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LESSON 1 -
REVIEWING THE DESKTOP

In this lesson, you will learn how to:
o Work with the desktop
e Work with the taskbar
e  Work with My Computer

e Work with the Recycle Bin
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WORKING WITH THE DESKTOP

] Discussion

The Windows NT desktop is similar in concept to an actual desktop. Y ou can use the
desktop to organize the tools and data you frequently use to accomplish your tasks.
The desktop is completely customizable; you can make it look and work in the way
most suitable for you.

Along with the Start button and its cascading menu structure, the Windows NT
desktop also includes the taskbar. Additionally, the new desktop is built around
objects and the properties that control those objects. For example, as a shortcut, you
can embed objects, such as afrequently used directory (represented as afolder) on
your desktop. Y ou can also select text or datain a document and drag it onto the
desktop. The desktop itself is an object that you can customize by changing its
properties.

Fy

=)

=
o
=
=}
=

Meighbarhood

Recypcle Bin

bi

The Microzoft
Metwork

My Briefcaze

=] Stalll n Paint Shap Pro I 253 PM
The desktop
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WORKING WITH THE TASKBAR

] Discussion

The taskbar refersto the object normally located at the bottom of your desktop (it can
be moved to different locations) in which buttons, representing running applications,
appear whenever you start a program or open awindow. To switch between
applications, click the button on the taskbar that represents the application you want to
open. When you close the window, the button associated with the opened application
disappears from the taskbar. In addition, the Start button on the left side of the taskbar
has a menu that allows you to move to any application or document, search for
programs, run Help, or shut down Windows NT.

Other indicators can aso appear on the taskbar. For example, a clock may be
displayed. Some additional indicators that may appear include a printer (representing
aprint job), a battery (representing power on a portable computer), and a modem
(representing a remote connection).

| ;msmtl HF‘aint Shop Pro I 11:04 &M ‘
The taskbar

| Y ou can modify any indicator item by double-clicking it.

WORKING WITH MY COMPUTER

] Discussion

Windows NT includes atool called My Computer to help you manage your computer
and itsresources. The My Computer icon, which appears by default on the Windows
NT desktop, organizes al of your computer’s resources into a single window. By
double-clicking the icon, you can use My Computer to access any of these resources,
including files, folders, and any printers you may have attached to your computer.

Y ou can also use My Computer to access the Windows NT Control Panel.

by Computer
The My Computer icon

University Technology Training Center Page 3



Lesson 1 - Reviewing the Desktop Windows NT Basics

WORKING WITH THE RECYCLE BIN

] Discussion

The Recycle Binis aspecial folder in Windows NT that stores files when they are
deleted. It isrepresented by anicon on the desktop that cannot be deleted. Y ou can
access the Recycle Bin after files have been deleted and recover them. Filesremain in
the Recycle Bin even after your computer is turned off.

Y ou can limit the size of the Recycle Bin to a percentage of disk space. When the
Recycle Binisfull, the most recently deleted files replace the oldest deleted files.
Filesthat are stored in the Recycle Bin can be restored, but once the Recycle Bin has
been emptied, the files cannot be recovered.

o

Recycle Bin

The Recycle Binicon
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EXERCISE

THE WINDOWS DESKTOP

R Tas

Use the Windows NT desktop to answer the following questions.

1. What Windows NT tool containsthe Start button and displays
buttons representing open applications?

2. What Windows NT tool can you use to retrieve files or objects
deleted from your system?

University Technology Training Center Page 5






LESSON 2 -
CUSTOMIZING ICONS

In this lesson, you will learn how to:
e Arrange iconson the desktop
e UseAuto Arrange

e Lineupicons



Lesson 2 - Customizing Icons Windows NT Basics

ARRANGING ICONS ON THE DESKTOP

] Discussion

Y ou can place objects on the desktop and move them to any location by dragging the
icons. After placing the icons where you want them, you can make Windows NT line
them up vertically or horizontally. Instead of placing theiconsin specific locations,
you can allow Windows NT to arrange the icons for you. All icons, except the default
Windows NT icons, will arrange themselves in columns, starting on the |eft side of the
screen, in order by your choice of name, type, size, date, or in random order.

i Y ou must have the Auto Arrange command disabled to move
icons to new locations on the desktop. To disable the Auto
Arrange command, click the right mouse button on the
desktop, select Arrange | cons, and make sure no check
appears next to Auto Arrange. If acheck is present, select the
command to uncheck it.

i If you select the Auto Arrange command, the icons arrange
themselves in columns on the | eft, in no particular order. If
you try to move an icon to another location on the screen, the
icon will snap to the position at the bottom of the right-most
column and all the other icons will move up into position.

i The Arrange | cons commands (by Name, by Date, etc.) only
arrange icons placed on the desktop; the default Windows NT
icons are not affected by the commands.

Procedures

1. Dragthefirst icon to a new location on the desktop.

2. Release the mouse button.

m Step-by-Step

Arrange icons on the desktop. Disable the Auto Arrange command, if necessary.

Page 8
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Steps Practice Data
1. Dragthefirsticon to anew location on
the desktop. i)
Theicon is dragged to a new location. | Drag My Computer to the top
right corner of the desktop
2. Release the mouse button. Rel ease the mouse button
Theiconis placed in a new location
on the desktop.

Drag the Recycle Bin icon to the middle of the desktop, then drag the My Briefcase
icon to the bottom-right corner of the desktop.

USING AUTO ARRANGE

] Discussion

The Auto Arrange command automatically arranges icons on the desktop in an
orderly view. This command is accessible from the Arrange | cons submenu on the
desktop' s shortcut menu. The command can be toggled on or off. When a check
appears next to it, it is enabled. When no check is present, it is disabled.

i The Auto Arrange command must be disabled to manually
relocate, move, or copy iconsto anew location on your
desktop.

Procedures

1. Click the right mouse button on a blank area of the desktop.
2. Pointto Arrangelcons.

3. If no check appears next to Auto Arrange, select the command to
activateit.

m Step-by-Step

Use the Auto Arrange command to automatically arrange the icons on your desktop.
First, place the icons on the desktop in random locations, if necessary.
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Steps Practice Data

1. Click theright mouse button on a Click the right mouse
blank area of the desktop. button on ablank area of
A shortcut menu appears. the desktop

2. Pointto Arrangelcons. Point to Arrange Icons
A submenu appears.

3. If no check appears next to Auto Click Auto Arrange, if
Arrange, select the command to necessary
activateit.

The icons on the desktop are
automatically arranged.

LINING UP ICONS

] Discussion

Icons can be automatically lined up to an invisible grid using the desktop’ s shortcut
menul.

i Only icons added to the desktop can be aligned. Windows NT
automatically arranges default icons.

Procedures

1. Click theright mouse button on a blank space on the desktop.
2. Select Lineup Icons.
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EXERCISE

CUSTOMIZING ICONS

R Tas

Arrange the Windows NT default icons on the desktop. Make sure that the Auto
Arrange command is disabled.

1. Dragthe Windows NT default iconsto different locations on the
desktop.
2. Lineuptheicons horizontally.

3. Usethe Auto Arrange command to arrange the icons on the
desktop.
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LESSON 3 -
USING THE TASKBAR

In this lesson, you will learn how to:
e Hide/display the taskbar
e Move the taskbar

e Usetheclock in the taskbar
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HIDING/DISPLAYING THE TASKBAR

] Discussion

By checking the Auto hide option in the Taskbar Properties dialog box, you can hide
the taskbar so that you have one more line on the screen to use. If you hide the
taskbar, it actually becomes athin line at the bottom of the screen. Pointing to the thin
line redisplays the taskbar. After you use the taskbar, it revertsto athin line again. If
you use a maximized window when the taskbar is hidden, you may not be ableto
access the taskbar. To avoid this problem, check the Always on top option when you
hide the taskbar.

i Y ou can aso access the Taskbar Properties dialog box by
clicking the right mouse button on the taskbar and selecting
the Propertiesitem from the shortcut menu.

Procedures

Click Start.

Point to Settings.

Select Taskbar.

Check the Auto hide option.
Check the Always on top option.
Select OK.

© g & w NP

m Step-by-Step

Set the Auto hide option to hide the taskbar. Open the Taskbar Properties dialog box.

Steps Practice Data

1. Check the Auto hide option. Check [M] Auto hide
The option is checked.

2. Check the Always on top option. Check I¥] Always on
The option is checked. top, if necessary
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Lesson 3 - Using the Taskbar

Steps

Practice Data

3. Select OK.
The taskbar settings are saved.

Click OK

Test Windows NT with the taskbar hidden. Then, disable the Auto hide command by
removing the check from the Auto hide option.

MOVING THE TASKBAR

] Discussion

Although the default position of the taskbar is at the bottom of the screen, it can be
moved by dragging it to the top or either side of the screen.

Procedures

Rel ease the mouse button.
Rel ease the mouse button.

Rel ease the mouse button.

©® N o g c w NP

Rel ease the mouse button.

m Step-by-Step

Drag the taskbar to the top of the desktop.

Drag the taskbar to the |eft side of the desktop.

Drag the taskbar to the right side of the desktop.

Drag the taskbar to the bottom of the desktop.

Move the taskbar to different locations on the desktop.

University Technology Training Center
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Windows NT Basics

Steps Practice Data

1. Drag thetaskbar to the top of the Drag the taskbar to the top
desktop. of the desktop
The taskbar moves as you drag.

2. Release the mouse button. Release the mouse button
The taskbar isrelocated.

3. Drag thetaskbar to the left side of the | Drag the taskbar to the left
desktop. side of the desktop
The taskbar moves as you drag.

4. Release the mouse button. Rel ease the mouse button
The taskbar is relocated.

5. Drag the taskbar to theright side of the | Drag the taskbar to the
desktop. right side of the desktop
The taskbar moves as you drag.

6. Release the mouse button. Rel ease the mouse button
The taskbar is relocated.

7. Drag the taskbar to the bottom of the Drag the taskbar to the
desktop. bottom of the desktop
The taskbar moves as you drag.

8. Release the mouse button. Rel ease the mouse button
The taskbar isrelocated.

USING THE CLOCK IN THE TASKBAR

] Discussion

The clock displays the current time on the right side of the taskbar by default. If you
need more room on the taskbar to see buttons for open programs, you can hide the
clock.

LL]

If you position your mouse pointer

Windows NT displays the current date.

on the taskbar clock,

Page 16
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Procedures

Click Start.

