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PREFACE

Today's society is marked by a sudden growth and development of the
information technology (IT), which resulted in a great dependence of the
society, in a broader sense, on the knowledge and competence of the
person working in the IT area. And, despite the constant growth of the
forementioned dependence, human right to education and information is
not extended to the IT area. There is a presence of the problems which
affect the society in whole, and create obstacles and distance people from
the main reason and motivation for progress, the opportunity. Nowadays,
to be a computer illiterate person means to be a person who is unable to
participate in modern society, to be a person without an opportunity.
Despite the fact that the European Commission, UNESCO, OECD and other
relevant institutions have ackwnoledged the necessity and usefulness of
the computer literacy, there are still griups of people with difficult access
to the basic computer education (such as people with disabilities, people
with learning difficulties, migrant workers, unemployed people, people

who live in remote places without an access to the computer education).

This handbook, along with all other materials published on the ITdesk.info
web page, represent our contribution to realization and promotion of the
human right to education and information in the IT area. We hope that this
education will help you in overcoming the basic computer skills and with
that hope, we wish you to learn as much as possible and therefore become

the active member of the modern IT society.

Sincerely yours,

ITdesk.info team Expert review of Croatian version:

i@y '=)EdukaCentar

L USTANOVA ZA OBRAZOVANJE
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1 OPERATING SYSTEM - OS

1.1 BASIC OPERATIONS
Turning on the computer

e To turn on the computer, press the button, located on the computer case

e Enter the Username and a Password. At the first startup of the Linux Lite 1.0.2
operating system, you will have to enter the username root and press the Enter
button for the password. The user root has all of the administrative privileges and
can make the changes to the operating system, upgrade, etc.

After performing those actions, Computer Desktop will open. Located on the desktop are the
following:

e the list of available hard disks and connected USB sticks,
e Help & Support function, and
e Panel.

@\ LINUX LITE

simple fast free

) B® 2:22:05 am

£ Menu @ .= -

Pic. 1 — Computer desktop

@ @@ ITdesk.info is licensed under a Creative Commons Attribution-
@ Noncommercial-No Derivative Works 3.0 Croatia License 1/57
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Panel

Panel is a toolbar. Tools can be deleted from the panel and added to the panel.

£ Menu ‘ A= [. Linux Lite | Help &supp...] B MAX FREE - File Manager | ul; I-\aﬂ ﬂ 2:40:24 am

Pic. 2 - Panel
Located on the Panel are:

o Menu buttons BMe _¢or accessing the main menu with commands,

e Firefox Web Browser button @. for accesing the web browser,

e Home Folder button ¢4 - a window for file and folder managing and displaying the
original files of the User

e Terminal button - for entering the commands using the keyboard,

e thumbnails of the currently open windows on the Workspace,

e display of the Workspaces “E-

e Master U speaker button — for opening the vertical scroll bar for adjusting the volume

of the speakers,

e Connected to button ﬂ - for opening the Wired Network Manager dialog box,
containing the network properties and settings,

o  ZMD24am ), tton- for displaying of the drop-down menu with the calendar and
adjusting the current time and/or date. Drop-down menu is closed by pressing the

214024 am K tton again.
Add a new icon to the Panel by:

— pressing and holding the left mouse button on the icon that you wish to copy,
— positioning it on the desired location on the panel (on the left or right side) and
— releasing the left mouse button.

Remove an icon from the Panel by:

— pressing the right mouse button on the icon that you wish to remove,

— choose the command Remove from the quick menu and

— inthe Are you sure that you want to remove "Launcher'’ dialog box, confirm the
command by clicking on the buttonRemove.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 2/57
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Panel dimensions can be adjusted if you choose the command Settings from the Menu and

then, from the newly opened menu, choose the command Panel. A dialog box Panel, in
whose tab:

e Display you can choose:
o panel orientation - Vertical or Horizontal and
o panel dimensions —Icon Size and Panel Length
Appearance, used for editing the background color of the panel
Items, used for adding and removing items from panel (i.e. Date and Time, Web

browser etc.) or changing the item order on the panel, by using the button on the right
side of the dialog box

Panel t - O X

B Panel

[Panel 1 3} li
Display | Appearance ;Ilerns |

General

Orientation: | Horizontal C‘

& Lock panel

] Automatically show and hide the panel
Measurements

Size (pixels): =i j———————=—x130

Length (%): {1n] 100

1 Automatically increase the length

@‘ Help ¥ close

Pic. 3 —Panel dialog box

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License
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Menu

Menu is the starting point of the system. Via Menu, you can access programs, configure
computer settings, access Help & Support function, sign out, restart or shutdown the
computer...

#4 Run Program...

& Help & Support
(2 Install Updates
o Settings

a4 Accessories
& Graphics
@ Internst

B multimedia
M office

i system

WO W W W W W

¥= Lock Screen
& Turn off Computer

[ Byvens | @ |
Pic. 4 — Menu

To add commands to Menu, you need to choose the command Settings from the Menu and,
from a newly open menu, choose the command Main Menu. A dialog box Main Menu will
open, in which you choose and add the desired commands. On the left side of the dialog box,
there is a list of all Menus, and in the middle of the dialog box, there is a list of all available
Items for the chosen menu, while on the right side of the dialog box, there are buttons that
allow you to:

e Add New Menu, or

e Add New Item to the existing menu, or

e Insert New Separator for the items, or

e Set the order of items display using the Move Up and Move Down buttons, or
e Edit Properties and

e Delete items and Close.

To display inactive commands, you need to:

— find the inactive command in the Items and

— click on the empty checkbox next to the icon in the Show column using the left mouse
button and

— confirm the activation of the command by clicking on the button

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 4/57
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To hide a command, you need to remove the check from the checkbox placed next to the
command name in the Show column.

Menus: fterns:
2 ]
b [G=| settings 5] @ Fun Program...
m Accessories
'Q!'J Development C g Help & Support New Separator |
@ Education @ Install Updates D
",E Games E Settings | Move Lip
/ Graphics -
@ Internet % Accessories | e
ﬁ Multimedia O 'Q!') Development | Properties
ﬁ Office O E Education -
& other O 'fe| Games | s
b ﬁ System %] / Graphics
@ internet
1] ﬁ Multimedia
‘j office
] @ Other =
®| Help | Lo Revert | [m]

Pic. 5— Main Menu

cl
Dialog box is closed by clicking on the Close button, and actions are cancelled using

o Revert
the Revert [ﬂ—e] button, which restores the default settings.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 5/57
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The correct way to shutdown and restart the computer

The computer is shutdown and restarted via the Menu. From the Menu, choose the Log Out
command. This will open a Log out user dialog box. By selecting the command

e Log Out, the user logs out

e Restart, the computer turns off and then on again

e Shut Down, the computer turns off

e Suspend, all of the processes are stopped and getting ready for the next restarting of
the computer, while the computer is being shutdown.

Log out root

Be | &

S

-y
Shut Down

Suspend

[] Save session for future logins

e Cancel

Pic. 6 - Log out user dialog box
Shutting down the computer and non-responding applications

Shutting down the computer

Reset button is located on the computer case and is used if the computer doesn’t respond to
the given commands (if it “freezes”). It is usually below the power button. After the button is
pressed, the computer restarts.

If there is no Reset button on the computer case, press and hold the button on thhe
computer case for a few seconds. After you release the button, the computer shuts down.

Shutting down the non-responding application (“frozen”, not responding)

If the application freezes and stops reacting, you can solve that problem, in most cases by
opening command Task Manager.

Choose the Accessories command from the Menu, and from the newly opened menu, choose
the Task Manager command. Task Manager dialog box will open, in which you need to find
the “frozen” application. By right clicking on the “frozen” application, a dialog box will open
that will help you to:

e Stop —the process is momentarily stopped, and can be continued later on,
e Kill-the process is momentarily stopped

ﬂ = E ITdesk.info is licensed under a Creative Commons Attribution-
" Noncommercial-No Derivative Works 3.0 Croatia License 6/57
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e Terminate — the process is gradually being stopped or
e Change Priority — other processes are given a bigger/smaller advantage.

[ Task Mandger oeniEl e
off = | ] ¢ =

Execute Preferences nu o\ b ¢ - About Gt

Task PO RSS | CPU~ |2
JusrfbinfX :0 w07 -nolisten tep 2007 22 MiB lﬂl
wicd/daermonpsicd-dasrmon py 2821 T MB 1%
[usb-storage] Step 95 o6 [+
pusribfiaes-linw-gnupdeedy il 37 11ME 0%

1 sfead-sereenshooter Terminate o

B Thunar %
sfrad-panal 0%
irgbalance 1 Mormal %
wscreensaver -nosplash ac High %%
[ksoftirgd /0] ‘ery high o
[kewoarker/0:0] 4 oB o
[kworker/o:1] 11 0B 0%
[ksoftirgdi1] 10 o8 0%
wfced-settings-helper 3514 3IESZ KB 109 o

Processes: 128 CPU: 7% Memony: 4%
Pic. 7-Task Manager dialog box

Task Manager dialog box is closed by clicking on the Quit Ut icon.

Using Help & Support function

&

Help & Support function is launched by double-clicking on the Help & Support +esswe jcon,
located on the Desktop. This will open the Linux Lite Help & Support window, in whose search
box you first enter, then search terms. By pressing the F1 button in the active window of a
program, (i.e. LibreOffice Writer), Help function, which is connected directly to that program,
will appear.

