/folders in list format split into multile columns.

File Edit Wiew Favorites Tools Help /s
Qeosck - () (T ) search [ Foidas
address [E3 C:lold data | B G
Folders % [F]apst70003 €] Copy (4) of 4010001 [FF] P4Z60039 [E]ps110041 [E]ps110078 |
@ veston |¥] Copy (4) of Pan10004 K] P4z6ON4D | ps110042 |5 ps110077 |
B B My Decurents ] apsL70007 Fl Capy 4) of PaviooDs  [E]Pazsonet & pst10043 [ rstio07 |
= § My Computer ] aPst70008 [ElCopy of aPSI700L1 [E]P4260042 [E]ps110044 &) Ps110080 |
& i 3% Floppy (A1) C B Dimensions: 2048 x 1536 = @PSUDME I8 snomst |
5 aPsir| D e Tokens 17/05(2002 11:51 [E]P4z60044 S est1004s 5] ps110082 !
1 4P5L7| Camera Model: C30007 [E]P4zs0045 [ElPsti0047 [ ps110083 |
5] aPst7{ Type: JPEG Image ] pezennds [ ps110048 [ Ps110084 |
0B ociments snd Sekings 59 apst 7| Szl FISKB || pazaona7 [ ps110049 | ps110085 |
B O divers 5] aPsLo0zL £ Copy of P401000S £ pezeonss 5] pst10050 5] ps110088 |
B 0 o A ancl ivencad SEIEGGES ] sPSt70022 ] Copy of P4010006 [E]pazsaoen &) Ps110051 [£] Ps110087 |
e ene - 5] aP5170023 5] Copy of P4010007 £ pazsoosn 5] ps110052 & Ps110088 |
S Foldor two BESES ] Copy of P4010008 | Pazsnos1 ¥ ps110053 £ Ps110088 |
& T ] sPS170036 £]Paze000s [£]pazsoosz &) pst10054 &) Ps110090 |
G bates ] sPS170037 £ paznno7 e pazsooss = ps110085 = Ps110091 |
) pictures £ aPsL70041 ] Pazennos [Elpeze00ss £ ps110058 ¥ Ps150008 |
i . ] apSt70042 [£]Paz000s [£]Pazsnoss [£]pst100s7 [#] ps170012 |
= 7] sP5170043 rpazeno1n [r]pazsoos? e ps110088 e ps170015 |
] aPsL70044 £ pazennt 1 £ pst1o020 £ pst10058 £ pst70018 |
@ oercpronsm (03 ] aPSL70045 £ pazenotz [E]pst10021 £l ps110050 [£] ps170020 |
9 D briva () £ sP5L70046 [E]pazenn1z [r]pst10022 _ltjpsuunm =] Ps170021 |
. covcir s somer (Citsasn .06 5] Copy (2) of aPS170011 || Paz60014 [E]pst10023 5 pst10082 5] Ps170022 |
52 Dot on Office Server (Ctserverty (v ] Copy {2) of aPS170012 £ P4z60021 e pst10024 el ps110083 [l psi70z3 |
B Conrtpael 5] Copy (2) of medival & pazennzz [E]psi10025 [ ps110064 ] ps170024 |
& shaed Do |¥] Copy (2) of Pa0100D1 K] PazAOnzs [£]ps110025 ¥ ps110065 | ps170025 |
& B My Ntwork Paces 5] Copy {2) of P4010004 || Paze0024 £ psiio0z7 5] pst1008s [ ps17o026 |
& horvehs B ] Copy (2) of P4010005 || P4260025 [E]pst10028 [£]pst10087 &) Ps170027 |
& data ] Copy (2) of P401000G ] P4260025 ] pst10028 =] ps110088 = Ps170028 |
] Copy {2) of Pa010007 || Paze00zT ¥ ps110034 ¥ ps1100s8 5] Ps170028 |
¥ copy (3) of medival £ P4zennza [ElPst1003s [ pst10070 [ pst70032 |
] Copy (3) of P40100D1 || PA260029 [e]pst10038 = ps110071 = Ps170033 |
& Copy {3) of P4010004 || Paz60030 [E]pst10037 [ ps110072 ] Ps17o034 |
5] Copy (3) of P4010005 | P4260031 [¥lPst10038 [ ps110073 [l pstro0as |
5] Copy (3) of Pa0100DE  |¥7] P426ONGT |E]ps110039 | ps110074 | ps170043 |
5] Copy (4) of medival ¥ pazaonaa |£]ps110040 | pst10075 | ps1a0001 |

< | >
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Details: Display all files and associated file details such as name, size, type,

and last accessed date in a single column.
hulddam E

File Edit Wiew Favorites Tooks  Help "
Qe - O - F O seach |[7 roiers | [F-

Address |3 Ciiold data v B
Folders X Mame S Type Date Modified Date Ficture Taken | Dimensior #

[ Desktap | aP5170003 637 KB IPEG Image 17/05{2002 12:27 17/05{2002 11:48 2048 % 15
& () My Documents 656KD  IPEG Image 17/05 /2002 12:27 17/05{2002 11:50 2048 %15

Hy Computer 7ISKD  IPEG Image 17/05 /2002 12:27 17/05(2002 11:50 2048 % 15

8 3% Floppy (A} £ aPs170008 7I6KE  PEG Image 17/05(2002 12:27 17/05(2002 11:51 2046 % 15

2 Local Disk (C) GE:ST i R 9KE  IPEG Image 17/05{2002 12:27 17/05{2002 11:51 2048 % 15

E]aP51] (yiee Picrure Taken: 17/05j2002 11:51 |2 KB JPEG Image 17/05{2002 12:27 17/05{2002 11:52 2098 % 15

£ aPS1| Camera Model: 30002 KB IPEG Image 17/05/2002 12:27 17/05/2002 11:55 2098 % 15

Documets and Settings £ aps1] T9na: JREG Tinage) 7KB  IPEG Image 17/05{2002 11:01 17/08(2002 10:49 2048 x 15

e B aps1| 521 715K8 BKE  JPEG Image 17/05i2002 12:26 17/05/2002 11:56 2048 % 15

(&3 ECDL_va_and_Advanced_iF_COURSES | aps170021 1,017 KB IPEG Image 17/05{2002 12:29 17/05{2002 11:56 1536 % 20

{3 folder one £ aP5170022 TO9KE  IPEG Image 17/05(2002 12:26 17/05(2002 11:56 2048 % 15

5 folder twa £ aP5170023 722KB  IPEG Image 17/05(2002 12:26 17/05{2002 11:57 2048 % 15

5 old data 1] aP5170029 652KB  IPEG Image 17/05(2002 12:26 17/05{2002 12:02 2048 % 15

) Patches ] aPs170036 702KE  IPEG Image 17/05/2002 12:26 17/05(2002 12:16 2048 % 15

) pictures ¥ aPst70037 TI7KE  IPEG Image 17/05/2002 12:26 17/05(2002 12:17 2048 % 15

program files F|aPs170041 612KB  IPEG Image 17/05/2002 12:26 17/05/2002 12:18 2098 % 15