Point to Settings.

Select Taskbar.

Uncheck the Show Clock option.
Select OK.

o A~ W NP

m Step-by-Step

Hide the clock on the taskbar. Open the Taskbar Properties dialog box.

Steps Practice Data

1. Uncheck the Show Clock option. Uncheck [C] Show
The option is unchecked. Clock, if necessary

2. Select OK. Click OK
The settings are saved.

Notice the difference in the taskbar. Now, return the clock to the taskbar.
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EXERCISE

USING THE TASKBAR

R Tas

Use the taskbar.

Hide the taskbar.

Redisplay the taskbar.

Move the taskbar to a different location on the desktop.
Hide the taskbar’ s clock.

Redisplay the taskbar’ s clock.

a > w DR

Return the taskbar to its default location at the bottom of the desktop.
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LESSON 4 -
MANIPULATING WINDOWS & PROGRAMS

In this lesson, you will learn how to:
e  Open awindow
e Minimize/Restore awindow
e Maximize/Restore a window
e Moveawindow
e Sizeawindow
e Scroll awindow
e Closeawindow
e  Switch windows - taskbar
e  Switch windows - keyboard
e Cascade windows
e Tilewindows

e Minimize multiple windows



Lesson 4 - Manipulating Windows & Programs

Windows NT Basics

OPENING A WINDOW

X

Discussion

Opening awindow in Windows NT is similar to opening a window in Windows 3.1.
Using the mouse to double-click anicon is often the fastest and easiest way to open a
window. This method a so can be used to start a program, since a Windows-based
program runs within awindow. If an icon of a program appears on the desktop,
double-clicking the icon to open awindow starts the program.

from the shortcut menu.

A Y ou can also open awindow by selecting an icon; clicking the
right mouse button on the selected icon, and selecting Open

Procedures

1. Double-click anicon on the desktop containing the item you want to

open into a window.

Step-by-Step

Open awindow.

Steps

Practice Data

1. Double-click anicon on the desktop
containing the item you want to open
into a window.

A window opens displaying the
selected item.

ki)
Double-click My Computer

Page 20

University Technology Training Center



Windows NT Basics Lesson 4 - Manipulating Windows & Programs

MINIMIZING/RESTORING A WINDOW

] Discussion

Minimizing awindow or an application reducesit to a raised button on the taskbar and
putsit into atemporarily inactive state. To help conserve system resources, itisa
good ideato minimize windows when you have a number of windows open or when
you are multitasking.

The fastest method to minimize awindow isto use the Minimize button in the upper-
right corner of the window. Although different in appearance, the Minimize button in
Windows NT performs the same task as the Minimize button in Windows 3.1.
However, Windows NT displays minimized applications as buttons on the taskbar,
whereas Windows 3.1 displays minimized applications asicons.

In Windows NT, asin Windows 3.1, restoring awindow returns the window to its
previous size and shape. The most convenient method of restoring a minimized
window is clicking the button on the taskbar representing the window or application.

i Y ou can aso minimize awindow or application by clicking
the right mouse button on awindow’ s title bar and selecting
the Minimize command from the shortcut menu.

| Y ou can aso restore a minimized window or application by
clicking the right mouse button on the window’ s button on the
taskbar and selecting the Restor e command from the shortcut
menul.

Procedures

1. Click the Minimize button.

2. From thetaskbar, click the button with the title matching the name of
the item you want to restore.

m Step-by-Step

Minimize awindow, and then restoreit to its original size. If awindow is not
currently open, open one.
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Steps Practice Data

1. Click the Minimize button. Click =]
The item disappear s from the desktop
and itstitleis placed in a button on the
taskbar.

2. From thetaskbar, click the button with | Click the button on the
the title matching the name of theitem | taskbar that represents the
you want to restore. minimized item
The item appears on the desktop.

MAXIMIZING/RESTORING A WINDOW

] Discussion

Maximizing a window enlarges the window to afull screen view. The fastest way to
maximize awindow is by clicking the M aximize button in the upper-right corner of
the window. Although different in appearance, the M aximize button in Windows NT
performs the same task and produces the same results as the M aximize button in
Windows 3.1.

In Windows NT, asin Windows 3.1, restoring a maximized window returnsit to its
previous size and shape. The most convenient way of restoring a maximized window
is clicking the Restor e button in the upper-right corner of the window.

i Y ou can also maximize awindow by clicking the right mouse
button on the window’ s title bar and selecting the M aximize
command from the shortcut menu.

Procedures

1. Click the M aximize button.

2. Click the Restor e button.

m Step-by-Step

Maximize awindow and then restoreit. If awindow is not currently open, open one.
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Steps Practice Data

1. Click the Maximize button. click [0l
The window appearsin full screen
mode.

2. Click the Restore button. Click
The item appearsin a window on the
desktop.

MOoVING A WINDOW

] Discussion

Asin Windows 3.1, you can move and arrange open windows in Windows NT using
drag and drop. Dragging awindow’ stitle bar to a new location moves the entire
window. This method is useful when you are working with multiple open windows or
applications that need to be viewed simultaneously.

Procedures

1. Drag the window to the desired location.

2. Release the mouse button.

m Step-by-Step
Move awindow. If awindow is not currently open, open one.

Steps Practice Data

1. Drag the window to the desired Hold the left mouse button
location. on the window’ s title bar
The window becomes the active and drag the window up
window. approximately 1/2 inch

2. Release the mouse button. Rel ease the mouse button
The window is repositioned.
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Windows NT Basics

SI1ZING A WINDOW

X

Discussion

Asin Windows 3.1, Windows NT allows you to manually adjust the size of awindow.
This option can be used to adjust how much of awindow’ s contents can be viewed or
to improve visibility of other windows or areas on your desktop. Sizing a window
involves dragging the window’ s border to enlarge, reduce, or change the shape of the

window.

maximized.

A A window cannot be sized when it is minimized or

Procedures

1. Point to one of the window borders and drag the mouse pointer.

2. Release the mouse button.

Step-by-Step

Change awindow’ s size and shape. If awindow is not currently open, open one.

Steps

Practice Data

1. Point to one of the window borders
and drag the mouse pointer.
The mouse pointer changesto a
double-headed arrow.

Point to the bottom-right
corner of the window and
drag the window corner up
and to the left until
horizontal and vertical
scroll bars appear

2. Release the mouse button.
The window is resized.

Rel ease the mouse button
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SCROLLING A WINDOW

X

Discussion

Scrolling windows in Windows 95 is identical to scrolling windowsin Windows 3.1.
If an opened window contains more objects than can be viewed, a scroll bar appears to
the right and/or the bottom of the window. The number of objects in a window
appears at the bottom of the window in the window’ s status bar.

| Y ou can aso use the arrow keys to scroll through the active
window.

Procedures

1. Click ascroll bar button to move line-by-line through the window.
2. Drag the scroll box until the objects you want to view appear.

3. Release the mouse button.

Step-by-Step

Scroll within an open window. If necessary, open the My Computer window and, if
the window does not contain scroll bars, reduce the size of the window until they

appear.

Steps Practice Data

1. Click ascroll bar button to moveline- | cjick [Z]
by-line through the window.
The contents of the window move one

line.
2. Drag the scroll box until the objects
you want to view appear.
The scroll box moves as you drag. g
Drag
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Steps Practice Data

3. Release the mouse button. Rel ease the mouse button
The contents of the window move in
the same direction as the scroll box.

CLOSING A WINDOW

] Discussion

Closing windows in Windows 95 involves asimilar procedure to closing windowsin
Windows 3.1. Where every windows in Windows 3.1 has a Close button in its upper-
left corner, every window in Windows NT has a Close button in its upper-right
corner. In Windows 3.1, however, you have to double-click the button to close a
window or terminate an application, where you only need to click the button in
Windows NT.

i Many windows contain pull-down menus. The File pull-down
menu contains the Close command that can be used to close a
window or terminate an application. The Close command can
also be accessed by clicking the right mouse button on the
window’ stitle bar. Exiting Windows-based programs can be
done using the same method.

Procedures

1. Click the Close button.

m Step-by-Step
Open awindow, if necessary.
Steps Practice Data
1. Click the Close button. Click

The window closes.
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SWITCHING WINDOWS - TASKBAR

X

Discussion

The Windows NT taskbar displays all minimized applications and windows as
buttons. Y ou can use the taskbar to switch quickly between applications and windows
by clicking the appropriate button. Since the taskbar is normally visible on your
desktop, you can aways see which programs or windows are open and quickly switch
to them.

Buttons on the taskbar display the titles or names of the windows or applications that
are running minimized. When numerous programs or windows are open, buttons on
the taskbar may display abbreviated names due to space constraints.

A Y ou can also usethe [Alt+Esc] key combination to toggle
through applications on the taskbar.

A If multiple windows are open and overlapped, the active
window appears on top. Thetitle bar of the active window is
highlighted.

Procedures

1. Onthetaskbar, click the button with the title that matches the name
of the item you want to access.

2. From thetaskbar, switch to a previously opened item by clicking
another button.

Step-by-Step

Use the taskbar to switch between open windows. Open My Computer and the
Recycle Bin and minimize them.
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Steps Practice Data

1. Onthetaskbar, click the button with Click the My Computer
the title that matches the name of the button

item you want to access.
The window appears in the forefront of
the desktop.
2. From the taskbar, switch to a Click the Recycle Bin
previously opened item by clicking button

another button.
The window appears in the forefront of
the desktop.

SWITCHING WINDOWS - KEYBOARD

X

Discussion

In Windows NT, asin Windows 3.1, you can use the keyboard to switch between running
applications. Although the [Alt+Tab] key combination is identical, and the end result of
moving between programs is the same asin Windows 3.1, the graphics used in Windows NT
to represent the process are dightly different. Pressing the key combination displays a pane
with icons of al folders or applications currently running. As you hold the [Alt] key and press
the [Tab] key, different folders or applications are selected within the pane. A description of
the selected icon appears at the bottom of the pane.

i Y ou can also use the [Alt+Esc] key combination to toggle
between windows. The selected window appears depressed on
the taskbar.

Procedures

1. Hold [Alt].

2. Press[Tab]. Repeat to cycle through the icons for the open
programs.

3. Release[Alt].
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m Step-by-Step
Use the keyboard to switch between open windows. If necessary, open two windows.
Steps Practice Data
1. Hold[Alt]. Hold [Alt]
The task switching mode becomes
active.