Other way of launching Help & Support function is via theMenu.
For a computer that is connected to a network, Help & Support function searches the terms

via Google. If the computer is not connected to a network, you can only search terms which
are shown in the Linux Lite Help & Support window tab.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 7/57
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| £ Linux Lite | Help & Support u e |

[@ filezjjusrishare/doc/xfced-utils/ntml/C/index.htm| i~ & [~ o o £

{7} linux Lite | Help & ... & Linux Distro Comm...

Linux Lite OS Settings Network Software Online Support

Welcome to Linux Lite - simple, fast, free.

Thank you for chaosing the Linux Lite Operating System.

By producing an easy to use Linux based Operating System, we hope that people will discover just how simple it can be to use a
distro like Linux Lite.

Software Base: Ubuntu 12.04.1 LTS
Desktop Environment: XFCE 4.8
Online Support: Click here.

Included Software: GParted, LibreOffice Writer, LibreOffice Calc, XFBurn CD/DVD Burner, VLC Media Player, Firefox Web
Browser with Flash, OpenJDK Java v6, Mumble Voice Chat, Thunderbird Email. XChat IRC Client, Gimp Image Editor, Leafpad
Text Editor, Xarchiver.

Post-Installation: If you have any graphics card drivers or other hardware drivers, click on Menu, Settings, Install Drivers.
Please read the Information provided very carefully before choosing a sultable driver. It Is usually best to choose the
recommended driver.

al

Pic. 8 Help & Support dialog box

Help & Support function can provide answers to the basic questions regarding the operating
system. The users of Linux based operating system are advised to use the forums designed for
Linux users. For starters, it is recommended to visit a forum in Croatian:
http://www.forum.hr/forumdisplay.php?f=92

& Linus, UMIX i ostal uni: =

& - C N O www.forumhr/forumdisplay php?f=92 nosy @ =
Limunbr & PLIVAzdravije [ Vitaminoteka e Coclinarka 2« Njuskalo.hr oglas... @ The Basics of Usi... » [ Other bockmarks
. . . o -~
W Forurn.hr = Informnatidks tehnologiia = Za napredne korisnike Korisnitko ime O zapamti mat) =
il Linux, UNIX i ostali unixoidi Lozinka l:l

Register Popis Elanova Kalendar

| Linus, UNIX i ostali unixoidi Open source 0S-ovii sve o njima =

Google oylasi Unix Linusx Linux FTP Open Source Linux Linux Shell
Pretraga foruma

(D

Teme na forumu : Linug, UNIX i ostali unizoidi Forumski alati w
Tema / Zatetnik teme Zadnii post & Odgovora Citanja
- ';Eé:lk—ltema: Solaris (i 0 njemul (112345 ... Zadnja stranica) 0 Dba\??ﬁz 2,405 | 133,254
- :-e?j':;ﬁl::a: Linux poéetnici - proditaj prije postanja (T 1 2) o+ t)oylféﬁaé;;ﬂ;ﬁ o0 14,395
- ‘;Efd—ntﬁn?‘;.:: Linux programi ¢f11 234 5 ... Zadnja stranica) 0 09‘12‘20‘)1\'2&1:1‘ 231 34,682
Top-tema: Solaris poetnici - proéitaj prije postanja £ X
= (12345 .. Zadnis stranica) ”Z‘UQ‘ZUQVZﬁ_t'ii 796 | 43,066
grogo balger
= 'I\EEJp—tema: 0S5 ¥ ionjemu (112345 ... Zadnja stranica) o 17‘0552!‘01:&3;’:1\-(20:?] 308 27,336 .
Wwaiting for wan. forum b, i i o
Pic. 9 — Forum in Croatian
or forum in English: http://www.linuxforums.org/forum/forum.php.
ﬂ = E ITdesk.info is licensed under a Creative Commons Attribution-
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1.2 BASIC SYSTEM INFORMATIONS AND OPERATING SYSTEM SETTINGS

System informations

You can open a dialog box containing system operations by choosing the command System
from the Menu, and then from the newly opened box, choose the command System
Information. A System Information dialog box will open, which contains the informations
about the operating system that is installed on the computer and all the basic informations
about the computer. (CPU type, installed memory etc.).

Choosing one of the items from the left pane: Computer, built-in Devices, Network or
Benchmarks, will show detailed informations on the chosen item in the right pane.

Openating'System =Sy stem Infonmatiomn

Information Wiew Help

Environment Variables

User Name

Home Directory

@ Refresh Copy to Clipboard Generate Report
- g Computer | |¥ Version =
0 Summary Kernel Linux 3.2.0-32-generic-pae (i686)
"# Operating System Compiled #51-Ubuntu SMP Wed Sep 26 21:54:23 UTC 2012
@ kernel Modules C Library Unknown
@ Boots Default C Compiler  GMU C Compiler version 4.6.3 (Ubuntu/Linaro 4.6.3-1ubuntus)
F Distribution Linux Lite 1.0.2
Languages
— = Current Session
Filesysterns
X Computer Name root

@ Display

root (root)

froot

Users .
h Desktop Environment XFCE 4
- ﬂ Devices < Misc
ﬁ Processor Uptirme 19 minutes
[ memory Load Average 0.19,0.16, 0,16

ﬂ PCl Devices
ﬁ LUSE Devices
E_n Printers

({3 sattery

1 Sensors
rﬁ_ﬂ Input Devices
fz, Storage
(=] o

‘@ Resources

- @ Metwork
S Interfaces
=E [ IP Connections
ﬂ Routing Table

<» ARP Table
Done.

(<]

Pic. 10 - System Information dialog box

System Information can be copied to the Clipboard and later Pasted to, for example, a word
processing tool, LibreOffice Writer, or a report can be made using the Generate Report
command, containing all the system informations.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License
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Workspaces

Workspaces are, actually, virtual Desktops. Thumbnails of Workspaces are located on the
right side of the Panel. Inside every workspace, there is a thumbnail and the position of all of
the currently opened windows. Active Workspace has a blue background, and an inactive one
has a gray background. Workspace is activated by left-clicking the mouse on the workspace
thumbnail.

If you right-click the workspace thumbnail, it will open a dialog box containing the basic
technical data about the workspace — type of the used workspace (i.e. xfce, gnome, kde, etc.),
credits, licence etc.

About xfced-panel
e
xfced4-panel 4.8.6

The panel of the Xfce Desktop Emvironment
Copyright @ 2004-2011 Xfce Development Team

http:ifwwwodfce orgl

I < Credits H License H 3¢ Close I

Pic. 11 — Dialog box containing data about the workspace

If you press and hold the right mouse button over the workspace, the drop-down menu will
appear with the following functions:

e Properties — for adjusting the workspace properties and switching to another
workspace

e Move — for moving the workspace

e Workspace Settings — opens a dialog box Workspaces in which you can set the
number of working spaces and margins of the workspace

e Remove — for removing a Workspace

e Panel —for commands such as Add New Items, Log Out and setting the panel
properties.

Releasing the right mouse button over the wanted option will open a dialog box with the
characteristics of the chosen option.

Workspaces dialog box can also be opened by selecting the command Settings from the
Menu and then, from the newly opened box, selecting the command Workspaces.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 10/57
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Workspaces
Workspaces
IR set number and names of workspaces
Workspaces Margins
Number of workspaces: Margins are areas on the edges of the

screen where no window will be placed

Workspace Name [ ] —
1 Wworkspace 1 EI:
2 ‘Workspace 2 |
3 Workspace 3 e

Pic. 12 — Workspaces dialog box

Speakers volume

To adjust the speaker volume, you need to left-click on the Master icon a , located in the
right corner of the Panel. It will open a vertical and horizontal scroll bar. By moving the
vertical scroll bar on the Panel or by moving the horizontal scroll bar in the upper right corner
of the Desktop, you can change the speaker volume.

0 ; S

Pic. 13 — Adjusting the speaker volume — vertical and horizontal scroll bar

ITdesk.info is licensed under a Creative Commons Attribution-
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Date and Time

To change the date and time, you need to right-click the Time icon 224:93am \yhich is shown
in the right corner of the Panel and then choose the command Properties from the quick
menu. It will open a Date/time properties dialog box, that will allow you to change:

e Layout — to determine what will appear first; date, then time; time and then date or
just date or just time,

e Format—to determine format in which Date and Time will be displayed, and

e Font - size of Date and Time characters.

Datetime properties + 0 X

E? Datetime properties

Layout Date, then time

Format; LuERUELEE-

L
Date only
Date )
Time only
Font: | Sans 10
Format: 1999-12-31 S
Time
Font: Sans 10

Format:| 11:59:59 pm

Help ¥ close .

Pic. 14 — Date and Time dialog box

<y

Desktop Background

To change the Desktop Background, position on it and right-click and then choose the
command Desktop Settings from the quick menu.

In the Desktop dialog box, under the Background tab, you need to choose one of the images

or, click on the Add an image to the list button . That will open Add Image File(s) dialog
box, in which you need to find the image that has been stored on the computer and then click

Add
on the Add button to add the image.