<hsi | aPs170042 603KE  IPEG Image 17/05{2002 12:26 17/05{2002 12:19 2098 % 15

WINDOWS ) aPs170043 606 KB IPEG Image 17/05/2002 12:26 17/05{2002 12:19 2048 % 15

@ @ prrcPRODBN (D:) | aPS170044 £23KB  IPEG Image 17/05/2002 12:26 17/05/2002 12:19 2048 x 15

+) o Drive (E2) ] aP5170045 727KB  IPEG Image 17/05/2002 12:25 17/05/2002 12:20 2048 % 15

S ot on Office Server (Crt-servert (4] | aP5170046 7OLKE  IPEG Image 17/05/2002 12:25 17/05/2002 12:20 2048 % 15

[ 2 Data on 'Office Server (Cob-serverl) (V:) | Copy (2) of aP5L70011 1,008 KB IPEG Image 17/05(2002 12:29 17/05{2002 11:52 1536 % 20

& [ Control Panel | Copy (2) of aP5L70012 1,000KB  PEG Image 17/05(2002 12:29 17/05(2002 11:53 15362 20

B (& Shared Documents | Copy (2) of medival 52KB IPEG Image 19/05/2002 15:04 664 % 676

& & My Network Places [E|Copy (2) of P40100D1 633KB  IPEG Image 03/04§2002 20:34 01/04§2002 11:52 2048 % 15

& Recycle 8in ¥ Copy (2) of P40L0DD4 606KD  IPEG Image 03/04i2002 20:34 01/04i2002 11:53 2048 % 15

) data £ Copy (2) of P40L0DDS 680KE  IPEG Image 03/04j2002 20:34 01/04i2002 11:53 2046 % 15

5] Copy (2) of P40L00DG 690KE  IPEG Image 03/04/2002 20:34 01/04i2002 11:53 2098 % 15

5] Copy (2) of P4010DD7 678KE  PEG Image 03/04/2002 20:34 01/04i2002 11:54 2098 % 15

] Copy (3) of medival S2KE  JPEG Image 19/05/2002 15:04 664 % 876

| Copy (3) of P4DLO0DL 693KB  IPEG Image 03/04/2002 20:34 01/04/2002 11:52 2048 x 15

| Copy (3) of P4DL0DD4 688 KB IPEG Image 03/04/2002 20:34 01/04/2002 11:53 2048 % 15

E|Copy (3) of P40100DS 680KE  IPEG Image 03/04/2002 20:34 01/04/2002 1153 2048 % 15

[Ei|Copy (3) of P4DL00DB 630KE  IPEG Image 03/04j2002 20:34 01/04j2002 11:53 2048 % 15
(H rras (4 F madioal S3KRBFG Tmane 1AINSIIN? 1504 ARd v Q;a .

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

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

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

A Java

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

LWL Lord ]

= =

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

close all the folders within the Explorer

Within the Windows Explorer window, click once on the drive icon, such as
drive C.
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LS| [ L] e}

SR in<P Book Drive ()

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

To switch drives

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.

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

UC1.3.1.2. Understanding hard disks, diskettes, CD-ROMs and
network drives

Data storage devices

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

Diskette: 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: Seen by your computer as a normal drive, but in reality

the network drive is a folder located on another computer which is connected
to the network.

UC1.3.2. Folders

UC1.3.2.1. Navigating to afile or folder on a drive

To open afile from a specified folder on a drive

Start the Windows Explorer program.
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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 Faworites

eBack - _) lﬁ ‘

Address |~c.|p o)}

Folders

@ Deskiop
E| Iy Documents

=2 3} Iy Compuker
ﬁ 314 Floppy (A
-1 ocal Dis )
@ DPPCPRODEON (D1
{23 CO Drive (E1)

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 Wiew Favorites Tools  Help
@am -9 5 /7‘Sear(h

Address [ oty

[ Folders

Folders X Name Size | Type Date Modfied
2 Desktop (& drob File Folder 27/08/2002 09:44
& () My Documents [ Decuments and Settings File Folder 27/06/2002 10:14
= 1 My Computer Chdnvers Filz Folder 02/07/2002 09:32
IECDL_v3_and_Advanced_¥P.. File Folder 29/08/2002 10:47
[Sifolder ane File Foider 02/07/2002 10:24
(Eifolder two File Foider 01/07/2002 14:03
Documents and Settings [Shold data File Folder 011072002 14:04
drivers [SiPatches File Folder 20/04/2002 17:15
) G ECDL_v3_and_Advanced_tP_COURSES [Sopictures Fie Folder 31/07/2002 10:01
() Folder one @nrogram flles File Folder 29/08/2002 11:05
1) Folder brwo ij_:lshs\ File Folder 20{04/2002 09:53
[ old data (CywImpows Filz Folder 29/08/2002 11:05
3 Patches B cetglobal 20KE Microsoft Word Do, 01/07/2002 12:54
3 pletures Hexpensest 804 KB Microsoft Access Ap...  11/07/2002 22:38
program files [ setup 1KB Text Document 20/04/2002 17:15

sbsi
WINDOWS
@ oPPCPRO0GON (D5)
B £2) CD Drive (E5)

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 Disk [C:)
Fle Edt View Favortns Took Help

(€120 § D sk ([ rokders | [0
ek -l
Folders K mame - Sz Tyoe Date Modified
[ cesitop =L File Fulder ZT/08{2002 0944
% () My Documerts o Docuarens aind Sekligs i Fuokder 276002 10:14
= W My Computer Chdrmvers Tibe Fokder O 2
x B 3% Fopuy (4 IEDECOL 2 _and_Advanced )F... rie Fobder A 14T
iFolider ore: Fie Folder A0 1024
E i droh e by Fiks Folder OF[E0 1403
¥ I Documents and Settings ok data P Fusker 8OO0 1404
# L drivers. Patches Fibe Fulder 200472002 17:15
= G FODL_3_anl_Sevarced ) _COURSES Cptures Fie Foldar Ui 11
# ) ECOL Advarnond Level usig /P Cprogram fles Fibe Folder AU 110
S i ECDL slabas 4 ustg 2000 sk P Folder 200012002 0553
1 £CDL sriabess 4 usng P LWINDOWS Fie Fokder oA | |05
£ mod 2 gl KR Miceodl Word Do, 307{000 1254
B L) MO0 7 SAMFLES B ampensest B04 KB Mirowadl Accmss Ag,. 10/07/2002 22:38
E ymod? ) smtu LEE  Test Docusment, Z0fUAf LTS

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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UC1.3.2.2. Creating a folder and further sub-folders

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 (2)
) 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 Shortcut

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.