2. Press[Tab]. Repeat to cycle through Press[Tab]
the icons for the open programs.
The task switching window appears
displaying theicons for the active
tasks.

3. Release[Alt]. Release [Alt]
The selected task isrestored to the
foreground of the desktop.

CASCADING WINDOWS

] Discussion
Windows NT allows you to cascade open windows with the Cascade command. Once
windows have been cascaded, you can undo the option with the Undo Cascade

command on the taskbar’ s shortcut menu. Using this command restores windows to
their previous positions on your desktop.
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Cascading open windows

“ Before you select the Cascade command, make sure that all
the windows you want to display are open. Closed or
mi nimized windows will not appear.

Procedures

1. Click the right mouse button on a blank area of the taskbar.
2. Select Cascade.

3. Click the right mouse button on a blank area of the taskbar.
4. Select Undo Cascade.

m Step-by-Step

Cascade open windows, and then undo all cascaded windows. If necessary, open at
least two windows.
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Steps Practice Data

1. Click theright mouse button on a Click the right mouse
blank area of the taskbar. button on ablank area of
A shortcut menu appears. the taskbar

2. Select Cascade. Click Cascade
All open windows appear cascaded.

3. Click theright mouse button on a Click the right mouse
blank area of the taskbar. button on ablank area of
A shortcut menu appears. the taskbar

4. Select Undo Cascade. Click Undo Cascade

All cascaded windows are restored to
their previous settings.

TILING WINDOWS

] Discussion

Y ou can arrange open windows to display on screen as vertically tiled. When you tile
windows vertically, they display edge-to-edge next to each other with the windows
stretching from the top of the display to the bottom. If more than three windows are
open, they tile both vertically and horizontally in aview that is automatically set by
Windows NT.

Y ou can also arrange open windows to display on screen as horizontally tiled. When
you tile windows horizontally, they display edge-to-edge on top of each other with the
windows stretching from the left of the display to theright.

Windows NT allows you to undo al tiled windows with the Tile Horizontally or Tile
Vertically command. Once windows have been tiled, the Undo Tile command is
available from the taskbar’ s shortcut menu. Using this command restores windows to
their previous positions on your desktop.
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Tiling windows vertically

“ Before you select the Tile Vertically or Tile Horizontally
command, make sure that all the windows you want to display
are open. Closed or minimized windows will not display.

Procedures

1. Click the right mouse button on a blank area of the taskbar.
2. Select TileVertically.

3. Click the right mouse button on a blank area of the taskbar.
4. Select UndoTile.

m Step-by-Step

Display open windows as vertically tiled, then undo all tiled windows. If necessary,
open at least two windows.
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Steps

Practice Data

1. Click theright mouse button on a
blank area of the taskbar.
A shortcut menu appears.

Click the right mouse
button on a blank area of
the taskbar

2. Sdlect TileVertically.
All open windows appear tiled.

Click Tile Vertically

3. Click the right mouse button on a
blank area of the taskbar.
A shortcut menu appears.

Click the right mouse
button on a blank area of
the taskbar

4. Select Undo Tile.
All tiled windows are restored to their
previous settings.

Click Undo Tile

Lesson 4 - Manipulating Windows & Programs

MINIMIZING MULTIPLE WINDOWS

] Discussion

When working with multiple open windows or applications, you may want to minimize them
all at once for quick access to the desktop. Windows NT allows you to minimize al open
windows simultaneously using the Minimize All Windows command on the taskbar’ s shortcut
menu.

Alternately, when working with multiple minimized windows or applications, you may want to
restore them all at once for quick accessto programs and data. Windows NT alows you to
restore all minimized windows simultaneously using the Undo Minimize All command on the
taskbar’ s shortcut menu. This command is only available if you used the Minimize All
Windows command to minimize the windows.

Procedures

1
2
3.
4

Sdlect Minimize All Windows.

Select Undo Minimize All.

Click the right mouse button on a blank area of the taskbar.

Click the right mouse button on a blank area of the taskbar.

University Technology Training Center
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m Step-by-Step

Minimize open windows simultaneously and then restore them. If necessary, open at
least two windows.

Steps Practice Data

1. Click theright mouse button on a Click the right mouse
blank area of the taskbar. button on ablank area of
A shortcut menu appears. the taskbar

2. Select Minimize All Windows. Click Minimize All
All open windows are minimized. Windows

3. Click theright mouse button on a Click the right mouse
blank area of the taskbar. button on ablank area of
A shortcut menu appears. the taskbar

4. Select Undo MinimizeAll. Click Undo Minimize
All minimized windows are restored. All

Close al open windows.
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EXERCISE

WORKING WITH WINDOWS

R Tas

Work with windows in Windows NT.

1. Open three windows from the desktop.

2. If necessary, resize the top window so that all of its contents are not
visible and the horizontal and vertical scroll bars appear.

3. Scroall through the window to view its contents.

4. Resize the window to make it larger.

5. Maximize the window.

6. Minimize the window.

7. Usethe taskbar to switch to any window.

8. Use[Alt+Tab] to move through the open windows.

9. Make sure all three windows are not minimized, and then cascade

them.
10. Tilethe windows vertically, then horizontally.
11. Undo the horizontal tiling.
12. Minimize all windows simultaneousdly, then restore them.

13. Close all open windows.
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LESSON 5 -
SELECTING MULTIPLE OBJECTS

In this lesson, you will learn how to:
e Select ablock

e Sdlect multiple objects
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SELECTING A BLOCK

] Discussion

Windows NT allows you to select a consecutive block of objectsin awindow, which
then can be cut, copied, or deleted as a group. This method is useful when you want to
quickly select a group of objects and perform a specific action on them.

i Y ou can select multiple objects by using the mouse pointer to
draw abox around the objects.

Procedures

1. Click thefirst object in thelist to be blocked.

2. Hold [Shift] and click the last object in the list to be selected.
Release [Shift].

m Step-by-Step

Select a consecutive block of documents in the M ultiple Objects Folder. Use My
Computer to open the M ultiple Objects Folder in the Student Data Folder.

Steps Practice Data
1. Click thefirst object in thelist to be =]
blocked. =
The object is selected. Click Document 1

2. Hold [Shift] and click the last object in | Hold [Shift], click
thelist to be selected. Release [ Shift]. %

A consecutive block of objectsis |
selected. Daocument B, and release

[Shift]

Click anywhere in the open window to deselect the block.
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Lesson 5 - Selecting Multiple Objects

SELECTING MULTIPLE OBJECTS

] Discussion

Windows NT allows you to select multiple objects randomly positioned in a window,
which then can be cut, copied, or deleted as a group. This method is useful when you
want to quickly select agroup of objects and perform a specific action on them.

Procedures

1. Click thefirst object to be grouped.

2. Hold [Ctrl] and click the next object to be grouped.

3. Repeat step 2 for different objects, as necessary. Release [Ctrl] when

finished selecting objects.

m Step-by-Step

Select agroup of documentsin the Multiple Objects Folder. Use My Computer to
open the M ultiple Objects Folder in the Student Data Folder.

Steps

Practice Data

1. Click thefirst object to be grouped.
The object is selected.

-rrrmﬂ

Click Document 1

2. Hold [Ctrl] and click the next object
to be grouped.
The object is selected.

Hold [Ctrl] and click

Document 3

3. Repeat step 2 for different objects, as
necessary. Release [Ctrl] when
finished selecting objects.

Objects are selected as desired to
compose a group.

Click Dacument & and
release [Ctrl]

Click anywhere in the open window to desel ect the selected objects.
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EXERCISE

SELECTING MULTIPLE OBJECTS

R Tas

Select multiple objects. Open the Memos Sent folder in the Student Data Folder
before proceeding.

1. Select ablock of files consisting of the first four filesin the folder.
First, use the [Shift] key and the mouse to select thefirst four filesin
the folder. Then, deselect the files by selecting any other singlefile.
Finally, select the same four files again using just the mouse.

2. Select agroup of non-contiguous files using the mouse and the
[Ctrl] key. Firgt, select the Depts. file. Then, select the Hour s
Worked and the Timesheet files.

3. TheDepts., Hours Worked, and Timesheet files should still be
selected. Invert the selection so that the other filesin the folder are
selected.

Close al open windows.
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LESSON 6 -
WORKING IN FOLDER WINDOWS

In this lesson, you will learn how to:
e Usethe View toolbar
o Usethe status bar in folders

e Changethe display of objects
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USING THE VIEW TOOLBAR

] Discussion

Y ou can access the toolbar from the View pull-down menu in any folder window.
When the Toolbar command is selected from the View pull-down menu (a check
appears beside it) buttons and controls appear at the top of the folder window. These
buttons and controls allow you to manipulate the folder window as well as the objects
that appear in the folder. To suppress the display of the toolbar, select the Toolbar
command again (the check beside it disappears).

Button/Control | Button/Control | Function

Name
u 1= My Computer j Go To A Different Changes the resource
- | Folder displayed in the
window.

Up OneLevel Opens the window
(parent folder) from
which you accessed the
current window.

E Map Network Drive | Maps anetwork-based
hard driveto a
specified drive letter. *

- Disconnect Net Disconnects you from

Drive a network-based hard
drive. *

¥ Cut Removes a selected
object from the folder
and copiesit to the
Clipboard.

Copy Copies a selected
object from the folder
to the Clipboard.

Paste Inserts a cut or copied
object from the

Clipboard into a
specified location.

) Undo Reversesthe last action
performed within the
window.
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Lesson 6 - Working in Folder Windows

Button/Control | Button/Control | Function
Name
x Delete Deletes a selected
: object from the folder
window.
Properties Displays the properties
of aselected abjectin a
Properties dialog box.
o, Largelcons Displays objectsin the
— window with large
icons.
Small Icons Displays objectsin the
= window with small
icons.
Eepe List Displays objectsin the
window inalist
format.
=== Details Displays detailed

information about
objectsin the window.

* Thisoptionis available only if the folder can interface with the network, e.g., the My
Computer folder contains this option because it allows you to view the contents of your

computer as well as manage your files on a network.

Procedures

Select the View pull-down menu.

Select Toolbar.

1
2.
3. Select an object that you want to manipulate using the toolbar.
4.

Select acontrol or button on the toolbar to manipul ate the open
folder or the selected objects.

m Step-by-Step

Display awindow toolbar. Maximize the Student Data Folder window located on your

diskette, if necessary.