ﬂ = E ITdesk.info is licensed under a Creative Commons Attribution-
" Noncommercial-No Derivative Works 3.0 Croatia License 12/57
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= Desktop 1+ 0 X

Desktop

Set desktop background and menu and icon behavior

Background|| Menus | Icons

Images Image

Linux Lite l. @ Single image
Size! 1600x1J O Image list

() MNone
Linux Lite 1
Size: 1920x1( Colors
d Linux Peng [So]id color =
h ze: 1600x121
[ T [2) ‘ B
a4 Style: | Auto <
Adjustments
Brightness: (o} ' 0
Saturation: {1} 1.0
Help ¥ close

Pic. 14 — Desktop dialog box - Background tab

It is possible to choose how you wish to display:

e Single image — one image will be the desktop background
e Image list — images from the list on which different images may be added

e None — background will be empty

Background can be adjusted by:

e Brightness or
e Saturation of the color — it will highlight the warm or cool tones.

Exit the Desktop dialog box by clicking on the Close button [m] .
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Screensaver

To adjust the Screensaver, you need to choose the command Settings from the Menu and
then choose the command Screensaver from the newly opened drop-down menu.

L ] Screensaver Preferences (XScreenSaver 5.15, 28-5ep-2011) Sl ELES

Fle Help

Display Modes | Advanced

Blank Screen
~

Mode: | Blank Screen only = |

Antlnspect
\ntMaze

AntSpotlight

Blank After |10 |: minutes

Cycle After [10 |2 minutes

Lock Screen After

Pic. 15 - Screensaver Preferences dialog box

Screensaver Preferences dialog box will appear, in whose tab:

e Display Modes, you need to choose one of the offered modes by pressing on the down
arrow key, next to the Mode field.

Disable Screensaver
Black Screen Only
Only One Screen Saver
Random Screen Saver

OO O O O

By dragging the slider down, below the screensaver list, and by choosing one of the
offered screensavers, you can see the selected screensaver on the right side of the
dialog box. This way, you can see more screensavers in a row. By pressing the Enter
button on the keyboard, you open Preview, and pressing any other key on the
keyboard or the mouse, you exit the Preview.

You can also access Preview of the selected Screensaver by pressing on the Preview
button, located on the right side of the dialog box, below the selected screensaver.

You can set the time of inactivity, after which the Screensaver will automatically
appear and the length of time to repeat the animation cycle.
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e Advanced allows you:

o Image Manipulation, or
Text Manipulation — enter the text that will be seen on the Screensaver, or
o choose Display Power Management which allows, during the time of inactivity
to:
= put processes in Standby After specified number of minutes — processes
are stopped and saved, active documents are not being closed and the
computer goes to the minimum energy consumption state,
= processes Suspend After specified number of minutes — processes are
stopped and saved, active documents are not being closed and the
computer shuts down, or
= computer Off After specified number of minutes — processes are
stopped, active documents are being closed and the computer shuts
down.
o adjust that by turning on and off the computer, screensavers’s colors gradually
fade using Fading and Colormaps.

(@]

Resolution

Pixel (picture element) is a basic element from which the picture on the monitor display is
based. A monitor that can display more dots is said to have a better, higher quality picture.
Quality of the monitor picture is described as resolution. Seeing that the display is shaped
rectangularly, resolution is expressed with two numbers: horizontal and vertical number of
dots (i.e. 800 x 600). Monitor whose display can display the maximum of 800 x 600 dots,
basically can display maximum of 480 000 dots, that is pixels. Today’s monitors are made in
high resolution, for example up to 2 560 x 2 048 pixels.

To adjust the resolution, you need to select the command Settings from the Menu and choose
the command Monitor Settings from the newly opened menu.

A dialog box Display will open, in which you need

L] Display 4 O X
B Displey to click on the down arrow, next to the Resolution
I’ Configure screen settings and layout field and from a drop-down menu, using the left
' mouse button, choose the desired value. You can
Resolution: also choose screen Rotation or Reflection. The
Refresh rate: |59.8Hz |2 dialog box is closed by pressing on the Close
Rotation: Normal |3 button . Besides the term of resolution,

Reflection:  |None | & there is the term of the size of the monitor screen.
Screen size is measured by the length of the
monitor diagonal screen usually expressed in inchs
(1 inch =25, 4 mm).

3 close

i

Pic. 16 — Dialog box Display
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Select and add keyboard language

It is necessary to adjust the keyboard language so that all of the letters and signs which are
displayed on the keyboard can also be displayed on the computer display.

To change keyboard language, you need to choose the command Settings from the Menu and
from the newly opened menu choose the command Keyboard. That will open a dialog box

Add
Keyboard in whose tab Layout you need to press the button Add . Dialog box
Keyboard layout selection will open, in which you find the desired language.

It is usually enough for only one language to be active so that all of the keyboard signs
(especially ¢, ¢, Z, y, z) can be seen.

Keyboand

. Keyboard
m Edit keyboard settings and application shortcuts
—

Behavior l Application Shortcuts | Layout |

[[] Use system defaults
Keyboard model

[Generlc 105-key (Intl) PC <

Keyboard layout

Layout | Variant

[ 4 Add ] [ [ Edit l [ E:-eletel

Pic. 17 — Keyboard dialog box

= Keyboand|layoutiselection tEN X

R Keyboard layout selection
&&’\% Select keyboard layout and variant

-~

P English (Cameroon)

P English (Ghana)

I English (Migeria) ]
English (South Africa)

P English (US)

b Cennramt

l &J ok Hec:ancell

-

Pic. 18 — Keyboard layout selection dialog box
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If some of the selected languages is not installed, it is necessary to choose the command
Settings from the Menu and then the command Language Support from the newly opened
menu. A dialog box Language Support will open, by which the desired language will be
installed. Pressing the button Install / Remove Languages will open Installed Languages
dialog box, with a list of all the languages. Installed languages are marked with a tick on the
right side of the dialog box. If the wanted language is not installed, you need to tick the square
below the column Installed and press the button Apply Changes. That will automatically
download the language from the internet.

I Fanguage Suppont i (=]

_f Language 1|I Regional Formats

Language for menus and windows:
English (United States)

English

Drag languages to arrange them in order of preference.
Changes take effect next time you log in.

I Apply System-Wide I

Use the same language choices for startup and the login screen.

| Install / Remove Languages...

Keyboard input method system: | none v |

I Help | l 3¢ close I

Pic. 19 — Language Support dialog box
Program management

Installing programs

Not all programs are installed the same way. Some programs have the file with an extension
.exe which launches the application, and some programs need to be installed via Terminal. To
install something via terminal, it is necessary to know the commands that need to be entered
so that the program can be installed after being downloaded.

Removing programs

Choose the command System from the Menu and then, from the newly opened menu, choose
the command Install/Remove Software. A dialog box Synaptic Package Manager will open,
along with the list of all programs, whether they’re installed or just recommended.

ﬂ = E ITdesk.info is licensed under a Creative Commons Attribution-
" Noncommercial-No Derivative Works 3.0 Croatia License 17/57

EY MG HD




ITdesk.info — project of computer e-education with open access

In the left pane, choose the display of Installed programs. In the right pane, find the program
that you wish to remove. If you right-click on the desired program, a quick-menu will appear,
from which you choose the command Mark for Removal.

After all of the programs that you wish to remove have been selected, you need to press the
button Apply, located in the main dialog box Synaptic Package Manager.

SynapticPackage/Manager

File Edit Package Settings Help

= uick filter
= ? @B
Reload  Mark All Upgrades  “pply Properties :]

All

s Package Installed Version | Latest Version Size
B <2 libreadlines 6.2-8 6,2-8 360 kB
B <3 libreoffice-base-core 1:3.5.7-0ubuntud  1:3.5.7-Oubuntud 2537 kB

Installed (auto removable)

ibreoffice-calg W] b 2t 7-Oubuntud 17.1 MB
B 3 libreoffi & unmark 7-0ubuntud  52.7 MB
43 libreoffice-co i .7-0ubuntu .
B < llbreoff &) Mark for Installation y— ——
42 libreoffice-co .7-0ubuntu
Mark for Reinstallation
B <2 libreoffice-dre [} 7-0ubuntud 9070 kB

Mark for Upgrade
| K3 hbreof‘f‘ice-er‘r@ : pgra 7-0ubuntusd 210 kB
[ Mark for Removal

[ Mark for Complete Removal
| office product & Properties

| | Get Screenshot Mark Rec

Libreoffice is a full Mark Suggested for Installation 2 des

Installed (local or obsolete)

Installed (manual)
Installed (upgradable)
Mot installed

ommended for Installation

Sections . - -
a near drop-in replacement for Microsoft(R) Office.
Status
Qrigin

Custom Filters

] This package contains the spreadsheet component for Libreoffice.

Search Results

Architecture ]

1207 packages listed, 1207 installed, 0 broken. 0 te installjupgrade, 0 to remove
Pic. 20 — Synaptic Package Manager dialog box

Using a key on the keyboard — print screen

The Print Screen or PrntScr key will open a dialog box Screenshot which enables you to
capture the picture of:

e Entire screen,
e Active window, or
e Select aregion.