J

Mewy Folder
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UC1.3.2.3. Opening awindow to display folder name, size and
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.

v

Thumbnails
Tiles

Icans
Lisk
® Details

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

To

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

File Edit View Favorkes Tooks Help

@Eazk - © 4 ,"'sEarm ih‘:‘ Folders| -

Folders X Name - Size | Type Date Modified

[ Deskrop (G 4rob File Folder 27/08/2002 09:44
LN = EPPEN B Fnnrimenks and Sabhinne Fila Faldar FFINAIANZ 1014

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.
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ECDL_v3_and_Advanced_XP_COURSES Properties [2 |[X]

General | Sharing | Customize

i /
ECDL_w3 and_advanced_#F_COURSES
Type: File Folder
Location: C:h
Size: 183 MEB (193,658,476 bytez)

Size on disk: 190 ME [200,085.024 bytesz)
Containz: 794 Files, 138 Falders

Created: 28 June 2002, 11:34:18
Attibutes:  [E]Head-only Advariced..
[ ] Hidden
k. l [ Cancel ]

UC1.3.3. Working with Files

UC1.3.3.1. Recognising common used file types

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 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.

@ ecdl-rmodule-7.doc 1.4683KB  Microzoft Word Document
front cover.ppt 16KE  Microzoft PowerPoint Presentation

e 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
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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.

,.-ﬁ ecdl exe

The .EXE extension indicates that the file is an executable (program) file.

41 ecdl gif

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

ﬂ' ecdl.|pg

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

&1 ecdl htrl

.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.

L-_E. ecdl.rif

.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.
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g ecdl bkt

.TXT files are simple text only files.

E ecdl s

.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.

UC1.3.3.2. Counting the number of files, files of a particular type
in a folder

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.
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ECDL Advanced Level using XP Properties E|E|

General | Sharing | Customize

_‘J ECDOL Advanced Level uzing <P

Type: File Folder

Location: CHECDL_w3_and_Advanced =P_COURSES
Size: 19.0MEB [19,930,611 bytes)

Size ondizk:  19.4 MB [20.344,832 bytes]

Contains: 202 Files, 10 Folders

Created: 28 June 2002, 11:34:35
Attibutes:  [E]Head-only Advariced..
[ ] Hidden
k. l [ Cancel ]

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

¢ 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 details list including information such as name, size,
type etc.

¢ Click on the Type header.

3 | Type |
il
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You will see the file list is now sorted by file type.

In the example shown, you can see all the GIF files are displayed at the top

of the file listing.

Marne | Size | Type ¢ | Modified

(info File Folder 19/06/2002 12:48
@ Imagell.qgif ZKE 1aIF File 22012002 20:56
E ImagelZ.gif ZKE 13IF File Zzi01fz002 20:57
%] Image3. gif 3KE GIF File 14/03/2002 23:41
@ Images,gif 4 KB 1aIF File 14/03/2002 23:40
%] FHG Map.jpg 187 KB IPG File 17/09/2001 1356
@ clients_usa,html 32 KB Microsoft HTML Doc,., 14052002 14:15

@ cormming_soan, html 12 KB  Microsaft HTML Doc,., 14052002 14:15
@ compuker_course, ., 13 KB Microsoft HTML Doc... 14052002 14:15
@ compuker-course, ., SKE Microsoft HTML Doc,,,  06/02/2002 19:50
@ coollink. bkl QKE Microsoft HTML Doc...  14/05/2002 14:15
@ corpdeal.html 13 KB Microsoft HTML Doc,.,  14/05/2002 14:15
@ corkrain. html 13 KB  Microsaft HTML Doc,., 14052002 14:15
@ courbugs. html 14 KE Microsoft HTML Doc...  14/05/2002 14:15
@ courses, hkml 21 KB Microsoft HTML Doc,.,  28/05/2002 15:33
@naming_cnnvertin. . F9KE  Microsaoft Waord Doc,,,  27/02/2002 20:45
@nec show Follow. . 25 KB Microsoft Word Doc,.,  03/05)2002 09:30
The History of th... 22 KB Microsaoft Waord Doc,.,  18/04/2002 13:07
E ImageZ.psp Z9KE Paint Shop PraSIm... 12/03/2002 15:14
E Image3 . psp 13KB  Paint Shop Pro S Im.., 14/03/2002 23:40

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

Press the Shift key (and keep it depressed).

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 SLII'I'II'I'IEII’}."
‘“ 4 Files, O Folders
Type: all of type Microsoft word Document
Location: &l in C:ifolder one
Size: 78.0KEB (79,872 bytes)
Size on disk: 0.0 KB (51,920 bytes)

To count files of a specific type in a folder (which DOES contain sub-folders)

¢ Click on the Start icon (bottom-left corner), and select the Search
command.
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e

@ Tour Windows 5P .
@ Help and Support

] Search

£

All Programs D E Run...

i s

@| Log OFf |i® | Turn OFf Computer

id start @ folder one il ECOL Y4 MOD 2 wi

You will see a dialog box displayed.

Bi Search Results |Z||EHZ
File Edit Wew Favorkes Tools Help ;a.

Q= - Q & pSEarch [ Foiders | (3]~

Address |<J Search Results "| Go
Search Companion X To start your search, follow the instructions in the left pane,

arch for?

Documents (word processing,
spreadsheet, etc,)

&l files and Folders
Computers or people
&) Information in Help and Support: Center
You may also want to..,

@ Search the Internet

Change preferences

@ Learn more about Search Companion

Click on All files and Folders.

all files and Folders

This will display the following:
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B Secarch Results Q@]ﬁ:ﬂ
'l'Js

e Edit Yiew Favortes Tooks  Help

W B </ ‘mﬁ ‘p Search || Folders '
Address |d Search Resulks "‘ Go
Search Companian X Tostart your search, follow the instructions in the left pane.

Search by any or all of the criteria
below.

All or part of the file name: |
]

A word or phrase in the file: ”

Laok in:
|~'.f Local Hard Drives (C:) B |

When was it modified?

¥
What size is it? ¥
¥

More advanced options

In the 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.

all or part of the File name:
| *, do| |

In the 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.

| Allor patt of the file name:

‘ *.doc |

& word or phrase in the file:

Look in!

‘e Local Hard Drives (C:) hd |
D My Documents

(=) My Pictures
My Music
(& Desktop

My Computer
“g# Local Hard Drives (220
1) Shared Documents
\5 314 Floppy (A1)
< Local Disk (C:)
@ DPPCPROZD0 (D)
(;_) D Drive (E:)
2 Cet on 'Office Server (Cct-server1) (%)
8 Data on 'Office Server (Cot-serverl) ()

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 directary to search

I drivers ~
= & ECDL_v3_and_Advanced xP_COURSE
I ECOL Advanced Level using X
= ti"- ECDL svlabus 4 using 2000
I mad 1
I mod 2
I mod 3 w

< | @

Falder: | ECOL sylabus 4 using 2000 |

[ Make Mew Falder ] [ K, ] [ Cancel ]

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

Search by any or all of the criteria
below.

All o part of the File name:
| *.doc |

A word or phrase in the file:

Laok 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:

£

More advanced options

Make sure that the Search subfolders option is selected.

|| mearch hidden hles and o
Search subfolders

[ race cancitive
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¢ Now click on the Search button to start the search.

¢ You should see something resembling the following screen.