University Technology Training Center
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Steps Practice Data

1. Select the View pull-down menu. Click View
A submenu appears.

2. Select Toolbar. Click Toolbar
Atoolbar appears at the top of the
folder window.

3. Select an object that you want to ﬁ,

mani pul ate using the toolbar.

The object is selected.
Click My Falder

4. Select acontrol or button on the
toolbar to manipulate the open folder | Click
or the selected objects.

The folder or objects react to the
control or button selected.

Close the Properties dialog box and hide the tool bar.

USING THE STATUS BAR IN FOLDERS

X

Discussion

The status bar, which is accessed from the View pull-down menu in any object or
folder window, providesinformation about the commands and menu items associ ated
with the open folder. When the status bar is selected from the View pull-down menu
(acheck appears beside it), the status bar displays descriptive information at the
bottom of the window. To suppress the display of status bar information, select the
Status Bar command again (the check beside it disappears).

Procedures

1. Seect the View pull-down menu.
2. Select StatusBar.

Step-by-Step

Display the status bar.
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Steps Practice Data

1. Select the View pull-down menu. Click View
The View pull-down menu appears.

2. Select StatusBar. Click Status Bar
A status bar appears at the bottom of
the folder window.

Hide the status bar.

CHANGING THE DISPLAY OF OBJECTS

] Discussion

The View pull-down menu, which is accessible from any object or folder window,
contains commands that allow you to change the way objects are displayed. These
commands include the following: Large I cons (default), Small I cons, List, and
Details. You can choose the L ar ge | cons option to display objects with larger-sized
labeled icons or you can choose the Small | cons option to display objects with
smaller-sized labeled icons. If you want to display objectsin alist, select the List
option. This option displays a smaller-sized icon along with a description of the object
inalist format. You can also display adetailed list of objects by selecting the Details
option. This option displays an icon, the object’ s name, size, type, and the date the
object was last modified.

Procedures

Select the View pull-down menu.
Select Small Icons.

Select the View pull-down menu.
Select List.

Select the View pull-down menu.

© g & w N BB

Select Details.

m Step-by-Step

Change the view to display small icons, list, and details.
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Windows NT Basics

Steps Practice Data
1. Select the View pull-down menu. Click View
The View pull-down menu appears.
2. Select Small Icons. Click Small Icons
The objects appear with smaller-sized
labeled objects.
3. Sdlect the View pull-down menu. Click View
The View pull-down menu appears.
4. Select List. Click List
The objects appear in a list format.
5. Select the View pull-down menu. Click View
The View pull-down menu appears.
6. Select Details. Click Details
The objects appear with detailed
information.

Return the view to large icons and close any open windows.
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EXERCISE

WORKING IN FOLDER WINDOWS

R Tas

Work in folder windows.

1
2.

Open any folder window.
Display the toolbar, if necessary.

Display the status bar, if necessary. Notice the number of objectsin
the folder window.

Display objectsin the folder aslargeicons, small icons, inalist, and
with details. Return the display to its default of large icons.

Arrange objectsin the folder window, first by date, then by name,
type, and size.

Close al open windows.
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LESSON 7 -
USING MENUS AND DIALOG BOXES

In this lesson, you will learn how to:
e Usemenus
e Usethe Start menu
e Closea"locked" program
e Usediaog boxes
e Use shortcut menus
e Open programs - shortcut menus
e Move using shortcut menus
e Copy using shortcut menus
e Usedrag and drop to copy
e Usedrag and drop to move

e Use property sheets
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USING MENUS

X

Discussion

Windows NT contains various types of menus to help you access applications, files,
folders, and objects. The menu types include the Start menu, submenus, and shortcut
menus.

The Start menu, which appears when the Start button is clicked, includes menu items
that allow you to access programs, documents, and objects on the desktop. The Start
menu also includes commands for running programs from a command line, setting
system options, and shutting down Windows.

Submenus are cascading menus that are accessed from other menus and/or
applications. They are identified by a small right arrow at the right edge of a menu
item. When you click a menu item that contains a submenu, a related menu appears.
This submenu may contain commands, applications, other submenus, or a
combination of all three.

Shortcut menus include menu items that alow you to perform various functions or set
properties for a selected abject. By clicking the right mouse button on anitem, a
shortcut menu appears. From the displayed shortcut menu, you can make a selection
to execute any of the commands listed.

Frograms k
Documents »
I% Settingz k
o] A Eind >
o)
| @ v
.E : Run...
; Shut Dawr...
- A menu
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USING THE START MENU

] Discussion

The Start menu and its cascading submenus contain programs, documents, folders,
and files that can be opened into windows. The Start menu is opened through the
Start button. Unlike the desktop, the Start button is part of the taskbar and is always
visible on your screen regardless of the application you are running. The Start menu
provides a quick and easy way to open an object into awindow. However, the item
you wish to open must be present on the Start menu for it to be accessible. The Start
menu is also customizable; depending on your computer and the options that you have
selected, other menu items may appear.

The Start menu also contains alist of commands you can use to work with Windows
NT. Some menu commands on the Start menu are followed by an arrow. The arrow
indicates that a submenu is available for that item. When you point to the item, its
submenu appears. Items without an arrow must be clicked or selected to open a
window or program.

Command Function

Programs Displays a cascading submenu of available
programs.

Documents Displaysalist of up to the last 15

previousy opened documents.

Settings Displays a cascading submenu of system
settings that can be modified.

Find Displays a cascading submenu with
optionsthat open a Find dialog box which
allowsyou to find afolder, file, shared
computer, or items on the Microsoft

Network.
Help Opens Windows NT on-line Help.
Run Opens the Command dialog box, which

allows you to enter aMS-DOS command
to start a program or open afolder.

Shut Down Opens the Shut Down Windows dialog
box that contains commands to restart or
shut down your computer.
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rkstatio

Eind

Help

Windows NT Basics

Programs g
Documents L

Settings L

Bun...

q
e 5k
A
&

_l-_:;._
-
w
=
=]
=
=
=

Shut Diovan...

The Sart menu

Procedures

1. Click the Start button.

2. Point to an option on the Start menu.

3. If applicable, continue to select submenus until the item you want to

open appears.

4. Select theitem to be opened.

Step-by-Step

Access an item from the Start menu.

Steps

Practice Data

1. Click the Start button.
The Start menu appears.

Click # start

The item appears on the screen or, if
the option has an arrow displayed to
itsright, a submenu appears.

2. Point to an option on the Start menu.

Point to 222l Programs
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Steps

Practice Data

3. If applicable, continue to select
submenus until the item you want to
open appears.

Cascading submenus continue to
appear.

Point to =
Accessories

4. Select theitem to be opened.
The item appears on the screen.

Click =¥ WordPad

CLOSING A "LOCKED" PROGRAM

] Discussion

Y ou can exit any program, or end any task, by using the keyboard to open the Close
Program dialog box. This procedure is useful if your program should “lock up” or
experience technical problems. The Close Program dialog box allows you to select
any running task from alist and end the task. Y ou can also restart your system from

this dialog box.

Procedures

1. Press[CtrI+Alt+Delete].

2. Under the Windows NT Security Window, select the Task

Manager button.

3. Select the program you want to close from the list of running

programs.
4., Sdect End Task.

m Step-by-Step

Use the Close Program dialog box to close the WordPad program. Open WordPad, if

necessary.
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Steps

Practice Data

1. Press[CtrI+Alt+Delete].

The Close Program dialog box opens.

Press [CtrI+Alt+Delete]

button.

2. Under the Windows NT Security
Window, select the Task Manager

Select Task Manager

thelist.

2. Select the program you want to close
from thelist of running programs.
The program name appears selected in

Click Document -
WordPad

3. Select End Task.

The selected task ends and the Close
Program dialog box closes.

Click End Task

USING DIALOG BOXES

] Discussion

A dialog box is atype of window containing controls that set options and establish an
application’s appearance and function. Some of the most common dialog box options

include the following:

Option

Function

Text box

Used to enter text-based information.

Command button

Initiates an action when clicked.

Check box

Allows you to enable an option (by
checking the box), or disable an option (by
unchecking the box).

Option button

Allows you to select one option out of a
group of options.

List box

Displays alist of choices.

Combo box

Displays a combination text and list box.

Scroll bar (Slider)

Allows you to set avalue from arange by
moving an indicator to adesired value.
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Print [ 7]

Frinter

Marme: HF Lazenlet 4 Properties

Status Detault printer: Ready
Type: HF Lazenlet 4

Where:  LPT:

Cormment; [ PFrint b file
Print range Copies

(o Al Murnber of copigs: 1 3:

" Pages from: |1 b
2 el ol
0K | Cancel

The Print Help dialog box

My Windows NT includes common dialog boxes that are used by
various Windows applications. Common dialog boxes help to
establish uniformity among all applications created for use
with Windows. These dialog boxes perform actions such as
printing, opening, and saving files as well as selecting fonts.

USING SHORTCUT MENUS

] Discussion

Whenever you click an item using the right mouse button, a shortcut menu appears. A
shortcut menu allows you to perform different functions on, and set propertiesfor, the
selected object. For example, clicking the right mouse button on the desktop displays
a shortcut menu that provides access to property sheets (among other commands) for
the desktop. These property sheets allow you to set the display’ s colors, screen savers,
and resolution for the Windows NT desktop.
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Arrange lcons Pk
Ling up lcons

Pazte
Fazte Shartcut
Urdo Rename

e 3
Froperties
The desktop's shortcut menu

Procedures

1. Click the right mouse button on an item.

m Step-by-Step
Access a shortcut menu.
Steps Practice Data
1. Click theright mouse button on an Click the right mouse
item. button on an item
A shortcut menu appears.

Click outside of the shortcut menu to closeit.

OPENING PROGRAMS - SHORTCUT MENU

] Discussion

The shortcut menu provides an alternative method for launching a program. Y ou can

open any program that appears as an icon by clicking the shortcut menu’s Open
command.
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% Open
E xplare
Empty Recycle Bin

Create Shartcut

Froperties

The Recycle Bin's shortcut menu

Procedures

1. Click theright mouse button on the icon representing the program

you want to open.

2. Select Open from the shortcut menu.

m Step-by-Step

Use a shortcut menu to open a program.

Steps

Practice Data

1. Click the right mouse button on the
icon representing the program you
want to open.

The program’ s shortcut menu appears.