You can also choose the option Delay before capturing or the option of capturing the mouse
pointer Capture the mouse pointer when capturing the screenshot. Delaying the capture is
mostly used when you wish to set the screen for capturing.
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ﬁ Screenshot
Fﬁ Take a screenshot

Region to capture Delay before capturing

() Entire screen seconds

® |Active window|
() Select aregion

Capture the mouse pointer

Help l @ Cancel l [ F ok ]

ﬁ Screenshot
@ Action

Action Preview

@ |Save|

() Copy to the clipboard
) Open with: Image Wiewer

() Host on ZimageZ

Help l @ Cancel

o |

Pic. 21 - Screenshot dialog box— before and after capturing the screenshot

After the screenshot has been captured, a dialog box Screenshot will open, by which the
screenshot can be:

e Save in a certain file — Save screenshot as... dialog box will open, by which you can
choose the location for saving the screenshot, title and the type of the screenshot (for
image files it is .png or .jpg), or

e Copy to clipboard and then later Paste for example in the word processing program
LibreOffice Writer, or

e Open with for example, a picture processing program GIMP, or

e send to Zimagez — free Online image hosting service.

Screenshot dialog box can also be opened by choosing the command Accessories from the
Menu and then the command Screenshot from the newly opened menu.
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In case that the command Screenshot is launched, but the screenshot is unable to be saved,
you need to delete the xfce4-screenshooter file, which is located in the Home Folder in the
hidden files of the User. Hidden files can be shown, if you choose the command Hidden
Folders from the View menu. That will display the hidden folders along with the user folders.
You need to open the .config folder and find the .xfce4 folder, from which you need to delete
the xfce4-screenshooter file.

Home Folder - User - View and Hidden Folders - .config - .xfce4 - xfced-screenshooter

~/.config/xfce4/xfced-screenshooter
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1.3 ICONS

Icons are small thumbnails on the computer display, which represent programs, folders, files.

ih B

libreoffice- libreoffice-
o calcdeskiop o calc.desktop Application shortcut icon LibreOffice Calc — program for

processing tabular data

Sl * E
libreoffice- librecffice-

o Witerdesktop . writerdesktor Application shortcut icon LibreOffice Writer — word
processing program

N

e  Newpresentaion  Application shortcut icon LibreOffice Impress — program for creating
presentations

° Mew Folder lcon Newfolder

2
- Icon Home Folder — opens the folder manager

° i | / @ Icon Trash — icon for the empty / full wastebasket

Selecting, moving and opening icons

Icons are selected by left-clicking the mouse on the icon.
Group of icons can be selected in one of the following ways:

e Press and hold the left mouse button on the empty place on the Desktop and drag the
mouse pointer towards the group of icons, until the desired icons are selected and
then release the mouse button.

Pic. 22 — Selecting a group of icons
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e Selecting adjacent icons: First you need to select one icon and then press and hold
Shift key and select the last icon in the row and then release the Shift key

e Selecting nonadjacent icons: First you need to select one icon, press and hold Ctrl key
and then select nonadjacent icons and release the Ctrl key

Icons are moved by the Drag and drop method — you need to select an icon and hold the left
mouse button until the mouse pointer has been dragged to the place where you wish to move
the icons, after which you release the mouse button.

Possible locations for moving icons are being shown while the icon is being moved. If you
wish, you may position the icon in the provided field (square).

Pic. 23 — Display of the moved icon and the field provided for the icon
Icons are opened by:
e double-clicking the left mouse button in the icon, or

e selecting the icon and pressing Enter

Working with shortcuts

Shortcut is an icon recognizable by the tilted arrow sign ! which is connected to the certain
file, folder or a program. Shortcut is usually used for opening frequently used programs or
files.

Any program installed on the computer may be opened via Menu, where the desired program
needs to be found and selected. However, if the certain program will be used frequently, it is
practical to create a desktop shortcut to that program. That will enable quick opening of the
program by double-clicking on the shortcut icon, without having to use the Menu.

Shortcut can be opened by double-clicking the left mouse button on the icon.

Creating the shortcuts is described in the chapter 2.2.

Keyboard shortcuts

To set the keyboard shortcuts, you need to choose the command Settings from the Menu and
then, drom the newly opened menu, choose the command Keyboard. That will open the
Keyboard dialog box, in whose tab Application Shortcuts you need to press the Add button.
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oy Keyboarnd B X

o5 Keyboard
f&\‘ Edit keyboard settings and application shortcuts

Behavior || Application Shortcuts|| Layout l

Define shortcuts for launching applications:

Command Shortcut
Ixterminal <Primary=<Alt=>t
pemanfrm <Super=h

xfred-display-settings --minimal <Super=p

xfeed-display-settings --minimal XF&86Display

xfced-screenshooter Print
xfdesktop --menu <Primary=Escape
xflockd <Primary=<Alt>Delete
xfrund <Alt=F2
g Add l [ = Remove l l @Resetto Defaults l

Pic. 24 — Keyboard dialog box—Application Shortcuts tab

Dialog box Shortcut Command will open — for you to choose a command for which you wish
to create a shortcut. By pressing the Open button, dialog box Select command will open, in
which you need to find the desired command and press the Open button. In the dialog box
Shortcut Command, the selected command is affirmed by pressing the button OK.

Shontcit Command

@ Shortcut Command

Shorteut:

Command: [ ]

[[] Use startup notification

(@ecancel || Fox |

Pic. 25 — Dialog box Shortcut Command

Then, dialog box Command Shortcut will open — used for selecting the shortcut that will open
the command. You need to press the desired keyboard combination. When the keys are
released, dialog box Command Shortcut will close.
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The command with the assigned shortcut will appear in the list of commands in the dialog box
Keyboard under the tab Application Shortcuts.

= Command Shortcut = X

Command Shortcut

Command: Jjusr/binjlibrecffice

Shortcut:

Pic. 26 — Dialog box Command Shortcut
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1.4 BASIC WINDOWS OPERATIONS

It is possible to have multiple opened windows, and only one that is active:

e active window has a highlighted frame, whilst the inactive one has a gray frame
e opened window becomes active if you left-click on it
e opened window also becomes active if you left-click on its thumbnail on the Panel

Recognizing different parts of windows

Basic window parts are: title bar, menu bar, toolbars, status bar and sliders.

Title bar
Menu bar

Synaplic Pakage Mamages

Filg Edt Package Settings Halp

a g al Quick filter ﬁ
Reload  Mark All Upgrades <00l Broperties Toolbar
all ‘5 Package Installed version  Latest Version Size Dw:: [=1
EEZE | B < ibreadines £.2.9 628 WO ke G
installed (suta removable) B <3 hbrecthce base-core 1:3.5 Tu0ubuntud 1735 T-0uburAud w37km o —— Slider
nstalled llecal or chscletel T TR 7-Duburtu4 o
nstallad imarual) B 2 kbrecifice-cor o F-fuburiud 527 MB uifln'
wnatalled (upgradable) B <3 bbrecffies-sor T-Duburiud 108 MB  eficq
|
Haot installed | [B=] lubmnﬁu--dr:_u ﬂﬁ‘tfﬂ'ﬂlhﬂl fatien [ Teduburtud 5070 KR office
bbrecthce.er = guouburtud  210k8  off
-a EO S Y Mark for Raerioval i “=
BB Mark for Complete Rernoval . D
affice producti &) Properties
| Got Screenshot .
S 1> o
LibreCffice is afull  Mark Suggested § tallat ¥ fos
L s ] a near drop-n replacernent for Microsoft(R) Office.
This package contans the spreadshest component for LibreOffice.
| Origin |
| Custormn Filters ]
{ Search Results ]
L okl achas ] L—_..I
1207 packages listed, 1207 installed. 0 broken. 0 to installupgrade, 0 to remove Status bar

Pic. 27 — Window elements
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Dialog box

Dialog box is a specific type of window which opens after the use of certain tools and it offers
a (?)choice of possibilities for completing a task. The choice you make is confirmed by pressing

the button Close I&l Unlike the standard windows, their size is invariable.

Notifications

I .
g_\ Notifications

g

Theme: [Smoke 2 J

Default position: [Top right = l

Disappear after: %conds

Opacity: ] 1 90%

Pic. 28 — Example of the dialog box

Manipulation buttons are located in the right corner of the window’s title bar:

ﬂ Button for hiding the window behind the title bar — title bar stays at its home position

H Button for lowering the window to Panel

E Button for expanding the window over the Desktop

RS Button for closing a program and removing the window from the Desktop
Moving windows

Windows are moved by the Drag and Drop method, so that you press and hold the left mouse

button on the title bar and drag the mouse pointer EE to the place where you wish to move
the window, and then you release the mouse button.

It is necessary to position the mouse pointer in the window’s corner and, when the pointer
changes its shape to, press and hold the left mouse button and, by using the Drag and Drop
method, increase or decrease to the desired size.

Switching between multiple opened windows

Switching between multiple opened windows can be done by:

e pressing the left mouse button within the desired inactive window — this way is
possible only if the windows are at least partially visible on the Desktop
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pressing the left mouse button on the thumbnail of the desired window on the Panel —
that causes the selected window to appear above all others and it is active

Alt + Tab keyboard shortcut, a dialog box with the preview of open windows appears.
Hold the Alt key, and by pressing the Tab key, you will move between the opened
windows. When you are positioned on the desired window, release the Alt key.