B Search Results

leo

ECDL w4 MOD 1 pc windows
wversion EXERCISES

ECDL ¥4 MOD 2 windows 2000

wversion EXERCISES
CAECDL_v3_and_Adwanced_.

There were 161 files found. Did you find

what you wanted? ECDL ¥4 MOD 2 windows 98

wersion

(&3 ives, finished searching:

No, refine this search and... "

ECDL w4 MOD 3 2000

Change file name or keywords et T IR

Change whether hidden and system files

are included
ECDL w4 MOD ¢ 2000

You may also want to... version.doc

Sort results by category

<«

ECDL W4 MOD S 2000

Yiew results differently version, doc

<«

- Start a pew search

ECDL w4 MOD & 2000
version.doc

UL

]

CHECOL_vw3_and_Advanced_...

CAECOL_v3_and_Adwanced_..

CHECOL_v3_and_Adwanced_...

CHECDL_v3_and_Adwanced_...

CHECDL_v3_and_Adwanced_...

CHECDL_v3_and_Adwanced_...

access_2000_foundation_man. ..
CHECOL_va_and_Advanced_, .,

- | ecdl_v3_madule_3_office_200...

File Edit View Favorites Tools  Help
9] -
< w/ ‘B’ |/_ Search Falders
Address !d Search Results
Search Companion x

ECDL ¥4 MOD 1 pc windows
wersion
CHECDL_w3_and_Advanced_

ECDL ¥4 MOD 2 windows 2000
wersion
CAECDL w3 _and_Advanced_,

ECDL V4 MOD 3 offcie 2000
wersion ERERCISES
CAECDL w3 _and_Advanced_,

ECDL V4 MOD 4 2000 version
EXERCISES
CHAECDL_v3_and_Advanced_,

ECDL V4 MOD 5 2000 version
EXERCISES
CHAECDL_v3_and_Advanced_,

ECDL ¥4 MOD 6 2000 version
EXERCISES
CECDL_w3_and_Advanced_...

ECOL Y4 MOD 7 explarer wersian
CHECOL_wA_and_Advanced_ ..

ecdl_w3_module_L_pc_manual...
CHECDL_wa_and_Advanced_ ..

ecdl_v3_module_4_office_200.,,

@ﬂﬂﬂﬂﬂﬂﬂﬂ

ECDL Y4 MOD 1 pe windows
wersion, doc
C\ECDL_v3_and_Advanced_...

i
ECDL ¥4 MOD 2 windows 2000
wersion,doc -

CHECDL_v3_and_Advanced_..

i

[ ECOL ¥4 MOD 3 offcie 2000
wersion
C:\ECDL_v3_and_Advanced_...
ECDL Y4 MOD 4 2000 wersian
CECDL_v3_and_Advanced_...

ECDL ¥4 MOD 5 2000 wersian
CHECDL_v3_and_Advanced_..

i
Em
i
Em
i
Em ECDL ¥4 MOD & 2000 wersian
CHECDL_v3_and_Advanced_ .,
i
Em
i
Egl

ECDL_Y4_MOD_7_explarer_v...
CHECDL_v3_and_Advanced_.,

ecd|_w3_module_2_win_95_rm..

CECDL_v3_and_Advanced_,

o ecd_v3_module_S_office_200,., bt

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

UC1.3.3.3. Changing file status including read-only and 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.

< Mame Size | Type Date Modified
| * ~ M cctglobal-01 20KB  Microsoft Word Doc...  01/07/2002 15:24
= .cctg\ubal 0z 20KE  Microsoft Word Doc,,,  01j07j2002 15:24
Large Icons W cctgiobal-a 20KB Microsoft Word Doc...  01{07/2002 15:24
@cctg\obal-m 20KB  Microsoft Word Doc..,  01/07/2002 15:24
= small Icons ®cctglabal-05 20K Microsoft Word Doc...  OL/07/2002 15:24
i ) cctg\obal-ﬂs Z0KE  Microsoft Word Doc,,,  O1JO07/2002 15:24
£ Lisk ®cctglobal-07 20KE Microsoft Wiord Doc...  01/07/2002 15:24
e d @cctg\obal-ﬂs 20KE  Microsoft Word Doc...  01J07j2002 15:24
® Details ] cctgiobal-09 20KB Microscft Word Doc,.,  01j07/2002 15:24

F Thumbnails
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To view file properties

e The basic file display, when using the Details, view looks as illustrated.
Name Size | Type Date Modified
| Hcctgiobalt 20KE  Microsoft Word Doc...  01/07/2002 15:24
@cctg\obal-oz 20KE MWicrosoft Ward Doc...  01/07/2002 15:24
) cctglobal-03 20KE Microsoft Word Doc...  01/07/2002 15:24
@cctg\obal-m 20KE MWicrosoft Ward Doc...  01/07/2002 15:24
) cctglobal-05 20KE Microsoft Word Doc...  01/07/2002 15:24
@cctg\obal-os 20KE MWicrosoft Ward Doc...  01/07/2002 15:24
) cctglobal-07 20KE Microsoft Word Doc...  01/07/2002 15:24
@cctg\obal-oﬁ 20KE MWicrosoft Ward Doc...  01/07/2002 15:24
&) cctglobal-09 20KE Microsoft Word Doc...  01/07/2002 15:24
¢ If you were to right click on one of the file icons a popup menu would be

displayed, as illustrated.

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

A Z0KB  Microsoft Word Doc,.,  01/07/2002 15:24
W, Open 20KE  Microsoft Word Doc.., 01072002 15:24
cch Mew Z0KE  Microsoft Word Do, 01/07/2002 15:24
ey Print 20KE  Microsoft Word Doc...  01/07/2002 15:24
Wty Open With ' 20KE  Microsoft Word Doc.., 01072002 15:24
@cctl Send To N 20KB  Microsoft Word Doc,.,  01/07/2002 15:24
@cctn Z0KB  Microsoft Word Doc,.,  01/07/2002 15:24
By ot 20KE  Microsoft Word Doc.,,  01/07/2002 15:24
cchy  CORY 20KE Microsoft Word Doc...  01)07/2002 15:24

Create Shorkout
Delete
Rename

Propetties

e Select Properties from this menu to display a dialog box giving more
detailed information about this file, as illustrated.
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cctelobal-01 Properties

General | Custom | Summary

m cckglobal-01

Type of file:  Micrasaft Ward Document

Opens with: Microsoft Word [ Change. ..
Location: C:Falder one
Size: 19.5 KB (19,963 bytes)

Size ondisk: 20,0 KB (20,480 bytes)

Created: 01 Juby 2002, 152421
Modified: 01 July 2002, 15:24:21

Arcessed: 05 September 2002, 09:45:36

Attributes:  [JRead-only! [ Hidden

K l [ Cancel

To

write protect a file.

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.

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:  [w]Read-only [ ]Hidden

To

change a read-only file to a read/write file
Select the file(s) which you wish to remove a write protect attribute from.

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.

Click on the OK button to confirm your actions.
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UC1.3.3.4. Sorting files by name, size, type and 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.