Click the right mouse

of

button on Recycle Bin

2. Select Open from the shortcut menu.
The program starts.

Click Open

Close the Recycle Bin.
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MOVING USING SHORTCUT MENUS

] Discussion

Y ou can move an object by using menu commands accessed from the object’s
shortcut menu. Moving an object, however, physically placesit in another location
and a copy of it does not remain in the original location.

i To move objects on the desktop, the Auto Arrange command
must be turned off. Perform this task by clicking the right
mouse button on the desktop, pointing to Arrange I cons, and
making sure that the Auto Arrange command does not have a
check next to it.

Procedures

1. Hold the right mouse button on the object you want to move and
drag it to anew location.

2. Release the right mouse button.

3. Sedlect MoveHere.

m Step-by-Step
Move an object using a shortcut menu.
Steps Practice Data
1. Hold the right mouse button on the Hold the right mouse

S

object you want to move and drag it to
anew location.

The obj : :
e object moves asyou drag button on My Brisfcase

and drag it to another

location on the desktop
2. Release the right mouse button. Release the right mouse
A shortcut menu appears. button
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Steps

Practice Data

3. Select MoveHere.
The object moves to the destination
location.

Click Move Here

Lesson 7 - Using Menus and Dialog Boxes

COPYING USING SHORTCUT MENUS

] Discussion

Y ou can copy an object by using menu commands accessed from the object’ s shortcut
menu. Copying an object, however, only moves a copy of the object to a destination

location. The original object remains unchanged at its current location.

check next toit.

i To move objects on the desktop, the Auto Arrange command
must be turned off. Perform this task by clicking the right
mouse button on the desktop, pointing to Arrange I cons, and
making sure that the Auto Arrange command does not have a

Procedures

1. Hold the right mouse button on the object to be copied and drag it to

anew location.
2. Release the right mouse button.

3. Select Copy Here.

m Step-by-Step

Copy an object using a shortcut menu.
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Steps Practice Data
1. Hold the right mouse button on the Hold the right mouse
object to be copied and drag it to a =

new location.
The object moves as you drag.

button on My Briefcase
and drag it to another

location on the desktop
2. Release the right mouse button. Release the right mouse
A shortcut menu appears. button
3. Select Copy Here. Click Copy Here
The object is copied to the destination
location.

Delete the Copy of My Briefcase icon by selecting it, pressing [Delete], and selecting
Yes.

USING DRAG AND DROP TO COPY

] Discussion

Y ou can copy objects by using drag and drop. This method allows you to select an
object and use the mouse to drag a copy of it to a destination location. Copying an
object, however, only moves a copy of the object to a destination location. The
original object remains unchanged at its current location.

1] Objects can be copied to and from the desktop or any window.

Procedures

1. Hold[Ctrl] and drag the object to be copied.
2. Release the mouse button and then [Ctrl].

m Step-by-Step

Copy an object using drag and drop.
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[Ctrl].
The object is copied to the destination
location.

Steps Practice Data
1. Hold[Ctrl] and drag the object to be Hold [Ctrl] and drag
copied.
The object moves as you drag.
My Briefcaze (o another
location on the desktop
2. Release the mouse button and then Rel ease the mouse button

and then [Ctrl]

Delete the Copy of My Briefcase icon by selecting it, pressing [Delete], and selecting

Yes.

USING DRAG AND DROP TO MOVE

] Discussion

Y ou can move objects by using drag and drop. This method allows you to select an
object and use the mouse to drag it to a destination location. Moving an object,
however, physically movesit to another location, and a copy of it doesnot remainin

the original location.

check next toit.

i To move objects on the desktop, the Auto Arrange command
must be turned off. Perform this task by clicking the right
mouse button on the desktop, pointing to Arrange I cons, and
making sure that the Auto Arrange command does not have a

l] While clicking the left mouse button and dragging afile
between two folders on the same drive moves thefile;
dragging afile between different drives copiesit instead.

Procedures

1. Drag the object to a new location.
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2. Release the mouse button.

m Step-by-Step

Move an object using drag and drop.

Steps Practice Data

1. Drag the object to a new location.
The object moves as you drag.

Drag My Briefcase 1o
another location on the

desktop
2. Release the mouse button. Rel ease the mouse button
The object moves to the destination
location.

USING PROPERTY SHEETS

] Discussion

A property sheet is atype of dialog box that allows you to set an object’ s properties.
Some objects may have more than one property sheet associated with them. Typically,
a property sheet appears when you click the right mouse button on an object and select
the Properties command from the shortcut menu displayed.

When a property sheet is accessed, it appears on screen with alabeled tab at the top to
identify it. To access a different property sheet, click the sheet’stab and that sheet
moves to the foreground.
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Background l Screen Saver ] Appearance ] Settings ]

—"r)

Pattemn W allpaper

Briu:ks Argyle

Buttons Autumn Leaves
Cargo Met Black Thatzh
Circuits ﬂ Blue Rivets ﬂ

Browse,

Display: ™ Tile  © Center

Display Properties EH

Property sheets

L] Select Apply if you want the Display Properties window to

remain open so that you can continue to make other changes
before closing the window.

Procedures

a M w NP

Click the right mouse button on the object you want to modify.
Select Properties from the shortcut menu.

Select the tab of the property sheet you want to access.
Change any property settings as desired.

Select OK to apply the new properties and close the property sheet.

Lesson 7 - Using Menus and Dialog Boxes
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m Step-by-Step

Access a property sheet and change a setting.

Windows NT Basics

Steps

Practice Data

1

Click the right mouse button on the
object you want to modify.
A shortcut menu appears.

Click the right mouse
button on the desktop

Select Properties from the shortcut
menu.

The property sheets associated with
the item appear.

Click Properties...

Select the tab of the property sheet you
want to access.

The selected sheet movesto the
foreground.

Click Screen Saver

Change any property settings as
desired.

The settings are modified in the
property sheet.

Accept the defaults

Select OK to apply the new properties
and close the property sheet.

The properties are applied
immediately and the window closes.

Click OK
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EXERCISE

MENUS & DIALOG BOXES

R Tas

Manipulate menus and dialog boxesin Windows NT.

1. Fromthe Start menu, access the WordPad application. Once the
application opens, closeit.

2. Next, retrieve the shortcut menu for the desktop. Review its contents,
then closeit.

3. Now, accessthe Screen Saver property sheet associated with your
desktop. Change your screen saver to Starfield Simulation.

4. Next, use a shortcut menu to copy the My Briefcase object to
another location on the desktop. Once the copy has been created,
deleteit.

5. Finaly, use drag and drop to move the My Briefcase object to
another location on the desktop. Then, move it back to its origina
location.

A To move objects on the desktop, the Auto Arrange command
must be turned off.
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LESSON 8 -
USING MY COMPUTER

In this lesson, you will learn how to:

Work with folders
View resources
Change the view
View the hard drive
View adiskette

Start a program
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Using My Computer Windows NT Basics

WORKING WITH FOLDERS

X

Discussion

In Windows NT, file management is based on files and folders. Folders are the
equivalent of directories. They store files and can be created, renamed, moved, copied,
and deleted, just like directories. Sub-directories are also shown as folders. Files
inside folders appear as icons of spreadsheets, documents, or other objects.

Folders are used throughout Windows NT. For example, when you view the contents
of storage devicesin My Computer or in the Windows NT Explorer, folders appear.
Double-clicking afolder opens afolder window that displays additional folders and
files stored within that folder. Folders can aso appear on the desktop.

3

Accounting
A folder icon

VIEWING RESOURCES

X

Discussion

Y ou can use My Computer to view and quickly access available resources such as
folders and files located on your hard drive, diskette drive, or any network drive to
which you have access. The My Computer window also displays an icon for the
Control Panel, available printers, and Dial-Up Networking, if it isinstaled on your
system.

S. My Computer H[=] E3
File Edit “iew Help

= =
SHFInppy[.i‘-.] [C:] Contral Fanel Printers Dial-Up
Metworking
|5 ohjsct(s) | VY

Displaying available resources
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Procedures

1. Double-click the My Computer icon.

m Step-by-Step
Use My Computer to view computer resources.
Steps Practice Data
1. Double-click the My Computer icon. (=1
The My Computer window opens, i)
displaying system resources. Double-click My Computer

CHANGING THE VIEW

] Discussion

Y ou can change the way in which the contents of afolder are displayed in awindow
by changing itsview. Y ou can increase or decrease the size of icons displayedina
window; display iconsin alist format, or include details. By default, My Computer
displaysits contents in large icon view. Changing the view to small icons and viewing
iconsin alist are both useful when there are numerous icons in the window. The
Details view lists resources available to your computer and displays resource type,
total size, and the available space of al storage devices to which your computer has
access. Thisview is useful in determining how much storage space you have used and
how much is available.
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S. My Computer =] E3

File Edit “iew Help

M ame I Type | Total Size I Fre
SH3Floppy [&): 3 Inch Floppy Disk
= (] Laocal Disk 1.34GE
(5] Cantral Panel Syztem Folder
(] Printers Syztem Folder
% Dial-dp Metworking — System Faolder
1] |

S|l

|5 ohiject(z) |
The Details view

A Y ou can change the view in any window.

i When you select a storage device icon in the My Computer
window, Free Space and Capacity, except for floppy drives,
appear in the status bar at the bottom of the window.

Procedures

Select the View pull-down menu.
Select Small Icons.

Select the View pull-down menu.
Select List.

Select the View pull-down menu.
Select Details.

Select the View pull-down menu.

© N o g c w D P

Select Largelcons.

m Step-by-Step

Experiment with different views in the My Computer window. Open the My
Computer window, if necessary.
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Steps

Practice Data

1

Select the View pull-down menu.
The View pull-down menu appears.

Click View

Select Small Icons.
The My Computer window displaysits
contents with small icons.

Click Small Icons

Select the View pull-down menu.
The View pull-down menu appears.

Click View

Select List.
The My Computer window displaysits
contentsin a list format.

Click List

Select the View pull-down menu.
The View pull-down menu appears.

Click View

Select Details.
The My Computer window displaysits
contents with details visible.

Click Details

Select the View pull-down menu.
The View pull-down menu appears.

Click View

Select Largelcons.

The My Computer window displaysits
contents with largeicons, its default
view.

Click Large Icons

Be sure to return the My Computer window to its default view of large icons.

VIEWING THE HARD DRIVE

] Discussion

The My Computer icon organizes all of your computer’s resources into one window.
My Computer is a useful tool for viewing the contents of your hard drive and for
accessing folders and files.