XFDESKTOP SETTINGS

il ©

Desktop

Pic. 29 — Switching between opened windows — using the Alt + Tab keys
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2 FILE MANAGEMENT

2.1 BASIC TERMS

File is a set of digital data recorded in the memory as a logical unit.Each file is characterized by
its beginning, end, size and name. Due to a better visibility (convenience), files are placed in
Folders.

File start management
In Linux Lite operating system, file management can be performed by:

e Home Folder — a simple version of the file management application, or
e File Manager —Thunar application for file management.

Display of windows file manager can be adjusted via the menu of each menu. Window can be
changed in:

e Path
e Side pane

HOME FOLDER

Launching the file manager via Home Folder can be done in several ways:

e by clicking on the Home Folder thumbnail <« on the Panel,

e by launching the shortcut which is usually located on the Desktop or

e via Menu by choosing the command Accessories and then, from the newly opened
menu the Home Folder
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Fle Edit Go Bookmarks WView Tools Help

< D@ B v e | ¥
e, w BB &

Desktop Desktop Documents Downloads Music

B B R E

jﬁ Applications

MAX FREE A Pictures Public Termplates Videos

(L) 320 GEFile...

FileSystemn

8 items (28 hidden) Free space: 2.1 GB (Total: 2.1 GB) -

Pic. 30 - Home Folder window — root

In the file manager, the Home Folder has an icon and it is named according to the
username. In this case, the user is root, therefore that is the name of the folder. User files are:

e Folder Desktop — used for displaying folders and files on the desktop. This folder can
be opened by right-clicking on the Desktop and choosing the command Open in New
Window from the newly opened menu.

e Folder Documents — used for organizing and storing the documents (text files,
workbooks, presentations...)

e Folder Downloads — used for storing the documents and programs downloaded from
the internet

e Folder Music — used for organizing and storing music

e Folder Pictures — used for organizing and storing pictures

e Folder Public — used for storing documents and programs that are visible to other
users in the network (i.e. in companies, computers are often connected to the local
computer)

e Folder Templates — used for organizing and storing templates

e Folder Videos — used for organizing and storing video materials

Creating a new folder in the folder Music:

1. You need to open the Home Folder by clicking on ther icon Home Folder <& on the
Panel.

2. Inthe dialog box file management, open the folder Music.

3. Within the folder Music, press the keyboard combination Shift+Ctrl+N or, from File,
choose the command Create New and then then Folder.

4. Inthe dialog box Create New... you need to rename the folder and store files, subfiles,
programs in it. Dialog box is closed by clicking on the OK button.
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L_| Create | New:.. 1+ X

Enter a name for the newly created folder:

e l
lGCancel l < ok ]

Pic. 31 — Dialog box Create New for entering a name for a folder

FILE MANAGER

File Manager can be launched in several ways:

-

pen Folder wi

e by clicking on the thumbnail Open Folder with Thunar ==""""on the Panel, or
e by launching the shortcut which is usually located on the computer Desktop.

melanimax - Eile|Manager:

File Edit wview Go Help

@ melanimax [ melanimax] [ Desktop l
Desktop

Trash B
& s 5 5 B B
[} File system

Desktop  Documents Downloads Music Pictures

% MNetwork
S =
(= os &
[ windows_Sektor £ Public Templates usr Videos
L) prolazni_sektor &
(L) Radni_sektor al
[_} programski_Se... &

[} FileSystem

9 items [36.0 KB), Free space: 39.9 GB

Pic. 32 File Manager

If the thumbnail Open Folder with Thunar is not located on the Panel, Desktop or the Menu,

you need to add it.

The command is added to the Menu by choosing the command Settings from the Menu and

then, from the newly opened menu, by choosing the command Main Menu. In the dialog box

Main Menu, you need to find the command Open Folder with Thunar and left-click on the

empty box next to the icon, to add it to the Menu. The dialog box is closed by pressing the

button Close.
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Navigation through the storage devices

Working with folders and files using the Data Manager

File Managers are used for a hierarchical preview of folders and files within the data manager
device.

" melanimax - File'Manager: e (e P l—" melanimax o El X
File Edit View Go Help File Edit Go Bockmarks View Teels Help
PPN E
Desktop Places ~
e mEEE sl B R R
[} File systermn P
Desktop  Documents Downloads Music Desktop Desktop Documents Downloads Music
% Network ﬁ Trash
(=) programski_se... & (— ]ﬂ Applicati ﬁ i ﬁ ﬁ
@ ims = =) os Pictures Public Termplates usr
() Radni_Sektor A Pictures Public Templates usr
- = (=) Windows... &
() Prolazni_Sektor & E MAXFREE A & ﬁ
= s LB at
[ OS 2 Radni_s.. 4 Videos
[} windows_Sektor £ Videos oe A
rogram... £
= mAx FREE &
= Prolazni_... &
[} FileSystem @ .
Sims3 A
FileSystem
9 itemns (36.0 KB), Free space: 39.6 GB B Items idden ree space: 42, otal: 0
items ( ) . 9itemns (36 hidden) F 42.5 GB (Total: 49.3 GB)

Pic. 33 — Folder Manager window — File Manager and Home Folder

Main parts of the File Manager window are:

e Menu bar — preview of the available menus
e Path bar — address of the location where the user is currently located. Each file/folder
has its own Path — address of the location in which it is placed.

In the File Manager, from the menu View, choose the command Location Selector and
the desired preview of the toolbar: Pathbar Style or Toolbar Style.

l root l l Desktop

fmedia/MAX FREE/Linux/3 ] e ®

Pic. 34 —Address bar — Pathbar and Toolbar
Next to the address bar, depending on the File Manager, there are buttons for:

o previewing the user authorization level = (e.g. You are in super user mode)

opening the New Tab s

o
o moving between folders € ® v 4
o returning to the Home Folder E
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e Side Pane — for previewing the main folders, available discs and USB connectors and
user shortcuts. If you left-click on a folder, the content of the folder will be shown in

on the right side of the window.

e Main area — shows the content of folders, discs or USB connectors chosen from the
Side Pane. Folders on the right side of the window are opened by left double-clicking.

Navigation
buttons

ﬁ Trash

() File System

& Network

B MAX FREE

(=) os

windows_Sektor

=) prolazni_Sektor
(=) Radni_sektor
[} Programski_Se...

[} FileSystem

Side

Creating shortcuts

Shortcut to a folder located in the File Manager is created by pressing and holding the right
mouse button on the folder and then choosing the Send To from the newly opened menu

and:

e Side Pane — within the dialog box File Manager, a link to the original folder will appear

e

Help

melanimax - File'Manaaer.

Q"

Toolbar

Desktop
>-é°>si‘

Public

PP PPRDRD

Pane D KB), Free space: 39.9 GB

m/l B

Documents Downloads Music
Templates usr Videos

Pictur ‘S

Status bar

Pic. 35 File Manager — preview of the window details

e Desktop - a link to the original folder will appear on the desktop,

Manipulation
buttons

Address
toolbar

e some other location for the shortcut Hard drive, Mail Recipent and so on.

(S

EY MG HD
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Linine-FilelManager

Edit View Go Help

melanimax

[ media H MAX FREE ][Linux]

Desktop
Trash

File System
Metwork

MAX FREE

0os
Windows_Se...

Prolazni_Sek...

ToDDhEFDSED| s

0 0 0o

Radni_Sektor

I Open

Open in New Window

Create a link to the selected file on th

3

Side Pane (Create Shortcut)

% Cut ~'Desktop (Create Link)
[ Copy MAX FREE
Paste Into Folder Elos
= Delete L] windowsSektor
[L] Prolaznisektor
Rename...

& open Terminal Here

Properties...

L] Radnisektor
[L] Programskisektor
Data Composition

Pic. 36 —Creating a shortcut

(=) Mail Recipient

If you, for example, wish to make a shortcut for the folder Music on the Desktop, you can also
do it in the following way:

1.

w

press the right mouse button on the Desktop and from the quick-menu choose the
command Open in New Window
in the dialog box Desktop, from the Side Pane, choose the folder of the User and right-

click on the folder Music

choose the command Send to from the quick-menu
from the newly opened menu, choose Desktop (Create Link).

— melanimax'- FilelManager

Fle Edit wview Go Help

@ melanimax [ melanimax

4o EEX

[0 Desktop
ﬁ Trash

[} File System
% Metwork
(=) pmipl

|| Programski_Se...
[} Radni_sektor
[} Prolazni_Sektor
[£) os

[} windows_sektor
MAX FREE

[ Filesystern

Desktop

=

Public

e o

& &

Documents Dewnloads

xiijm

Termplates usr

Vi

Open
Open in New Window

side Pane (Create Shortcut)

I3 Desktop (Create Link)
Bl Copy DIVIDI
Paste Into Folder (] Programskisektor
& Delete L] Radnisektor
[] Prolaznisektor
Rename... O os
[E open Terminal Here =] windowssektor
[&] Properties... MAX FREE
Data Composition
=) Mail Recipient

"Music" (4.0 KB) folder

Pic. 37 — Creating a link to the folder Music
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Preview within the operating system of data storage device, folders, files in a
hierarchical manner

e each device owns a thumbnail and an assigned name
e there can be one Hard Disk Drive, there can be more or one may be divided in multiple
Partitions

Devices which are used for data storage by the operating system are marked either by a
default name (i.e. My Stick, Working Disc) or by the device capacity (i.e. 360 GB File System)
and are available through the File Manager. The name of the connected device is changed by
right-clicking on the device’s thumbnail and choosing the command Properties from the
quick-menu. A dialog box Properties will open, in whose tab General, you enter the new
Name.