Date Modified
0107 /2002 15:24

Mame

[ cctglohaI-Dl

Size
20 KB

Tvpe
Microsoft wWord Doc.

cctglahaI-DZ
cctglobaI—DS

chctglahal-m

20 KB
20 KB
20 KB

Microsoft Word Doc,.
Microsoft Waord Doc..
Microsoft Word Doc.,

01/07 /2002 15:24
01/07 /2002 15:24
01/07 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!

UC1.3.3.5. Understanding the importance of maintaining correct
file extensions when renaming files

Why are file extension names important?

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.

UC1.3.3.6. Re-naming files and folders

To

rename files or folders using the Explorer
Select the file or folder to be renamed.

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.

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

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

¢ 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.

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

Folder Options

General | View | File Tupes || Offine Files

Folder wiews

Y'ou can apply the view [such az Details or Tiles] that
you are uzing for thiz folder to all folders.

I Apply to Al Folders l ’ Beszet All Folders

Advanced zethings:

[ ] Dizplay the contents of system folders -~
Dizplay the full path in the addrezs bar
[ ] Display the ull path in the title bar
[] Do not cache thumbnails
=1 Hidden files and folders

(%) Do not ghow hidden files and folders

) Shaow hidden files and falders
[l Hide =xtensions for known fle pes
Hide protected operating system files [Recommended)
[] Launch folder windows in a separate process
1 Managing pairz of Web pages and folders

{(*) Show and manage the pair az a single file b

[ Restore Defaultz ]

0k H Cancel H Apply ]

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 75 - ECDL MODULE TWO (USING WINDOWS XP) - MANUAL

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.

UC1.3.4. Copying and Moving

UC1.3.4.1. Selecting files and 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.

ﬁ Irmages. qif

When selected the icon will be highlighted, as illustrated.

To select a continuous block of files

e 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.
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=| Bootlog bt
3 Command. com

Config.sys

=| R

report-01. s

| lo.sys
=] Mados. -

To select multiple files which are not in a continuous block

¢ 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.

NZPactiveX.log
. M 2plnst.log

Metlog bt

UC1.3.4.2. Copying files and folders between folders and between
drives

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

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

e Select the file or folder to be copied.

e 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.

e Select the required destination within the Windows Explorer tree.

e 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.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 77 - ECDL MODULE TWO (USING WINDOWS XP) - MANUAL

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.

UC1.3.4.3. Moving files and folders between 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.

= _ccT
) Folder COne
| Folder Two

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.

Folders x
(& Deskkap
H My Documents
= j My Computer
5 31 Floppy (A
[=)-%ee Local Disk (C:)
=5 et
‘) Folder One
i) Falder Twa

Size | Type Date Modified
S1KE Microsoft Word Doc...  28/11/2003 11:20
S1KE Microsoft Ward Doc...  28/11/2003 11:20
S1KE Microsoft Word Doc,..  28/11/2003 11:20
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¢ Now right click and from the popup menu displayed select the Cut command.

[arne Size T
L-_;'ﬂ file one.doc S1KE - Mic
il File three, doc S1 KB Mic
l-_;ﬂ File bwo.doc 31 KB Mic

Open

Mews

Prink

Open With ’

Scan with Norton Antiirus
B add to archive. ..
B add to "Folder Cre.rar
B Compress and email...
B Compress ko "Folder One.rar” and email

(3 WinZip 3
Send To k
Copy

e Next click on the folder to which you wish to move the files, i.e. Folder two.
Right click on this folder and from the popup menu displayed, select the
Paste command.

[ §o1oLaL e

=] e

(=) adaptec

ATl Explore

() Documents Open

) drivers Erowse with Paint Shop Prao
[ 1C0L-50L  search...

1) Inetpub &dd to Winamp's Bookmark lisk

) My Downrla Enqueue in Winamp
[ My Installa Flay in \Winamp
..:l M Music
5 MYIDIA sharing and Security...
) Patches B Add to archive..,
=) Program Fi B add to "Folder Twa.rar"
3 sbsi B Compress and email, .
=) STUDENT B Compress to "Folder Two.rar" and email

IZ5) Temp ShufF (P WinZip g
I3 turnpike Scan with Morkan Antivirus
() WINDOWS
h'_:. WUTemp Send Ta 4
“ DATADRIVE (D
& DVD-RW Drive| oy

G’ Control Panel

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

=14 _CoT
' | Folder One
I Folder Twao

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

o 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  Twpe Date Modified
S1KE  Microsoft Word Doc,.,  28/11/2003 11:20
S1KE Microsoft Word Doc...  28/11/2003 11:20
S1 KB Microsoft Word Doc...  28/11/2003 11:20

Folders
[Iéi' Deskbop ~ B
=] .‘u My Documents
= j My Computer
G- 3% Floppy (A:)
[=)-%ee Local Disk, (C:)
=405 _car
) Folder one
{) 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 [Crate Modified
S1KE Microsoft Word Doc,,,  28/11/2003 11:20
S1KE Microsoft Word Doc...  258/11f2003 11:20
S1KE Microsoft Waord Doc,.,  28/11/2003 11:20

Folders
@' Desktop
[+ J_] My Dacuments
= j My Computer
&) _ﬁ, 314 Floppy (A
[=) e Local Disk (Z:)
[ o o |
() Folder one
m] Folder Two
[=2) adaptec
[#-2) aspi

e

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

UC1.3.4.4. Understanding the importance of backups to a
removable storage device
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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.

To

copy files to a diskette

Open the Windows Explorer and select the file(s) you wish to copy to a
diskette.

Click once using the right-hand mouse, to display the popup menu as
illustrated.

Mame Size  Type Date Modified

B cctglobaln1 Z0KE  Microsoft word Doc,,.  01/07/2002 15:24
@cctg\obal-ﬂz 20KE Microsoft Waord Doc,,,  O107/2002 15:24
B cerglobal-03 20KE Microsoft word Doc,,,  01/07/2002 15:24
Open 20KE  Microsoft Word Doc...  01/07/2002 15:24
[CHE— ZO0KE  Microsoft Word Doc...  O1/07/2002 15:24
Ble e 20KB  Microsoft Word Doc..,  D1/07/2002 15:24
o Open With » 20KB  Microsoft Whord Doc...  0LJ07/2002 15:24
@EI FNKE_Microend ftwitord Do, D1/07/2002 15:24
14 1] compressed (zipped) Folder ord Do, 01/07/2002 15:24
Cut [# Desktop (create shortcut)

Copy ) Mai Recipient
Create Shartcut D My Documents

Rename -
{2} D Drive (E2)

Properties

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!
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UC1.3.5. Deleting and Restoring

UC1.3.5.1. Deleting files and folders to the Recycle Bin

To delete afile 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!

e 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

~
o

J Are you sure you want to send 'ccbglobal-04' to the Recwcle Bin?

¢ Confirm your deletion.

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
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¢ 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

¢ 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

e 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.

UC1.3.5.2. Restoring files and folders from the Recycle Bin

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.