Procedures

1. Double-click theicon for the C: drive.

2. Toview the contents of any folders that may be on the C: drive,

double-click the folder’ sicon.
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m Step-by-Step

Use My Computer to view the contents of your hard disk drive. Open the My
Computer window, if necessary.

Steps Practice Data
1. Double-click theicon for the C: drive. =)
The C: window opens and displays the _ =
contents of the C: drive. Double-click -
2. Toview the contents of any folders Double-click the
that may be on the C: drive, double-
click the folder’sicon.
The folder opens and a window .
displays folders and fileswithin that | Froaram Files folder
folder.

Close al open windows except the My Computer window.

VIEWING A DISKETTE

] Discussion
My Computer provides accessto all of your computer’s resources, including available

diskette drives. You can use My Computer to access diskettes and view files and
folders.

Procedures

1. Double-click the icon representing the diskette drive containing the
diskette you want to view.

m Step-by-Step

Use My Computer to access your diskette drive. First, insert a diskette into your A:
drive. Open the My Computer window, if necessary.
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Steps Practice Data

1. Double-click theicon representing the &Gl‘
diskette drive containing the diskette Double-click 3 Flosps (4]
you want to view. '
The Floppy window opens and
displays folders and files present on
the diskette.

Close the 3 1/2 Floppy window.

STARTING A PROGRAM

] Discussion

My Computer displays al of the resources available to you. You can use My
Computer to access and start program files that may be stored on your computer’s
hard drive, anetwork drive, or any storage device. This method of starting a program
isideal if you know where the program fileislocated, and no icon or shortcut exists
for the program on your desktop.

Procedures

1. Double-click theicon representing the drive where the programis
stored.

2. If the program fileis not visible, double-click the folder containing
the program.

3. Continue to double-click folders until the program file you want to
runisvisible.

4. Double-click the program file you wish to run.

m Step-by-Step

Use My Computer to start a program. Open the My Computer window and switch the
view to largeicons, if necessary.
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Steps

Practice Data

1. Double-click theicon representing the
drive where the program is stored.
The drive window opens and displays
available folders and files.

=

Double-click [C]

2. If the program fileisnot visible,
double-click the folder containing the
program.

The folder window opens and displays
available folders and files.

Double-click

=

Proaram Files

3. Continue to double-click folders until
the program file you want to run is
visible.

The folder windows open to display
available folders and files.

Double-click

5

Windows HT

Then double-click

=

Accessarnes

4. Double-click the program file you
wish to run.
The program starts.

Double-click *+'ordpad

Close the WordPad program and any open windows.
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EXERCISE

UsING MY COMPUTER

R Tas

Use My Compulter.

1. Open My Computer.

2. View the contents of the C: drive.

3. Open the Winnt folder and view its contents.
4

Change the view in the Winnt folder to Small I cons and then to
Details.

o

Return the view in the folder to its default of Large I cons.

6. Closethe Winnt folder, then close the (C:) and the My Computer
windows.
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LESSON 9 -
USING FILES/FOLDERS/SHORTCUTS

In this lesson, you will learn how to:
e Createfolders
e Renamefolders
e Movefolders
e Copy folders
e Send foldersto diskette
e Createfiles
e Renamefiles
e Movefiles
e Copy files
e Send filesto diskette
e Create shortcuts
¢ Rename shortcuts
e Configurethe Recycle Bin
o Deletefiles
e Retrieve deleted objects

e Empty the Recycle Bin
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CREATING FOLDERS

X

Discussion

In Windows NT, directories and subdirectories are represented as folders. When you
create afolder, therefore, you are actually creating a new directory or subdirectory.

Windows NT allows you to create a folder from the desktop using the desktop’s
shortcut menu. Once afolder is created, by default, it is named New Folder. You can,
however, change this name at any time.

Folders can also be created from within any folder or storage device window (for
example, from within the C: drive window of My Computer), as well as from within

the Windows Explorer.

Test Folder
A folder icon
| In Windows NT, subdirectories are shown as folders while the

filesinside directories appear asicons of spreadsheets,
documents, or other objects.

Procedures

Click the right mouse button on the desktop.
Point to New on the shortcut menu.
Select Folder.

Enter anew title, if desired, by typing a new description.

a > w N

Press[Enter].

Step-by-Step

Create afolder from the desktop.
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Steps Practice Data

1. Click theright mouse button on the Click the right mouse
desktop. button on the desktop
A shortcut menu appears.

2. Point to New on the shortcut menu. Point to New
A submenu appears.

3. Select Folder. Click Folder
Afolder is created called New Folder.

4. Enter anew title, if desired, by typing | Type Test Folder
anew description.
A new titleis associated with the
folder created.

5. Press[Enter]. Press[Enter]

The new folder is named.

Lesson 9 - Using Files/Folders/Shortcuts

RENAMING FOLDERS

] Discussion

Y ou can rename afolder using the shortcut menu associated with the folder.

Renaming afolder changes both the title displayed with the folder as well asthe
internal name used by the computer to recognize the folder.

LL]

and entering a new folder name.

Y ou can quickly rename afolder by selecting it, pressing [F2],

Procedures

1
2
3.
4

Click the right mouse button on afolder object.

Select Rename from the shortcut menu.

Enter anew name for the object.

Press[Enter].
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m Step-by-Step
Rename the Test Folder object.
Steps Practice Data
1. Click theright mouse button on a Click the right mouse
folder object.
A shortcut menu appears.

Windows NT Basics

button on Teszt Folder

Select Rename from the shortcut
menu.

The current name associated with the
itemis selected.

Click Rename

Enter anew name for the object.
A new folder name appears for the
item.

Type My Folder

Press[Enter].
The folder is renamed.

Press[Enter]

MOVING FOLDERS

] Discussion

|ocation.

Y ou can move afolder using drag and drop. Moving afolder actualy moves the
folder to another location; and a copy of the folder does not remain in the original

Ay

When afolder is moved, all folders and files that residein it
are moved to the target destination as well.

Procedures

1. Drag theitem to be moved to atarget destination.

2. Release the mouse button.

Page 80

University Technology Training Center



Windows NT Basics Lesson 9 - Using Files/Folders/Shortcuts

m Step-by-Step
Move My Folder to adifferent location on the desktop.
Steps Practice Data
1. Dragtheitemto atarget destination.
The item moves as you drag.
Dreg M_'rl Fl:llle-'r toa
location on the desktop
2. Release the mouse button. Rel ease the mouse button
The item moves to the target
destination.

COPYING FOLDERS

] Discussion

Y ou can copy folders using drag and drop. When afolder is copied, al folders and
filesthat residein it are aso copied to the target destination.

i If you want to copy more than one item, hold the [Ctr1] key
while clicking the items to be copied.

Procedures

1. Press[Ctrl] and drag the item to be copied to a destination location.
2. Release the mouse button and then [Ctrl].

m Step-by-Step

Copy My Folder.
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Steps Practice Data

1. Press[Ctrl] and drag the item to be Press[Ctrl] and drag
copied to a destination location.
The item moves as you drag.

by Folder 1o alocation on

the desktop
2. Release the mouse button and then Rel ease the mouse button
[Ctrl]. and then [Ctrl]
The itemis copied to the destination
location.

Delete Copy of My Folder from the desktop by selecting it, pressing [Delete], and
selecting Yes.

SENDING FOLDERS TO DISKETTE

] Discussion

Y ou can quickly send folders to a diskette by using the Send To command from an
object’s shortcut menu.

Procedures

1. Click the right mouse button on afolder.
2. Point to Send To on the shortcut menu.
3. Select 3 1/2 Floppy.

m Step-by-Step

To send afolder to a diskette, insert a diskette in the diskette drive.
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Steps Practice Data

1. Click theright mouse button on a Click the right mouse
folder.
A shortcut menu appears.

button on My Folder

2. Point to Send To on the shortcut Pointto Send To
menul.
A submenu appears.

3. Select 3 1/2 Floppy. Click 3 1/2 Floppy (A)

The folder is copied to the diskette.

Delete My Folder from the desktop by selecting it, pressing [Delete], and selecting
Yes.

CREATING FILES

] Discussion

In Windows NT, the name of afile can be up to 255 charactersin length. For
example, XYZ Company Sales and Analysisis alegitimate filename. This naming
convention is called “using long filenames.”

When files are named in Windows NT or Windows NT-based software, the long
filenameisreferred to as a primary filename. However, an aliasfilenameisaso
automatically generated by Windows NT. The alias filename follows the 8.3 format,
eight characters and a three character extension, allowing files created in Windows
NT to be used in older applications that do not recognize or support long filenames.
When you use files with long filenames on another system that does not support long
filenames, only the alias filenames are visible.

Long filenames can include the following additional characters not supported by the
8.3 format: plus (+), comma(,), semicolon (;), equal sign (=), brackets ([ ]), and
spaces. lllegal charactersinclude\, /, :, ?,“, <, >, and |.

Procedures

1. Click the right mouse button on the desktop.
2. Point to New on the shortcut menu.

3. Select Text Document.

University Technology Training Center Page 83



Lesson 9 - Using Files/Folders/Shortcuts Windows NT Basics

4. Enter anew titlefor thefile, if desired.

5. Press[Enter].

m Step-by-Step

Create atext file from the desktop.

Steps Practice Data

1. Click the right mouse button on the Click the right mouse
desktop. button on the desktop
A shortcut menu appears.

2. Point to New on the shortcut menu. Point to New
A submenu appears.

3. Select Text Document. Click Text Document
Atext fileis created named New Text
Document.

4. Enter anew title, if desired. Type My Text Document

A new title is associated with the text
document created.

5. Press[Enter]. Press[Enter]
The newtitleis entered.

RENAMING FILES

] Discussion

Y ou can rename afile using the shortcut menu associated with the file.

1] Y ou can quickly rename afile by selecting it, pressing [F2],
and entering a new filename.
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Procedures

1. Click the right mouse button on the file object.
2. Select Rename on the shortcut menu.

3. Enter anew namefor thefile.
4,

Press[Enter].

m Step-by-Step
Rename the My Text Document object.
Steps Practice Data
1. Click the right mouse button on the Click the right mouse
file object. -

A shortcut menu appears. =

My Tenxt
button on D'ocurment

2. Select Rename on the shortcut menu. | Click Rename
The current name associated with the
fileis selected.

3. Enter anew name for thefile. Type My Fax Document
A new filename appears for the item.

4. Press[Enter]. Press[Enter]
Thefileisrenamed.

MOVING FILES

] Discussion

Y ou can move afile using drag and drop. Moving afile actually moves thefileto
another location; and a copy of the file does not remain in the original file location.
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Procedures

1. Dragtheitemto be moved atarget destination.

2. Release the mouse button.

m Step-by-Step

Move the My Fax Document file.