Data storage devices are:

e Floppy disk
e Hard Disk is a place for a permanent storage of data
e Network drive — disk connected to a local computer network
= access: opening a File Manager and choosing Network from Side pane
e USB stick
e CD-RW (Compact Disk ReWritable)
e DVD-RW (Digital Versatile Disc ReWritable)

Unit measure of the size of files and folders: KB, MB, GB

1 KB (kilobyte) - 1024 bytes (approximately 1000 bytes)
1 MB (megabyte) - 1024 kilobytes (approximately a million bytes)

1 GB (gigabyte) - 1024 megabytes (approximately a billion bytes or a thousand
megabytes)

Why make an extra copy on the portable storage devices

Backups of files are recommended to be stored on one of the portable media, and thus
ensure the original source of data, in case of losing or damaging.

Advantages of storing data on network devices

If the computer is connected to the computer network, you can access the shared data and
devices, which are shared with other computers in the network. In the File Manager window,
from the menu Go, choose the command Network. In the File manager window, there is a list
of the network devices (i.e. printers) and the network to which the computer is connected.
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.-
File Edit wiew Go Help

B root 5 Network:

Network - File Manager

[ Desktop
ﬁ Trash
.

[} File System .n &

= Network HP Color Windows Network
Tl Network Laserjet CP3525

= MAx FREE & | [97rEFS]
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(=) FileSystemn
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Pic. 38 - File Manager - Network

Storing data on network or on-line devices enables the accessibility of data to:

e all users with the permission to access at the same time
e users on distant locations
e permanently store data
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2.2 FILES AND FOLDERS

Opening window to display folder properties

After right-clicking on the folder, choose the command Properties from the quick-menu. In
the open dialog box Properties, under the tab General, there are available information on the
name and size of the folder.

Adjusting the view on devices and folders

Sometimes, when the window is not maximized, you cannot see all the information on the
files and folders. That is when the vertical and/or horizontal sliders used for the complete
window preview appear. Also, you can adjust the window size so that the whole height and /
or length of the window is visible in a way that:

e the mouse pointer needs to be positioned on the edge of the window that you wish to
move

e when the mouse pointer changes the shape to an arrow showing directions in which
you can move the window edge, you need to use the Drag & drop method; press and
hold the left mouse button, drag the window to the desired location and release the
mouse button.

Simultaneous changing of the height and width of the window is done in a way that you need
to position the mouse pointer in any corner of the window and also use the Drag & drop
method to determine the size of the window.

Creating folders and subfolders

Creating folders

To create a folder on the Desktop, press the right mouse button and open the quick-menu,
from which you choose the command Create Folder. In the dialog box Create New Folder,
enter the name. By clicking on the button Create, you open a new folder.

Creating subfolders

Subfolders in the File Manager can be created by opening any folder (by left double-clicking
on it) and:

e from the File menu choose the command Create Folder, or
e right double-click and from the quick-menu, choose the command Create Folder.

Subfolder can be created in the Home Folder by:

e choosing the command Create New from the menu File and then, choosing the
command Folder from the newly opened menu,
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e pressing the Shift+Ctrl+N keyboard combination, or

e right double-clicking and choosing the command Create Folder from the quick-menu.

2.3 WORKING WITH FILES

A file is determined by name and extension. The extension indicates the file type (text,
multimedia...), that is, it tells us by which application is the file made.

File extensions of the frequently used files:
.exe — executive

.sys, .dll - system

tmp, .temp — temporary

.rar, .zip, .7z — compressed
.jpg, -jpeg, .gif, .png —image
.mp3, .wav, .wma — audio

.avi, .wmv, .mpg, .mp4 —video
.txt —text i.e. Text Editor

.rtf, .odt, .ott — LibreOffice Writer
.ods, .ots — LibreOffice Calc
.odp, .otp — LibreOffice Impress
.odb — LibreOffice Base

.pdf — (Portable Document Format) - Adobe Acrobat

.htm, .html, .asp, .aspx, .php - web

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 37/57

EY MG HD



ITdesk.info — project of computer e-education with open access

Text Editor

Text Editor is a simple text editor, with limited possibilities of text editing. Application Text
Editor is launched via Menu. In Menu, you need to choose the command Accessories and,
from the newly opened menu, the command Text Editor.

Empty file Text Editor can be opened if you right-click the mouse button and choose the
command Create From Template from the quick-menu, and then the command Empty File
from the newly opened menu.

: (Wntitled)
Fle Edit Search Options Help
1] \ \ /
Title Manipulation
Menu bar bar buttons
MNumber of
rows
.;—'—'_'-'_'_‘-'_F
Sliders
Frame
/

Pic. 39 —Text Editor — main window parts

When you wish to save the file for the first time, you need to choose the command Save As
from the File menu. That will open the dialog box Save As, in which you enter the file name,
within the field Name and the location where the file will be saved, using the field Save in
folder. Dialog box Save As is also opened by pressing Shift+Ctrl+S keyboard combination.

In case that the file has already been saved in a certain place and under a certain name, it is
sufficient to simply click on the command Save, or use the Ctrl + S keyboard combination to
save the changes.
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Selecting File status

File/folder needs to be selected and then you need to right-click and choose the command
Properties from the quick-menu. In the open dialog box Properties, in the tab Permissions,
you can assign the following file accesses:

e Read and Write — it is possible to make all the changes over the original file.

e Read Only — file can be opened and changed, but when you wish to save it — a dialog
box Save As will open. The new file will be saved under a different name, and the
original file will not be changed because it is available for reading only.

e Write Only — every time an empty file opens and the content cannot be seen until the
permissions are changed.

e None — both reading and writing are not possible

The selection is confirmed by clicking on the button Close.

New Folder - Properties

General ‘ Emblems | Permissions |

Owner: root (root)

Access: [Read E: Write

L]
|

Group: lroot

L]

<>

Access: lRead anly

Others: lRead only

L]

Pic. 40 — Dialog box of the folder Properties— tab Permissions

If you wish to remove a selected option from a file/folder, you need to choose another option
from the dialog box Properties.
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Sorting the view of files in folders

File preview in the File Manager

From the toolbar in the View menu, you can choose the following commands:
e Arrange Items and one of the ways to sort the files:

Sort by Name

Sort by Size

Sort by Type

Sort by Modification Date

Ascending — alphabetical list from Ato Z
Descending — alphabetical list from Z to A

o O O O O O

(® Sort By Name

(0 Sort By Size

(O Sort By Type

() Sort By Modification Date

® Ascending

_ (0 Descending
Pic. 41 — File sorting
e Zooming the size of the icons:
o Zoomin
o Zoom out

o Normal Size

e File preview via:

o View as Icons — only the name of the file is displayed below the icon. The

command can also be done by Ctrl+1 keyboard combination.

o View as Detailed List) — file details are shown next to the icon (size, type, etc.)

The command can also be done by Ctrl+2 keyboard combination.

o View as Compact List — the title is shown with the icon. The command can also

be done by Ctrl+3 keyboard combination.
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E Go Help

£ reload Ctrl+R
Location Selector >
Side Pane >
Statusbar
[] show Hidden Files ctrl+H
Arrange ltems >
] Zoom In Ctrl++
=) Zoom Out Ctri+-
|7 Nermal Size ctrl+0
® \iew as Icons Ctri+1
() View as Detailed List ctrl+2
() View as Compact List Ctrli+3

Pic. 42 —=View menu
File preview in the Home Folder
From the toolbar in the View menu, you can choose the following commands:
e file preview:
Icon View — only the file name is shown below the icon
Thumbnail View of the icon — display of the zoomed in icons

Compact View — only the title is shown next to the icon
Detailed List — file details are shown next to the icon (size, type etc.)

o O O O

e Sort Files and one of the ways of sorting files; Ascending or Descending order:

By Name

By Modification Time
By Size

By File Type

o O O O

@ Ascending

) Descending

® By Name

() By Modification Time
) By Size

() By File Type

Pic. 43 — Sorting files
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Good practice in naming files

When naming files and folders, you should use meaningful names to indicate their content.

Changing the name — Renaming files and folders

To rename a file/folder, you need to:

double-click on the file/folder thumbnail and choose the command Rename from the
quick-menu, and then, enter the new name in the dialog box Rename, or

double-click on the file/folder thumbnail and choose the command Properties from
the quick-menu and enter the name in the dialog box Properties, in the field Name, or
select file/folder, press F2 key and in the dialog box Rename File enter the new name.

Dialog box will close by clicking on the OK button.