[ 2] Recycle Bin

Fle Edit Yiew Favorites Tools

Help

B (9] J‘ /f‘15earch i

Folders -

=1
>

Address |3J Recycle Bin

Recycle Bin Tasks

.2 Empty the Recycle Bin
B§ Restore allitems

Other Places

[ Ceskiop

15} My Documents
7§ My Computer
W My Network Places

3

Fecycle Bin

=)

e Select any files / folders which you wish to restore.

v| B

3| caleulator

Shorkcut

&) ave

Microsoft Excel
Sharkeut

: 4 KB

i

Meew Folder
OKEB

Sharkcut kg my memo
Shortout
4 KB

temp pic
&4 KB

E P ECOL ¥4 MOD 2 windows 98
wersian
Microsoft Ward Document
Microsoft Waord
Shorteut
4 KB
Shorteut ko HP LaserJet 5

ad
=
F=_ Shorteut
7 4KE
B Sharkcut ko my shest
[a¢] Shorbeut
ﬂ 4 KB

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 83 - ECDL MODULE TWO (USING WINDOWS XP) - MANUAL

e Click on the File drop down menu and select the Restore command.

L 2] Recycle Bin
=N Edit View  Fa

Delete

Properties

Close

UC1.3.5.3. Emptying the Recycle Bin

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 “iew Favorites Tools
1 Py @
\_.1‘J \._/J l-ﬁ /A' 3

Address

@l Recycle Bin

Recycle Bin Tasks

2] Empty the Recycle Bin
m Restore this item

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.

e Recycle Bin
FIEN Edit  Wiew  Fan

Restare

Delete

Properties

Close

UC1.3.6. Searching
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UC1.3.6.1. Using the Find tool to locate a file or a 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.

&ll Programs D {7 Run..
E| Log CFF | (D | Turm QFF Cormpuker

-f;.'" Staf‘r @ folder one ﬂ R

o This will open the Search Results dialog box.

B Search Results : ‘: rz
File Edt ‘Wiew Favorites Tools Help :,"
& Bt \_,J |? ‘p Search lL - Folders v

Address |d Search Results v| Go

Search Companion X Tostart your search, follov the instructions in the left pane,

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

Documents (word processing,
spreadsheet, etc.)

All files and Folders

Computers or people

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

Q Search the Internet

Change preferences

Lg] 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!

To search for afile, or folder, by name

¢ Click on the Start button and then click on the Search command. This will
display a dialog box as illustrated.
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B Search Results Qlﬁﬂzl
Fle Edt Vew Favortes Tooks Help a»
o P ] IT ‘p search ||| Folders v

fddress | ] Search Results v| B s

Search Companian X To skart your search, Follow the instructions in the left pane,

What do you want to search for? II
Pictures, music, of wideo |

Documents (word processing,
spreadsheet, etc.)

All files and folders

Computers or people

) Information in Help and Suppart Center
You may alsa want to...

Q Search the Internet

Change preferences

|7] Learn more about Search Companion

Click on All files and folders.

All files and Folders

This will display the following.

Search by any or all of the criteria
below.

all ar part of the file name:

| |
& word or phrase in the File:

| |
Look, in:

|=€qi' Local Hard Drives {C:) w |

In the All or part of the file name section, enter the name of the file you

are searching for.
To start the search click on the Search button.
To open the file which has been found, double click on it.

UC1.3.6.2. Searching for files by content, date or size and also

using wildcards

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
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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.

4 Al files and Folders

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

A 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.
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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.

4 Al files and Folders

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

When was it modified? ¥

The dialog box will change as illustrated below.

g

;’When was it modified?

(%) Don't remember
) Wikhin the last week
) Past month

) within the past year
() Specify dates

From

ko L)

Select the option required and if necessary define where you wish to search
using the Look In section of the dialog box,

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.
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Search for all files of a certain type, or
search by type and name.

All or part of the file name:

¥ou may also wank to,

IJse advanced search options

’ Back l [ Search

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

All 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.

Search by any or all of the criteria
below.

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

UC1.3.6.3. Viewing a 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.
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o ,J ’ David Murray

Internet [:_} My Documents
Internet Explorer -
E-mail ‘ My Recent Documents * @ Document
Micrasaft Outlook &, @ ECDL Y4 MOD 1 pc windows version
U My Pictures
) ECDL ¥4 MOD 1 pc windows version EXERCISES
E Mictasoft Word @ My Music @ ECDL W& MOD 2 windows 98 version
. - W] ECDL v4 MOD 2 windows 2000 version
Microsoft PowerPaint 5.! My Computer
N W) ECDL ¥4 MOD 2 windows 2000 version EXERCISES
My Metwork Places
Microsoft Excel g v @ ECDL ¥4 MOD 2 windows =p version
) ECDL ¥4 MOD 2 windows xp version EXERCISES
. B’ Control Panel
&, Paint Shop Pro & [E] ECOL ¥4 MOD 2 windows =p version,doc
Q.; Connect To o ECDL Y4 MOD 4 2000 version
WordPad
[2 k é Printers and Faxes W) ECDL ¥4 MOD 4 2000 version EXERCISES
@ Tour Windows 5P Imaget
9) Help and Suppart: L'j Imaget
/'.) Seatch L.ﬂ Image3z
L‘ﬂ Image34
All Programs D 17 Run...

E| Lag OFf @| Turn OFF Campuber

| Folder one

i2 start £ |ECDL

) 2 wind,., [ ¥ Jasc Paint Shop Pro

UC1.3.7. Compressing Files

UC1.3.7.1. Understanding what file compression means

What is file compression?

o 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).

UC1.3.7.2. Compressing files in a given folder on a drive

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

e 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.
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(& ECOL_v3_and_Advanced_¥P_COURSES Ll
L'j' F|:|||:|E=r aneg
L5 Folder tw
Mew Fol
55 Mew Fol Explore
IC5) Mew Fal
IC5) Mew Fal Cpen
= old dat Browse with Paint Shop Pro
ol data Browse With Paint Shop Pro 7
) Patches
; Search. ..
ICT) pictures
ICT) program  Sharing and Security, ..
) shsi E3Add ko Zip
T WINDOY E8ladd to Folder one.zip

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

Add 3

Adding 5 files Add

Add Ta Archive:

C I
|E:'\fu:u||:|er ohetdavel| ﬁ

Mew... | Open... | Help |

Action:
|&dd [and Replace] Files |

Comprezsion:

|Nn:nrma| ﬂ
| =l

Folders
[ Becurse Folders

[ Sawve Extra Folder Info

Attributes
[ Include Only IF Archive Attibute |5 Set
[ Beset Archive Attibute

[ Include System and Hidden Files Password...