Steps Practice Data

1. Drag theitem to be moved to atarget
destination.

The item moves as you drag.
My Fax

Drag Diocument to a
location on the desktop

2. Release the mouse button. Rel ease the mouse button
The itemis moved to the target
destination.

COPYING FILES

] Discussion

Windows NT allows you to copy files using drag and drop.

If you want to copy more than one item, hold the [Ctr1] key
while clicking the items to be copied.

Procedures

1. Press[Ctrl and drag the item to be copied to a destination location.
2. Release the mouse button and then [Ctrl].
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m Step-by-Step

Copy the My Fax Document file.

Steps

Practice Data

1. Press[Ctrl] and drag the item to be
copied to adestination location.
The item moves as you drag.

Press[Ctrl] and drag

by Fan
Diocument to alocation on
the desktop

2. Release the mouse button and then
[Ctrl].
The itemis copied to the destination
location.

Rel ease the mouse button
and then [Ctrl]

Delete Copy of My Fax Document from the desktop by selecting it, pressing

[Delete], and selecting Yes.

Lesson 9 - Using Files/Folders/Shortcuts

SENDING FILES TO DISKETTE

] Discussion

Y ou can quickly send files to a diskette by using the Send To command from the

shortcut menu.

Procedures

1. Click theright mouse button on afile.

2. Point to Send To on the shortcut menu.

3. Select 3 1/2 Floppy.

m Step-by-Step

To send afileto adiskette, insert adiskette in the diskette drive.
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Steps

Practice Data

A shortcut menu appears.

1. Click theright mouse button on afile.

Click the right mouse

by Fan
button on D'ocument

2. Point to Send To on the shortcut
menu.
A submenu appears.

Point to Send To

3. Select 3 /2 Floppy or 5 1/4 Floppy.
Thefileis copied to the diskette.

Click 3 1/2 Floppy (A)

Delete My Fax Document from the desktop by selecting it, pressing [Delete], and

selecting Yes.

CREATING SHORTCUTS

] Discussion

A shortcut is apointer to an application or document that contains information about
the object to which it points. By double-clicking a shortcut icon, whatever object the
shortcut pointsto isimmediately launched. Shortcuts can be created to access any
object, including folders, disk drives, printers, or other computers. In addition, once a
shortcut is created, you can move it to another folder or to the desktop.

Shartzut ta
Comment
Document

A shortcut icon

applications you use most often.

A Shortcuts provide quick access to the documents and

A Shortcut icons have an arrow icon in their bottom-left corner.
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Procedures

Open My Computer.

Double-click theicon for the drive containing the object to which

you want to make a shortcut.

3. Hold the right mouse button on the object and drag it to the desktop.
4. Release the mouse button.
5. Select Create Shortcut on the shortcut menu.
m Step-by-Step
Create a shortcut.
Steps Practice Data
1. Open My Computer.
The My Computer window opens. L)
Double-click My Computer
2. Double-click theicon for the drive Double-click the drive
containing the object to which you containing the Student
want to make a shortcut. Data Folder
The drive’ s window opens.
3. Hold the right mouse button on the Hold the right mouse
object and drag it to the desktop.
The object moves as you drag.

Student Data
button  Folder  and
drag it to the desktop

4. Release the mouse button. Rel ease the mouse button
A shortcut menu appears.

5. Select Create Shortcut on the Click Create
shortcut menu. Shortcut(s) Here
A shortcut to the object is created.

Lesson 9 - Using Files/Folders/Shortcuts

Close al open windows. Test the shortcut by double-clicking it. Notice that you no
longer need to access My Computer to view the Student Data Folder. Close al open
windows.
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RENAMING SHORTCUTS

X

Discussion

Y ou can rename a shortcut using the shortcut menu associated with it.

1] Y ou can quickly rename a shortcut by selecting it, pressing
[F2], and entering a new shortcut name.

Procedures

Click the right mouse button on a shortcuit.

1

2. Select Rename on the shortcut menu.
3. Enter anew name for the shortcut.
4

Press[Enter].

Step-by-Step

Rename a shortcut.

Steps

Practice Data

1. Click theright mouse button on a
shortcut.
A shortcut menu appears.

Click the right mouse

el

Shorteut to
Student D ata

buttonon  Folder

2. Select Rename on the shortcut menu.
The current name associated with the
itemis selected.

Click Rename

3. Enter anew name for the shortcut.
A new shortcut name appears for the
item.

Type Shortcut to
Windows NT Folder
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Steps Practice Data

4. Press[Enter]. Press[Enter]
The shortcut is renamed.

CONFIGURING THE RECYCLE BIN

X

Discussion

Y ou can specify the size of the Recycle Bin for each hard drive on the computer. Each
drive can be configured separately or a global setting can be made to apply to all the
hard drives. In addition, the Recycle Bin can be configured so that the files are deleted
from the disk immediately and never stored in the Recycle Bin.

By default, 10 percent of your hard disk is reserved to store filesin the Recycle Bin.

Y ou can increase or decrease the Recycle Bin storage limit to correspond to individua
working preferences. Y ou can designate what percentage of the hard drive you want
to useto store deleted files. After the storage limit is reached, files are moved from
the Recycle Bin according to date. For example, if you delete afile after the storage
limit is reached, the deleted file replaces the oldest file in the Recycle Bin.

i If you would rather permanently delete files directly from your
storage devices, without sending them to the Recycle Bin, you
can check the Do not movefilesto the Recycle Bin. Remove
filesimmediately on delete option.

Procedures

1. Click the right mouse button on the Recycle Bin.
2. Select Properties.

3. Select the Use one setting for all drives or Configuredrives
independently option.

4. Drag the dider to indicate the percentage of the drive you want to
use for the Recycle Bin.

5. Release the mouse button.

6. Select OK.
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DELETING FILES

] Discussion

When you delete afilein Windows NT, it is not deleted instantly. Rather, it is placed
into the Recycle Bin. The Recycle Bin, which islocated on the desktop, is a storage
area used to hold deleted objects. Although no longer visible on your desktop, deleted

objects are not actually deleted from drives or directories until you empty the Recycle
Bin.

The Recycle Bin provides quick access to information about deleted objects, including
original location, date of deletion, and file type and size. Most importantly, the
Recycle Bin provides the ability to restore deleted objects to their origina disk

|ocation.

Fecycle Bin

Deleted filesin the Recycle Bin

[ When deleting shortcuts, you are deleting just the icon, not the
file or application associated with it.

| If you use the [Delete] key or the Delete command on the
shortcut menu, Windows NT prompts you with a dialog box to
confirm the deletion.

“ Files dragged to the Recycle Bin from floppies do not appear
in the Recycle Bin. They are deleted directly from the
floppies.

Procedures

1. Dragtheitem to be deleted to the Recycle Bin located on the
desktop.

2. Release the mouse button.
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m Step-by-Step

D

elete the Shortcut to Windows NT Folder object using the Recycle Bin.

Steps Practice Data

1. Dragtheitemto be deleted to the

Recycle Bin located on the desktop. 7] I
Theitemis deleted to the Recycle Bin.
Shortcut to

Drag "Windows 35 to the
Recycle Bin on the
desktop

2. Release the mouse button. Rel ease the mouse button
The itemis deleted to the Recycle Bin.

Close dl open windows.

RETRIEVING DELETED OBJECTS

] Discussion

Y ou can retrieve a deleted file or folder from the Recycle Bin. When an object is
retrieved from the Recycle Bin using the Restor e command, it is automatically
returned to the disk location from which it was initially deleted. If you click on afile
and drag it to anew location it will be stored in that location.

i To retrieve more than one object from the Recycle Bin, press
and hold the [Ctrl] key while clicking each object to be
retrieved. Then, select the Restor e command from the File
pull-down menu.

Procedures

1
2
3.
4

Double-click the Recycle Bin icon.

Select the object you want to retrieve from the Recycle Bin.
Select the File pull-down menu.

Select Restore.
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m Step-by-Step
Retrieve the Shortcut to Windows NT Folder object from the Recycle Bin.
Steps Practice Data
1. Double-click the Recycle Bin icon. @
The Recycle Bin window opens.

Double-click Rezycle Bin

2. Select the object you want to retrieve | Click Shortcut to
from the Recycle Bin. Window...
Thefileis selected.

3. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

4. Select Restore. Click Restore
The object is retrieved from the
Recycle Bin and returned to its
original location.

Close the Recycle Bin and del ete the Shortcut to Windows NT Folder.

EMPTYING THE RECYCLE BIN

] Discussion

T
T

he Recycle Bin is a storage area used to hold objects that were previousy deleted.
o permanently remove all the objects in the Recycle Bin and, therefore, remove all

deleted objects from adrive, you must empty the Recycle Bin. The Recycle Bin
should be periodically emptied to maintain hard disk space.

Procedures

1
2
3.
4

Double-click the Recycle Bin icon.
Select the File pull-down menu.
Select Empty Recycle Bin.

Confirm that you want to delete the items in the Recycle Bin.
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m Step-by-Step
Empty the Recycle Bin.

Steps Practice Data

1. Double-click the Recycle Bin icon. @
The Recycle Bin window opens.

Double-click Recycle Bin

2. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

3. Select Empty Recycle Bin. Click Empty Recycle
A confirmation dialog box opens. Bin

4. Confirm that you want to delete the Click Yes
itemsin the Recycle Bin.
Theitemsareremoved fromthe
Recycle Bin and deleted from disk.

Close the Recycle Bin and any other open windows.
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EXERCISE

USING FILES, FOLDERS, AND SHORTCUTS

R Tas

Manipulating files, folders, and shortcutsin Windows NT.

1. Create anew folder in the Student Data Folder and name it Exer cise.

N

Copy the Fax file from the Memos Sent folder in the Student Data
Folder to the Exer cise folder.

Create a shortcut to the Exer cise folder on your desktop.
Use the shortcut to view the contents of the Exer cise folder.

Rename the shortcut on the desktop to Shortcut to New Exer cise.

o u > »w

Insert a diskette into the A: drive of your computer and send the Fax
file to the diskette.