2.4 OPERATIONS WITH FILES AND FOLDERS

Selecting files and folders

Files/folders are selected by positioning the mouse pointer on the folder and left-clicking. If
you wish to select more than one file/folder:

press and hold left mouse button and drag the pointer until you have selected the
desired group of files/folders

adjacent: after you have selected the first file, hold the Shift key and select the last file
in a row. Then release the Shift key

non adjacent: hold the Ctrl key until you have selected all of the desired files/folder
with the mouse

selecting all icons (files, folders, programs, shortcuts): Ctrl + A keyboard combination
or, from the toolbar in the File menu, choose Select All Files

Copying files and folders

To copy files / folders, open the File manager and:

1.

in the Side Pane find folder from which you want to copy and in the right pane select
the file/folder you want to copy,

press the right mouse button and from the quick menu choose the command Copy, or
use keyboard shortcut Ctrl + C,

via Side Pane find and select the folder you want to copy the file or folder into,

press the right mouse button and from the quick menu choose the command Paste, or
use keyboard shortcut Ctrl + V.
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Copying using the Drag and drop method:

1. select the file/folder that you wish to copy
press and hold the left mouse button on the selected file/folder and then press and
hold the Ctrl key

3. dragthe mouse pointer to the desired location
release the mouse button and then the Ctrl key. Copy is pasted to the new location.

Moving files and folders
You can move files/folder in the File Manager by:

1. finding and selecting a file/folder that you wish to move in the Side Pane

2. holding the right mouse button and choosing the command Cut from the quick-menu

3. positioning the mouse pointer in the location where you wish to move the file/folder,
via the navigation pane

4. pressing the right mouse button and choosing the command Paste from the quick-
menu

Moving using the Drag & drop method is done in the same way as before, only without using
the Ctrl key.

By using the drag & drop method, files and folders will be permanently moved from the File
manager. However, by using the drag & drop method, files and folders will also be copied in
the File Manager.

Deleting files and folders by sending them to Trash is done in one of the following ways:

e via the File manager: find the file location in the Side pane and.in the right window,
select the file or a folder that you wish to delete. From the menu Edit, choose the
command Delete, or

e viathe mouse:

o press the right mouse button on the file or folder and from the quick-menu

choose the command Delete , or
o using the Drag and drop method: hold the left mouse button on the file or
folder that you wish to delete and drag it to the Trash
e via the keyboard: select the file or folder and press the Delete key on the keyboard

Restoring the deleted files and folders from the Trash

Deleted files/folders which are located in the Trash may be restored to their original location
on the computer. You need to select Trash from the Side Pane in the File manager. In the
right side of the window, the trash content will appear. You need to find the file/folder that
you wish to restore on its original location and press the right mouse button and choose the
command Restore from the quick-menu.

ITdesk.info is licensed under a Creative Commons Attribution-
Noncommercial-No Derivative Works 3.0 Croatia License 43/57

EY MG HD



ITdesk.info — project of computer e-education with open access

Emptying the Trash
To permanently delete the Trash, you need to, in the file manager:

e choose the command Empty Trash from the File menu in the Side Pane
e right-click on the Trash thumbnail and from the quick-menu choose the command
Empty Trash.

2.5 SEARCHING THE STORAGE DEVICES

In order to search the storage devices, first you need to install a tool for searching data.
Choose the command System from the Menu, and from the newly opened menu System,
choose the command Install File & Folder Search. That will open a Terminal window, in which
you will need to authorize the launching of installation by entering the password.

— Iilerminal 4 -0 X
File Edit Tabs Help

Pic. 44 - [XTerminal

The installation will carry out automatically. Once the installation is finished, you will be able
to find the data searching tool Catfish in the Menu, under the menu Accessories.
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- e s o]

catfish

[ Exact match
[ Hidden files
O Fulltext sear

[ Limit results

File type
E- =
Folder
| Bcatfish G
Search method
& find ol

gl Find

3¢ Close

Pic. 45 — Program Catfish

In the empty field below the title Catfish, you need to enter the term you want to search. You
can choose:

e an option for searching the exact title; Exact match, within the Hidden files or Limit
results to the default number of search results.

e File type —Documents, Images, Music or Videos.

e Folder that is searched

e Search method — Find

At the end, you need to click on the Find button. On the right side of the window, there will be
all of the files and folders with the default name.

Seanching/for*mirovina®

catfish Filename Size Location Last modified

[mim"i”a l Pero Mirovina 4kE  /media/MAX FREE 02/25/2013 08:59:34 AM
[] Exact match pero_02_21 festa 4 kB ...E/Perp Mirovina 02/22/2013 01:57:40 PM
[] Hidden files IMG_3793 PG 7MB  ..ro_02 21 festa 02/22/2013 06:34:30 AM
O Fulltext search IMG_3795 PG 8MB ..ro_02_21 festa 02/22/2013 06:34:34 AM
[] Limit results IMG_3799 PG 7MB  ..ro_02_21 festa 02/22/2013 06:34:46 AM
|' o :'| IMG_3800 PG 7MB  .ro_02 21 festa 02/22/2013 06:34:50 AM
) ) : IMG_3801 PG 7MB  ..ro_02_21 festa 02/22/2013 06:34:54 AM
File type IMG_3802 PG 7MB  .ro_02 21 festa 02/22/2013 06:34:58 AM
D 3 & IMG_3803 PG 7MB  .ro_02_21 festa 02/22/2013 06:35:00 AM
Folder IMG_3804 PG 7MB  ..ro_02 21 festa 02/22/2013 06:35:04 AM
lMA}( — s l IMG_3805 PG 7MB  .ro_02_21 festa 02/22/2013 06:35:08 AM
Search method IMG_3807 JPG 7MB  ..ro_02 21 festa 02/22/2013 06:35:16 AM
l‘ﬁ find A l IMG_3808 JPG 7MB  .ro_02_21 festa 02/22/2013 06:35:18 AM
IMG_3809 PG 7MB  ..ro_02_21 festa 02/22/2013 06:35:22 AM
[ @ Find J IMG_3810 PG 7MB  .ro_02_21 festa 02/22/2013 06:35:26 AM
IMG_3811 PG 7MB  .ro_02_21 festa 02/22/2013 06:35:30 AM
IMG_3812 PG 7MB  ..ro_02 21 festa 02/22/2013 06:35:32 AM
IMG_3813 PG 7MB  .ro_02_21 festa 02/22/2013 06:35:36 AM

l ¥ Close l IMG_3814 PG 7MB  ..ro_02_21 festa 02/22/2013 06:35:40 AM |

126 files found for "mirovina".

Pic. 46 — Search example
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Searching the data storage device using the wild cards: file types, first letter of the file

If you cannot remember the name of the desired file, you can use the wild cards instead of the
letters: star(*). If you enter the file extension of the file that you wish to find in the input field:

* *xt that will list all the files with the extension .txt
* *bmp that will list all the files with the extension .bmp, itd.
You can also search using the certain letters of the file name, such as:

that will list all the files which end with the letter t
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3 UTILITIES

3.1 WORKING WITH THE PROGRAM FOR COMPRESSING FILES

Compressing reduces the space which the files occupy on the disc. Programs for compressing
files are also used for joining a large numbers of files and folders in one compressed file. Some
of the popular programs for compressing files are: 7zip, Zipeg, tar.gz etc.

Adding files in a compressed folder

To compress a file or a folder, you need to choose the menu Accessories from the Menu and
then the Unzip/Compress Files program for compressing files. That will open a dialog box of
the program for compressing files Xarchiver 0.5.2.

Xanchiver 0.5 2syn-H29673

Archive Action Help

&

Location:[

Archive tree

Select "Mew" to create or "Open" to open an archive |.

Pic. 47 — Basic window of the program for compressing files

Clicking on the thumbnail Open an archive opens an existing archive using the dialog box
Open an archive.

Clicking on the thumbnail Create a new archive Li opens a new archive using the dialog box
Create a new archive.
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Create a new anchive

Name: [Nova arhiva l
Save in folder: root Desktupl Create Folder
Places Narme v  Size Maedified
[& search [@ Ambasade i diplomatska predstavnidtva u HRV.xIs 335 KB  Yesterday at 08:32
) Recently Used [£] Help & Support.desktop 190 bytes 08/22/2012
root [[] ubiquity-gtkui.desktop 73KB 11/20/2012
[] File system
MAX FREE
[Z] 220 GB Filesystem | |
%
All files <
Archive type: | tarbz2 < Add the archive extension to the filename
l ° cancel l Create l

Pic. 48 — Dialog box Create a new archive
In the dialog box Create a new archive, you can determine:

e Name of the archive,
e via the Side pane where the archive will be stored:
o Save in folder — if a folder in which you wish to save the archive exists, you
need to find it, using the Side pane, or
o Create folder — if the folder in which you wish to save the archive does not
exist, you need to, using the Side pane, choose a place to save the new folder
and click on the button Create Folder

e Archive Type — extension that will be assigned to the archive (i.e. .zip, .rar etc.)

Clicking on the button Create

opens a new empty archive.

=

Mew archive zip

Pic. 49 — Archive thumbnail
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In the window of the program for compressing file, which is now named as the default

archive, you can, by clicking on the thumbnail Add files % open a dialog box Add files in
whose tab Selection, you can find the files to add to the archive. In the tab Options, you can

Add
set the level of Compression and a Password. Clicking on the button Add wiII

confirm your actions.

You can also set the password in the dialog box of the program for compressing files via the
menu Actions by choosing the command Enter password or Ctrl + R keyboard combination.

Clicking on the manipulation button & you will exit the archive.