[ Store Filenarmes 1n 3.3 Format

e 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.
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| WinZip (Unregistered) - davel.zip E][E|g|
File Actions ©Options Help

o|x 9|74 e|e|o
Mew Open | Fawontes v.-'l":.‘du:l E:-:EEET Yiews || CheckOut] ‘“Wizard
Mame Date  Time Size Ratio Packed Path

_ 1 cctalobal-05 doc 01/07/02 15:24 19968 1% 1867

cctglobal-06.doc 01/07/02 15:24 159968 91% 1,867

cctalobal-02 doc 01/07/02 15:24 19968 91% 1,867

cctalobal-03.doc 01707702 15:24 19968 91% 1,867

cctalobal-04. doc 01/07/02 15:24 19968 91% 1,867

Selected 0 files, O bytes Tatal 5 files, SBKE (r T

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

u LL'_HIUI—FLII [
@cctglnbal-ﬂg

@davel

There are other compression programs available, such as PKZIP. Details from
http://www.pkware.com

The PKZIP window is illustrated below.
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L1 pKZIP® for Windows - Registered Version

File Compress Extract Help

Blw| w|%|@| 8| 5[] 2lE] %] X

For Help, press F1

I

UC1.3.7.3. Extracting compressed files from a given location on a
drive

To extract compressed files using the Windows Explorer
¢ Open the Windows Explorer and select a compressed file, as illustrated.
Notice that the folder is described as '‘Compressed (zipped) Folder’.

& ] WWUrd-200-r U] iagupdn -ardi Ll 0, FFF A0 CUHIPrESSe0 | SPpe ) ruiger LINLL AU P28
‘Word-2003-Inkermediate-draft1 3,862 KB Compressed (zipped) Falder 26/11/2003 11:50
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e Double click on the zipped folder and you will see a dialog box, as illustrated.

P8 Word-2003-Interme diate-draft1 [=0(53]
L
L]

File Edit Wiew Favorites Tools Help

G Back ~ ? _/- ! Search || Folders -

fddress |[E] Y\Cet-server-xp| CCThoo_zorana_download\Far Review!|Ward-2003-Intermediate-draft1 zip e a Go
— Mane Type Packe... Has ... Size | R... Date
Folder Tasks S| yword 2003 Inter...  File Folder 1KB OKB 0% 27/11/2003 23:56

(B Extract al files

i =

Other Places S

Iy Far Review

.D My Dacuments
|5) Shared Documents
t_g My Metwork Places

Details

e 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

(I Extract all files

—

e This will display a Wizard dialog box, as illustrated.

Extraction Wizard gl

Welcome to the
Compressed (zipped)
Folders Extraction
Wizard

The extraction wizard helps you copy files
from inside a ZIP archive.

To continue, click Mest.

Eu.ﬂ.e:-cb |[ Cancel
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Click on the Next button. You will see a dialog box which lets you select

[ ]
where to extract the files (or folders).
Extraction Wizard r}__(|
Select a Destination —
Files ingide the ZIF archive will be ertracted to the location you
chooze.
Select a folder to extract files to.
Filez will be extracted ta thiz directon:
nload'For Hevi Vord-2003- ntermediate-draft |
Extracting. ..
| J
[ < Back ” MHest > l [ Caricel ]
e Either change the file location or accept the default offered by clicking on the

Next button.

Extraction Wizard

Select a Destination e
Filez inzide the ZIF archive will be extracted to the location wou

choose,

Select a folder to extract files to.

Filez will be extracted to thiz directon:

o
DIOWNEE.

Password...

Eutracting...

CLLLILIIT )

< Back Eu.ﬂ.e:-cb | [ Cancel l
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The final dialog box is displayed as illustrated. Click on the Finish button.

Extraction Wizard

Extraction Complete

Filez have been successfully extracted from the ZIP archive. ﬁu

Filez have been successfully extracted to the following
directony:

WWCok-zereer M ord-2003- ntermediate-draft]

T o zee your extracted files, check the box below:

[“]i5how extracted files

Prezs finizh bo continue,

Finizh l [ Cancel

To extract files using WinZip

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.

@ cctglobal-09 20KB M
avi VB Y
Qpen
Explore

Browse with Paint Shop Pro
Browse With Paint Shop Pro 7
B Extract ko...

der oneiDavel
reate Self-Extractor {.EXE)
Cpen With 4

o Select an Extract to option as required, and the file(s) will be de-
compressed.
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UC1.4. Viruses

UC1.4.1. Concepts

UC1.4.1.1. Understanding 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.

UC1.4.1.2. Understanding 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.

UC1.4.1.3. Understanding 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.
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UC1.4.1.4. Understanding what ‘disinfecting’ files means

What is virus disinfecting?

e 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.

UC1.4.2. Handling Viruses

UC1.4.2.1. Using avirus scanning application to scan your
computer

To run a virus checker

e 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.

= Norton AntiVirus

p—
, antec. Liv%ate Qﬁs v

|Nu|m|| AntiVirus | Scan for Viruses

Status | Task Task Schedule

Scan forviruses | 4 Scan my computer

Scan all removable drives
BEfts Scan all flophy disks
Scan drives
Scan folders

Scanfiles

GO WE U@

- Actions Schedule Task

#Scan  @MNew » ¥ ¥ Schedule

Norton AntiVirus 2002
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This particular program will display a dialog box similar to that shown while
the virus scan is running.

M Norton AntiVirus

| Scan Progress: Scan for Viruses

1 Scan Progress
| | Scanning for viruses:
! 2 Repair Wizard
| Current item e -
| Repair | CACCTLibrandACCESS~TimanualweACCESS~1 ! S
| I [ =7
Quarantine | f e il
Delste || Action Files
{ Bl
' 3 Summary | Scanned 2039
— Infected 0
Repaired 0

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.

UC1.4.2.2. Understanding why virus-scanning software needs to
be updated regularly

Regularly update your virus checking software!

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.
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' LiveUpdate

Welcome to LiveUpdate , symantec.

The following Symantec productz and components are ingtalled on
your cormputer:

LiveReg Y

Livellpdate

Morton Antifirus 2002

Mortan Antifiris Yirus Defintions =
SARC Submizzion Software U pdates

ScriptBlocking bt
bl | &

Livellpdate uzes the Internet to deliver pour
updates. Sl Leelisss

Click Mext to see available updates.

B ack MNewut = ][ Cancel ] [ Help
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UC1.5. Print Management

UC1.5.1. Setup

UC1.5.1.1. Changing 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

@’_ Printers and Faxes

@ Tour Windows 3P
@ Help and Support
).) Search

All Programs D =7 Run...

ﬁ| Log OFf (D | Turn OFf Computer

74 start il ECOL Y4 MOD 2 wind. .. <52 Jasc Paint Shop
A dialog box will be displayed, similar to that illustrated.

