BASIC COMPUTER USAGE

“Booting” Up

When you start up your system, many things are checked, including peripherals (printer, scanner, zip drive, etc.), memory chips, and special start up instructions.  This is normal and is the primary reason it takes time for your system to start up.

What is my “Desktop”?

Windows is a GUI (Graphical User Interface) – in other words, it is shown in picture form.  The initial screen you see once Windows is loaded is referred to as your Desktop.  You can create shortcuts to files you work on regularly – these shortcuts can be placed on your Desktop.

When you look at your Desktop, you will notice some special icons (pictures representing various programs and/or files) – My Computer, Recycle Bin, Network Neighborhood.  In addition, at the bottom of your screen, you will notice a Taskbar – it begins with START (which helps to start a new application) and runs across the length of the screen and generally ends with the clock.  Active applications will be shown here.

Arranging my Desktop
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There are times you’d like to put your desktop icons where YOU want them, not where the computer wants them.  Likewise, there are times you’d like the computer to do the arranging.  


To let the computer arrange the icons the way IT wants to:

· RIGHT-click on your desktop space (not on top of an icon).  A menu appears. 

· Put your mouse arrow on ARRANGE ICONS, and  another menu list appears.  

· Click on AUTO ARRANGE. The computer will now automatically arrange your icons into the space it wants.

· Notice that you can also select to have your icons arranged by Name, Type, Size, and Date.


To arrange the icons the way YOU want to:

· Make sure that AUTO ARRANGE is NOT chosen – if a black checkmark is in front of AUTO ARRANGE, click on it and the checkmark should go away. 

· Click and drag your desktop icons to where you want them.  They will stay there unless you move them.

Creating Shortcuts on my Desktop
Sometimes you have programs that you use frequently and you don’t want to have to keep using the START, PROGRAM route.  Windows gives you the option of creating a shortcut (an icon that knows where the program you want to access is) on your desktop.  When you double-click on the icon, the program will open.  To create a shortcut, do the following:

WINDOWS NT

· Right mouse click on the desktop
· Click on New (notice the arrow pointing to the right and slide your mouse over the arrow)

· Click on Shortcut

The computer now needs to know where the program is located.  Most programs are installed into a directory called Program Files.  If they are not in Program Files, Windows will most likely have placed them on the root of C:\ under a directory that is similar to the name of the program.  It is always important to pay attention to where Windows is installing a program when the actual installation is taking place.  To tell the computer where to find the program:

· Click on Browse

· Navigate (by double clicking the appropriate folders) to Program Files and find the folder containing the program you wish to create a shortcut to.  Open the folder (double-click) and then select the icon that has the .exe extension.  Click on Open, Next, and finally Finish.

· You’ll now see your shortcut on the desktop.
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WINDOWS 2000

· Click on Start, PROGRAMS, and find the program you want a shortcut for.

· RIGHT-click once on the name of the program you want. 

· Click on SEND TO.

· Click on DESKTOP (create shortcut)

· You’ll now see your shortcut on the desktop.
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There are times when you install a program that you will be asked if you would like to have the computer place a shortcut on your desktop.  If you want the shortcut there anyway, it would be easier to go ahead and click Yes  to allow the program to place the shortcut at that point.

[image: image4.png]i

LELET

£Psa 2% o O
FormFlow 2.2 iler > T e __cenforVinies
HealhQffe Enterpise » |5 ws, N Netware Copy.
Hoizon Applcations > |5 XN @ addtazi
HP Color LaserJet 4550 » =] Disp 6 Add to eClass.zip
lomega E

34 Flopoy 4)
Libraryw/c, = A
Libraryiw/c n

DiectcD Diive D) Copy

Logtech (
Macrome =2 Home Directory Create Sharteut
Macromee 21 Mai Recipient
Macrome: 'y My Documents

Macromeda Fremorks

Delete

Rename.

5 St by Name
Fropeties

MuEurekal Renort Desianer  »




MY COMPUTER  
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This icon refers to what is on the computer you are currently using.  
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To open up “My Computer”, double-click the icon or Right-click the icon and choose Open.  You will notice the icons that appear look like physical hardware. Each drive is a location on either the computer or the server.   Any folders (or directories) look like yellow Manila Folders.