Nova'arhiva.tarbz2 - Xanchiver 0052svn-r29673

Archive Action Help
] B O
Location:[
Archive tree Filename Points to| Perr
H/ dijaloski okvir Create a new archive png -rw-1
EI T B)
1file (47.6 KB) |.

Pic. 50 — Dialog box of the compressing window Xarchiver 0.5.2

If you wish to add a new file or a folder to the compressed file, you need to open the archive
by double left clicking or click on the command Open from the quick-menu. The content of the

archive will be shown. Clicking on the thumbnail Add files % via the dialog box Add files,
will find and add new files.
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Unpacking a compressed folder

Open
% Unzip/Compress Files
Open With...

oo Cut

[] Copy
D Paste
¥ Delete

Rename

Extract Here
Extract To...

Properties
Pic. 51 — Archive quick-menu

To unpack a compressed folder, you need to right-click on the compressed folder thumbnail
and choose the command Open from the quick-menu.

That will open a dialog box of the program for compressing files named as the archive. You

need to click on the Extract files button = . That will open a new dialog box Extract files in
which you determine:

Extract files £ B
Extract to:
[froothesk‘top rg.
~Files
@ All files
O Selected files
O Files: |

~Options
[[] Owverwrite existing files
Extract files with full path
O Touch files
[] Freshen existing files

[] Update existing files

Password | |

l 9 Cancel l @Ex‘cract

e Extract to file or folder from the archive,
e Files that are being extracted - all or just some, and
e additional Options:

o Overwrite existing files,
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o Freshen existing files,
o Update existing files or
o Password — enter the password if the file is being protected by a password.

Dialog box Extract files can be opened if you choose the command Extract To from the quick-
menu.

If you wish to extract files to a file with an archive, you need to choose the command Extract
Here from the quick-menu.
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3.2 VIRUSES AND ANTIVIRUS PROGRAMS

A virus is a malicious program with the ability of auto replication. It searches for other files in
the computer, trying to infect them, and its ultimate goal is spreading to other computers.
Depending on the malicious code that it contains, it causes more or less damage to your
computer. The virus spreads by transferring and opening the infected file (e-mail attachments,
infected files on removable media, etc.). Even though viruses for computers running Linux are
not so popular, it is recommended to install an antivirus program. Antivirus programs are
used to find and remove malicious software. On the market there are a number of free
antivirus programs intended for the Linux operating system. Some of them are:

i

° Avast! — Linux Home Edition

=
BITDefender — Antivirus Scanner for Unices

° @ Clam AntiVirus

‘- AVG Antivirus Free — For Linux

If, for example, you wish to examine (scan) device, folder or file with the help of anti-virus
software ClamAV - it can be done by choosing the Terminal from the Panel and typing the
command:

e sudo apt-get install clamtk — command for installing ClamAV

e sudo apt-get install clamav-freshclam — command for updating the program
e clamscan — for scanning

e freshclam — command for updating the program

Antivirus program needs to be updated regularly, that is it is necessary to regularly download
new virus definitions (the best thing is to set it to do so automatically while connecting to the
internet). If you do not do that, antivirus program becomes useless because it cannot detect
new types of malware.

More on protection against viruses and other malicious programs can be found in the manual
Basic Concepts of Information and Communication Technology, in chapter Protection while
using ICT technology, published at the following link:

http://www.itdesk.info/handbook basic ict concepts.pdf .
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4 PRINTER AND PRINTING MANAGEMENT

4.1 CHOOSING THE PRINTER FROM THE LIST OF INSTALLED PRINTERS

If you have more than one printer, only one of them is a major one which automatically
downloads all the print commands. You can change the default printer via the Menu. In the
main menu, you need to select System and from the newly opened menu choose the
command Printing. A dialog box Printing — localhost will open, containing the list of all
printers on which the computer is connected.

Printing/-localhost

Server Printer View Help

CEIRY @ Filter: [ﬂ %l
Hewlett-Packard- photosmart-7150

hp-Laser]et-1320-
series

Connected to localhost

Pic. 52 — Dialog box Printing - localhost

You need to select the desired printer and on the menu Printer choose the command Set As
Default. A dialog box Set Default Printer will open, in which you set whether the default
printer will be available to all user accounts on the computer Set as the system-wide default
printer or just to the current user account Set as my personal default printer.

Set Default’ Printer 1+ X
Do you want to set this as
the system-wide default
printer?

@ |Set as the system-wide default printer|
Clear my personal default setting

() Set as my personal default printer

lec;:ncelH <% ok l

Pic. 53 — Dialog box Set Default Printer
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Installing/adding a new printer to the computer

e Via Menu choose the command System and from the newly opened menu choose the
command Printing. A dialog box Printing — localhost will open in which you need to

db
click on the Add button . Find the desired printer from the newly opened menu

Forward
New Printer, from the Network Printer and click on the button Forward

and follow the instructions for adding printers.

= New Printer o (m]

Select Device

Devices | Enter dewvice URI
Generic CUPS-PDF lcups—pdf:f

HP photosmart 7150 (MY25G1
Enter LRI
P Metwork Printer

For example;
ipp:ffcups-serverfprinters/printer-queue
ipp:fprinter.mydomainfipp

l e Cancel H @ Forward l

Pic. 54 — Dialog box New Printer
e Viathe printer’s installation CD

Printing the text document from a word processing application

Choose the command Print from the File menu. Adjust the settings in the dialog box Print
(number of copies, print specific pages, etc.) and press the button Print.
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4.2 PRINT MANAGER PROGRAM

If you wish to check what is currently being printed, you need to click on the icon located
on the right corner of Panel. A dialog box Document Print Status will open, showing current
tasks that are sent to printing.

Document Print’status (Hewlett-Packand-hp-'aser|et-1320-series)

TR .x

Job | User Document Printer Size Time submitted Status

5 root Untitledl Hewlett-Packard-hp... 2k  a minute ago @Processing

processing / pending: 1/0

Pic. 55 — Dialog box Document Print Status

If you wish to stop the printing of a document immediately — you need to select the file that is
waiting to be printed and click on the button Hold selected jobs or right-click and open the
quick-menu in which you need to choose the command Hold. To continue printing the
stopped document, you need to choose the command Resume.

If you wish to stop the printing of a document — you need to select the document and by
right-clicking open the quick-menu in which you need to choose the command Cancel and
click on the button Yes to confirm the selection.

If you wish to print the document that is waiting to be printed on another printer — you need
to select that document and by right-clicking open the quick-menu from which you choose the
command Move To and, from the newly opened menu, choose on of the available printers.
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This manual is intended for learning with the materials
published on the following links:

* Script:
http://www.itdesk.info/Basic%20computer%20use%20notes.pdf

* Video presentations which show the basic computer using and file managing:

http://www.itdesk.info/en/using-the-computer-and-managing-files-1/

http://www.itdesk.info/en/using-the-computer-and-managing-files-2/

http://www.itdesk.info/en/using-the-computer-and-managing-files-3/

* Test exam:
http://www.itdesk.info/sample%20exam/sample%20exam%20module%202.pdf

* Video presentation which shows the solving of the test example:
http://www.itdesk.info/en/exam-solution-module-2/

* Quizzes for users to solve on their own:
http://www.itdesk.info/en/computer-managing-files-quiz/

http://www.itdesk.info/en/computer-managing-files-quiz/
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5 GENERAL TERMS OF USE

Website www.ITdesk.info was launched by a non-governmental organization "Open

Society for the Idea Exchange” in order to actively promote human right for free
access to information and human right to education.

Feel free to copy and distribute this document, provided that you do not change
anything in it!

All freeware programs and services listed on the ITdesk Home Web site at ITdesk.info are the
sole property of their respective authors. Microsoft, Windows, and Windowsxx are registered
trademarks of Microsoft Corporation. Other registered trademarks used on the ITdesk Home
Web site are the sole property of their respective owners. If you have questions about using
or redistributing any program, please refer to: info@itdesk.info.

These sites contain links to other web sites or resources. ITdesk.info team IS NOT responsible
for the textual and/or advertising content or products that is provided on these
sites/resources, as it is not responsible for any content that is available through them, nor the
possibility of the inaccuracy of the content. Use links at your own risk. Also, ITdesk.info team
does not guarantee:

) that the content on this web site is free from errors or suitable for any purpose,

) that these web sites or web services will function without error or interruption,

) to be appropriate for your needs,

) that implementing such content will not violate patents, copyrights, trademark or

other rights of any third party.

If you disagree with the general terms of use or if you are not satisfied with the sites we
provide, stop using this web site and web services. ITdesk.info team is not responsible to you
or any third party for any resulting damage, whether direct, indirect, incidental or
consequential, associated with or resulting from your use, misuse of this web site or web
services. Although your claim may be based on warranty, contract violation or any other legal
footing, regardless of whether we are informed about the possibility of such damages, we
shall be released from all liability. Accepting the limitations of our responsibilities is a
necessary prerequisite for using these documents, web pages and web services

All listed software in this or other documents published on ITdesk.info is stated only for
educational or exemplary purposes and that we do not prefer, in any case or manner, this
software over other, similar software not mentioned in materials. Any statement that would
suggest that we prefer some software over other, mentioned or not mentioned in materials,
will be considered a false statement. Our direct and unconditional support goes solely to open
source software that allow users to become digitally literate without barriers, use computer
and participate in the modern information society.
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