"% Printers and Faxes |Z“E”g]
Fil=  Edit Wew Favorites Tools Help l‘r
\J J Iﬁ‘* /:‘] Search lL Folders -

address |L‘;a Printers and Faxes v| &g
= e

§ L Auto HP Laserdet 45i/45i M% PS ‘l Auto HP LaserJet ITT {Copy 2) on
on DAVE-2000-PC = DAYE-2000-PC
0 0

Printer Tasks

i

[E] Add a printer

&5 Set up faxing 1L AutoHP Laserlet I on Y\ HP Color LaserJet 8550-PS
T DAYE-2000-PC e o
= 0 s Read
_@._ eady
See Also 1L HPCOLOR on CCT-SERVER1 y \.} HP LaserJet 45i MY
i = e o
L'ﬂ Troublesho.ot prfnt?ng o = Printer not found on server, U, W Ready
) Get help with printing )
\'L HP Laserlet 5 \'l _\| hp4 local
— -
3 a e o
- Ready &é Ready
Other Places
11 Hp4 PCL on CCT-SERVERL 1L LEXMARK on CD-WRITER1
[ control Panel == =
% Scanners and Cameras R — Printer not found on server, U, e Printer not found on server, u..,

=) My D i y
(5 el 1\ PSHP on CCT-SERVER1
I@ My Pictures S0

-t;l My Computer = = Printer not 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

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 101 - ECDL MODULE TWO (USING WINDOWS XP) - MANUAL

printers installed, as in the example shown, the active printer is illustrated by
a tick.

11 Hp4 PCL on CCT-SERVERI
e 0
~ Prinker nok found on server, U,

e 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 Printing

Sharing. ..
Ise Printer Offline

Create Shorbouk
Delete
Rename

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 horizontal line under them. This indicates
whether the printer is connected directly to your computer, or via a Local
Area Network (LAN).

Local Printer
"\T.} |D1p4 local

Ready

Networked Printer
1\ LE¥MARK on CD-WRITER1
u]

@I Printer not Found on server, u..,

UC1.5.1.2. Installing a new printer on the computer

Windows and printing

e It is 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
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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

'-_"‘i &dd a prinker

¢ This will display a wizard. Click on the Next button to continue.

Add Printer Wizard

Welcome to the Add Printer
Wizard

Thiz wizard helps pou ingtall a printer or make prinker
connections.

through a USE port [or any other hot pluggable
port, zuch az IEEE 1334, infrared, and =0 on), you
do niot need to uze thiz wizard. Click Cancel to
cloze the wizard, and then plug the printer's cable
ik yoLr campter or point the prinker toward pour
computer's infrared port, and turn the printer on,
Windows will autormatically install the printer for pou.

i1) [f wou have a Plug and Play printer that connectsz

To continue, click Mest.

Mewt » |[ Cancel
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¢ The next dialog box, allows you to select a local or networked computer.

Add Printer Wizard

Local or Hetwork Printer
The wizard needs to know which tepe of printer to zet up,

Select the option that describes the printer pou want bo uge:

{(#3L ocal printer attached to this computer

Autamnatically detect and install my Plug and Play printer

() & network, printer, of a printer attached to another computer

L To zet up a network, printer that iz not attached to a print gerver,
“‘lf) uze the "Local printer' optian,

< Back, “ Hest » I[ Cancel

e 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

Mew Printer Detection
Thiz wizard automatically detectz and installz new Plug and Play printers.

The wizard waz unable to detect anyp Plug and Play printerz. To ingtall the
. ! privter manually, click et
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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 part vau want vour printer ko uze. [f the port is not isted, vou can create a
new port.

(%) Uze the following port: LPT1: [Recommended Printer Part)

Mate: Mozt computers uze the LPT1: port to communicate with a local prinker.
The connector far thiz part should look, zomething like this:

() Create a new port;

< Back ” MNest = I[ Cancel

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

Inztall Printer Software
The manufacturer and model determine which printer software to use.

gl Select the manufacturer and rmadel of your prinker. If your printer came with an installation
[ dizk, click Hawe Disk. [F vour prinker iz not lished, consult your printer documentation for
compatible printer zoftware.

b arufacturer b Prirters
Fuijitzu
GCC
Generc

Gestetner
HP F S HP Laserlat BN

>

e TRT e e

w

_'_-:,Jr Thiz driver iz digitally signed. [ Windows Update ] [ Hawe Disk... ]
Tell me why diver signing iz imporkant

[ < Back ” Mest » l[ Cancel ]

¢ Click on the Next button to continue. Next you need to give the printer a
name.

Add Printer Wizard

Mame Your Printer
Y'ou must azgign a name to thiz prinker.

Type a name far this printer. Because some programs do not support prinker and server
name combinationz of more than 31 characters, it iz best to keep the name as short as
poszible.

Brinter name:

HF' | azerlet BO00 Serez PS

Do wou want to uge this printer az the default printer’?

(@) ves
O Mo

< Back ” MNest = I[ Cancel
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¢ 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 zhare thiz printer with other nebwork, users.

|f wous want b ghare this prinker, you must provide a share name. o can uze the
suggested name or type a new one. The share name will be vizible to other network,

LZers.

< Back ” MNest = I[ Cancel

¢ 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, pou can print a test page.

Do you want ta print a test page?

< Back, “ Hest » I[ Cancel
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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,
'ou specified the fallowing printer settings:

Marne: HF Lazer)et H000 Series PS5
Share name:  <Mot Shared:

Port; LPTI:

M odel: HF Laser)et 5000 Series PS5
Default: e

Test page: Mo

To cloze thiz wizard, click Finizh.

< Back ” Finizh | [ Cancel

¢ Click on the Finish button to complete the process.

UC1.5.2. Printing Outputs

UC1.5.2.1. Printing a document from a text editing program

To print from an application

e 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.

=11

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.
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Print @

Prinker
Mame: | <6 HP LaserJet 5000 Series PS | Properties
Skakus: Idle ; Find Prirker. ..
Type: HF LaserJet 3000 Series P35
Where: LPT1: [ Prink ko file
Camment: [ Manual duplex
Page range Copies
gl Mumber of copies: :
™ Current page (i
" Pages: v Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
Print what: |Du:u:ument ﬂ £

) Pages per shest: 1 page -
Print: |.ﬁ.II pages in range ﬂ et | pad J

Scale bo paper size! |N.;. Sealing j

Qptions. ., Ik | Cancel |

Why print to afile?

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
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click on the File drop down menu and select the Print command. The Print
dialog box is displayed.

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

Prinker

Narne: | 58 HP LaserJet 5000 Seriss PS ﬂ Properties
Status: Idie ) Find Printer. ..
Type: HP LaserJet S000 Series PS

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

UC1.5.2.2. Viewing the progress of a print job using the 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

% & 1400

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

& Hp LaserJet 5000 Series PS

Printer Document  Wiew Help
Document Marne Stakus Onner Pages Size Subr
Microsoft Word - ECDL W4 MOD 2 ... Printing David Murray 81 67.7 KB/83.4 MB 14:00
< >
1 documentis) in queus

UC1.5.2.3. Pausing, re-starting and deleting a print job using the
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.
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& HP LaserJet 5000 Series PS

EUGE Document Wiew  Help

Status Cwner Pages Size Subr

v Set as Default Printer 0D 2 ... Error-Prink... David Murray 81 67.7KBIS3. 4 ME 1400

Printing Preferences. ..

Pause Prinking

Cancel all Documents

| w

Shating. ..
Ise Printer Offline

Properties

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 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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