My Computer is just another way for you to view what files are on your computer.  Some people prefer to use Windows Explorer … we will talk about that later.
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To change how the “My Computer” contents are shown on the screen: Click on VIEW, then choose either LARGE ICONS, SMALL ICONS, LIST, or DETAILS.  How you want to view the contents is a personal choice.
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To see what is on a floppy disk: 

· insert the disk

· open My Computer

· double-click on 3 ½ Floppy (A:)   A new window opens up and shows you the contents of the disk. 

Note that you have navigation buttons  (arrows) to use to go BACK and FORWARD between the windows.

** NOTE: This is a quick and easy way to see what is on a floppy disk, the Common Drive “K”, and your “H” drive.

Opening/Closing folders or directories from My Computer
As you open a drive/directory/folder to view the contents (double-click on what you want to see the contents of) a new window may appear for every folder you open.  

You can change this so that the new windows replace the old ones, and therefore only one window is opened at any one time.  To change this:

· Click TOOLS, FOLDER OPTIONS and click on the GENERAL tab

· Select which choice you prefer.  

· If you prefer to leave the settings to open a new window each time, but would like to make a “temporary” change, hold down the CTRL (control) key and double-click when you want a folder opened.  This will replace the previous window rather than in addition to.  (Each window that is open takes some memory as well as possibly over cluttering your Desktop.) 

To close a window, click the “X” in the top right hand corner of the window.  To close all windows quickly in one go, as opposed to one at a time, use the Shift key with the “X”.
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Making a folder from My Computer

To make a folder, do the following:

· Open My Computer.

· Open the Drive you want to create the folder in (“A”, “K”, “H”)

· Click on FILE, NEW, FOLDER. 
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In the window on the right, a “New Folder” box will appear.
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Enter the name you want for the folder.

· Press ENTER.

· You should now see the new folder with the name you gave it.

What is the “Task Bar” and what can it do for me?
A Taskbar is a switcher.  It allows you to easily move, or “switch”, between open documents and applications.  Anything that appears on the Taskbar needs only to be clicked once to make it active.


 
To add something to your Taskbar, you simply open a program or document.  Automatically a button appears on your Taskbar. 

Your Taskbar has two mode switches – “Always on top” or not, or “Auto hide” or not.

· The Always on Top means every time you open a different application the Taskbar will still remain in view (assuming another program does not have the same facility, then whichever window is active will remain on top).

· Auto Hide means unless you move your pointer to the lower edge of your screen, your Taskbar will not appear.  It remains hidden at all other times.

To change any of these settings, right-click your mouse on the Taskbar and choose Properties.  Choose Taskbar Options and change your settings accordingly.  When you are done, click OK.  You can increase or decrease the size of your Taskbar – simply move your pointer to the top edge of the Taskbar so that your mouse pointer turns into a resize arrow (double sided arrow).  Hold down the left mouse and drag, a.k.a. “click and drag”.  The Taskbar increases in height.

If you wish to move the Task bar to a new location, click with the left mouse on any area of the Taskbar that does not have a button and drag to the new location.  It has to be to the edge of the screen.  You cannot move the Taskbar into the middle as it would obscure your documents.

Starting Programs from the START Menu
Another way to open a program is to click on the START button, then choose PROGRAMS.  When you click on PROGRAMS, you will notice that some of the programs are listed with their icon and some are listed as part of a folder and show an arrow indicating there is more to be seen.  If the program you want is inside a folder, simply slide your mouse over the arrow and the folder will open.  Remember, anytime you see an arrow, there is more to be seen.


Changing the Appearance of Your Software Program Window 
Look to the right end of your Title Bar (active title bars are usually BLUE) and you will see a set of buttons.  The one that looks like a little window (box) is called the maximize button.  Click once on it.  A program can appear no larger than this.  Notice your Taskbar still appears at the bottom of your screen.

To restore your window to its previous size you can use the button with two little windows on it.  This will only appear after you maximize the window.

The button that looks like a dash is to minimize your screen.  Click once and a button of the program or file you were working on should appear on your Taskbar.  By simply clicking on the icon located on your Taskbar can you retrieve the program or file you were working on.


To close the window, click on the X.

To change the view of your windows to show more or less detail, or to sort by type, name, size or date, simply click on View located on the menu bar and select your choice from the toolbar.

Finding Files or Folders
Click on START – SEARCH – FOR FILES OR FOLDERS
Enter the name of the file or folder.  If you don’t know some of the name and/or the file extension, use an asterick * in place of the missing information.

You can also search using text that is included in the file name.

Choose where you want to look for the file or folder.

Click on the SEARCH NOW button to begin searching.

Any results will show up in the right window.

Understanding File structure


File names are made up of two parts – the name you give it, and the extension that the software program gives it, separated by a period.

	FILENAME
	Name you give it
	Period
	Extension name
	Software Program

	23march02.doc
	23march02
	.
	doc
	Microsoft Word

	brian.jpg
	brian
	.
	jpg
	picture

	Etflyer.pub
	ET flyer
	.
	pub
	Microsoft Publisher

	stpatricksletter.rpt
	stpatricksletter
	.
	rpt
	Student Writing Center Report


Creating/Editing a Microsoft Office Toolbar
This assumes that you have Microsoft Office installed on your computer. 

To open the toolbar (also called “shortcut bar”), using Windows 2000:

· Click Start - Programs
· Find Microsoft Office Tools
· Click on Microsoft Office Shortcut Bar
You may get a message about “Do you want to Open the Toolbar each time Windows Opens?”  Click YES.

You should now see the Toolbar on the right side of the desktop.

To edit the toolbar:

· Right mouse click on the colored part (background color) of the toolbar (where you see the word OFFICE).
· Click on Customize
This screen will default into the View tab

From this screen, you can choose where and how you want your toolbar to appear.  Smaller versions can be selected by choosing “Auto Fit into Title Bar area”. I would also recommend that you check the “Show Tooltips” option (this will allow a text box to appear when you put your arrow on the shortcut bar icon, telling you which program it is).  You can change the background color of the toolbar by clicking on Change Color and then choosing the color of your choice.  Also, remember that you can move your toolbar by clicking on the colored part (background) of the toolbar and dragging it to wherever you want it!

· Click on the Buttons tab
Notice that you have several options that Office has provided.  If you see something that you want and don’t have, simply click in the box next to the icon.  If the program you want to have on your toolbar is not there:

· Click on Add File…

· Navigate to the Program Files directory (or wherever the program is located), open the folder the program is located in, choose the .exe file for the program, and click on the Add button

From here you can also put spacers between your icons, move them up/down or right/left and generally make them more appropriate for you.

Locking your Workstation


When you have need to be away from your computer for ANY length of time, and want to be sure no one else can access the computer until you return, locking your workstation is the answer!


You do not need to close any programs before you lock the workstation.


TO LOCK:  

· press Ctrl + Alt + Delete
· click on the LOCK WORKSTATION button

TO UNLOCK:

· press Ctrl + Alt + Delete
· enter your password
· click OK

Restarting your Computer

Click on START, SHUT DOWN, and choose RESTART from the drop-down list.

Sometimes the computer stops responding, due to a program freezing, loss of network connection, things are just not working correctly, etc.  Doing a RESTART will usually solve the problem.

Shutting down your Computer
Click on START, SHUT DOWN, and choose SHUT DOWN from the drop-down list. 

When you wish to close Windows, the majority of time you will actually ask your machine to “Shut down” or, if you are on the network “Close all programs and log on as a different user/Log Off”.  

If you choose “Shut down the computer” this will take you out of Windows and shut the computer off.  All of the files have been closed down correctly. (Windows 98 and 2000 shut the CPU off automatically – the monitor must be powered off.)  

If you choose “Close all programs and log on as a different user/Log Off”, you are simply closing your files and Windows.  When the next person logs in, they will be able to access their personal files.
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