7. Check the contents of the A: drive. Rename the Fax fileon the A:
drive to Copy of Fax.

8. Délete the shortcut from the desktop.

9. Open the Recycle Bin. Locate the Shortcut to New Exer cise object
and retrieve it from the Recycle Bin back to the desktop.

10. Delete the shortcut again. Then, empty the Recycle Bin.

11. Close all open windows.
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USING HELP

In this lesson, you will learn how to:
e UseHelp
e Usethe Contents sheet
e UsetheIndex sheet
e Usethe Find sheet
e AccessHelpinadiaog box
o Copy text from a help topic
e Change help topic fonts

e Print ahelp topic
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USING HELP

] Discussion
Using the on-line Help facility in Windows NT, you can access a hel p topic with the
Contents, Index, or Find sheet in ahelp window. Help topics may have any or all of
the following elements: shortcuts, related topics, and underlined words. Clicking a
shortcut, represented by an arrow, takes you into Windows NT to perform atask;
clicking arelated task takes you to another help topic; and clicking an underlined
word displays a pop-up definition of the word.

USING THE CONTENTS SHEET

] Discussion
The Help Contents sheet lists the main topics in the Help facility. Each topicis
preceded by a book icon. If you double-click the book icon, the icon changesto an
open book and the subtopics display. A subtopic that has a book icon also has

additional subtopics. A subtopic that is represented by a page with a question mark
displays a help topic when double-clicked.
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Help Topics: Windows Help E

Cantents | Index | Find |

Click a topic, and ther click Digplay. Or click anather tab, such az Indes.

[2] IF you've used Windows before
@ |ntroducing Windaws

@ How To. .

Q: Tipz and Tricks

@ Troubleshooting

Display | Prirt... Cancel

The Contents sheet

Procedures

1. Click Start.
2. Select Help.
3. Select the Contentstab if the Contents sheet is not displayed.
4. Double-click atopic to openit.
5. Continue double-clicking topics until the desired topic appears.
6. Double-click atopic to display it.

m Step-by-Step

Display the Help Contents sheet and select atopic for viewing.
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Steps Practice Data
The Start menu appears.
2. Select Help. _ @
The Help window opens. Click Help
3. Select the Contentstab, if necessary. Click Contents, if
The Contents sheet appears. necessary
4. Double-click atopic to openit. Double-click How To...
The topic expands, displaying
subtopics.
5. Continue double-clicking topics until Double-click Use Help
the desired topic appears.
The topics expand until the desired
topic appears.
6. Double-click atopic to display it. Double-click Finding a
A help window opens displaying help | topic in Help
for the desired topic.

Close the help window.

USING THE INDEX SHEET

] Discussion

The Windows NT Help Index works like the Windows 3.1 Help Index. The I ndex
sheet lists topics a phabetically, like the index of abook. Y ou can scroll the list with
the scroll bars or type the first few letters of the word you want to find.
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Help Topics: Windows Help E

Contents  Indes lFind ]

1 Tuvpe the firzt few letters of the word pou'e looking for.

2 Click the index entry pou want, and then click Display.

12-howr clock, changing to i‘
24-hiowr clock., changing to
a2-bit PC card
dizabling suppart for
digplaying the status indicator
ehabling support far
Flazh memary card, installing suppart far
remaving a PC card
zlats for PC zards, specifying the number aof
SRAM memary card, instaling support for
troublezhooting
turning off sound effects
about new features
access control
caontraling access to shared resources
falder pazswords

Metw/ are server password j
Display | | Cancel |
The Index sheet

Procedures

1. Click Start.

2. Select Help.

3. Select the Index tab, if necessary.
4

Scroll thelist of options or type thefirst few letters of the topic until
the topic is visible in the box.

o

Double-click the topic to display it.
6. If additional topics display, double-click to display them.

m Step-by-Step

Use the Help Index sheet to find a topic.
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Steps Practice Data
The Start menu appears.
2. Select Help. _ @
The Help window opens. Click Help
3. Select the Index tab, if necessary. Click Index, if necessary

The Index sheet appears.

4. Scroll thelist of options or type the Type add
first few letters of the topic until the
topic isvisible in the box.

The list scrollsto the desired topics.

5. Double-click thetopic to display it. Double-click adding
A help window opens displaying help
for the topic or additional topics
available.

6. If additional topics display, double- Double-click To create a
click to display them. new folder
A help window opens displaying help
for the topic or additional topics
available.

Close the help window.

USING THE FIND SHEET

X

Discussion

The Find sheet of the Help facility looks for a specified string by searching a database
of words and phrases found in help topics. Options on the Find sheet alow you to
search in different ways. For example, you can search for al the words you type in
any order or in the exact order, or you can search for at least one of the words you
type. Y ou can also specify whether you want to look for the specified string as the
beginning of astring, as any part of astring, or asthe end of astring. You also can
search for words that have the same root. For example, if you search for “add,” topics
include “add,” “adding,” “added,” “additional,” etc.

The Windows NT Help Find sheet replaces the Sear ch feature used in the Windows
3.1 Help system.
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Help Topics: Windows Help

EDntenlsl Index  Find l

1 Type the word(z) you want to find

M
[ dy]

elect zome matching words to narrow your search

£l
g

Accessones: Playing Windows games
Acceszones: zing a parallel or senial cable to connect bo a computer
Accessones: Using Backup to back up vour files

Accesgzones: zing Briefcaze to keep documents up-to-date
Arcceszanies: zing Calculatar to make calzulations

Acceszones: Uaing CD Plaver to play compact discs ﬂ

|355 Topizcs Found | | All words, Begin, Auto, Pause |

Dizplay | ‘ Cancel ‘

The Find sheet

M

Y ou can customize afind by selecting the Options command
button and choosing specific options to be used during the
find.

Procedures

Click Start.
Select Help.
Select the Find tab, if necessary.

a M w NP

Enter the string you want to find.

If necessary, scroll though the list of topics and double-click the one
you want.
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m Step-by-Step
Use the Find sheet to search for words or phrases in help topics.

Steps Practice Data
The Start menu appears.

2. Select Help. _ @
The Help window opens. Click Help

3. Sedlect the Find tab, if necessary. Click Find, if necessary
The Find sheet appears.

4. Enter the string you want to find. Type printer icon
Alist of topics displaysin the box at
the bottom.

5. If necessary, scroll though the list of Double-click Changing
topics and double-click the one you your password.
want.

A help window opens displaying help
for the topic.

Close the help window.

ACCESSING HELP IN A DIALOG BOX

] Discussion

Almost all Windows NT dialog boxes have the What’s T his button in the upper-right
corner. The button resembles a question mark and is used to get context-sensitive help
in the dialog box. Some dialog boxes actually have aHelp command button that
displays a help topic about the particular dialog box.

Procedures

1. Click the What’s This button.
2. Click any option in the dialog box.
3. Click the mouse again to close the help pop-up box.
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m Step-by-Step

Use the What’s This button in a dialog box to get context-sensitive help. First, open
the System Properties dialog box by pointing to My Compuiter, clicking the right
mouse button, choosing Properties, and clicking the Perfor mance tab.

Steps Practice Data

1. Click the What's This button. click 2]
The mouse pointer displayswith a
guestion mark.

2. Click any option in the dialog box. Click Virtual Memory
A pop-up box appears with help
information on the option.

3. Click the mouse button again to close | Click the mouse button
the help pop-up box.
The help pop-up box closes.

Close the System Properties dialog box.

COPYING TEXT FROM A HELP TOPIC

] Discussion

Text in ahelp topic can be highlighted and copied to the Clipboard just like text in any
other type of document. Y ou cannot paste the contents of the Clipboard back into a
help topic, but you can paste it into a document.

Because you cannot position the insertion point in a help topic,
the only way you can highlight the text you want to copy isto
click and drag.

Procedures

1. Dragto sdlect the text you want to copy.
2. Release the mouse button.

3. Select the Options command button.

4. Select Copy.
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m Step-by-Step
Copy information from a help topic to the Clipboard. First, display a help topic.
Steps Practice Data
1. Dragto sdlect the text you want to Drag through a couple of
copy. sentences

The text is highlighted as you drag.

2. Release the mouse button. Rel ease the mouse button
Thetext is selected.

3. Select the Options command button. Click Options
The Options menu appears.

4. Select Copy. Click Copy
The selected text is copied to the
Clipboard.

Close the help window. If you want to verify that the text has been copied, open the
Clipboard Viewer.

CHANGING HELP ToPIC FONTS

] Discussion

The size of the font used in help topics can be changed from Normal (the default), to
Small or Large. If you choose Small, you will be able to see more text in the Help
window, but it will be harder to read. If you choose L arge, thetext is easier to read,
but lesstext is visible in the window.

Procedures

Click Start.

Select Help.

Select the Contents tab.
Select adesired help topic.

a > w npoPE

Select Options.
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6. Point to Font.
7. Select thedesired font size.

m Step-by-Step
Change the size of the font used in a help topic. Open a Help window.
Steps Practice Data
1. Select ahelp topic from any tab. Double-click If you've
The help topic appears. used Windows before
2. Select Options. Click Options
The Options menu appears.
3. Point to Font. Point to Font
A Font submenu appears.
4. Select the desired font size. Click Large
The help topic is sized to the option
selected.

Reset the font size to Normal and close the Help window.

PRINTING A HELP TOPIC

] Discussion

Asin Windows 3.1, you can print Windows NT help topics. Sinceit is not always
convenient to use Help on-line, it is helpful to be able to print a help topic so you can
refer to it easily. Y ou might even want to print several help topics to which you refer
often and create a help bookl et.

Procedures

1. Select Options.

2. Select Print Topic.

3. Select desired optionsin the Print dialog box.
4. Select OK.
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m Step-by-Step
Print a help topic. First, display a help topic.

Steps Practice Data

1. Select Options. Click Options
The Options menu appears.

2. Select Print Topic. Click Print Topic
The Print dialog box opens.

3. Select desired optionsin the Print Accept the defaults
dialog box.
The print options are selected.

4. Select OK. Click OK

Windows NT prints the help topic.

Close the help window.
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Lesson 10 - Using Help

EXERCISE

USING HELP

R Tas

Using Help.

1.

N

o 0o >~ »w

Open the Help window and display the Contents sheet.

L ocate help on how to print a document. View the topic, then close
the window.

Open the Help window and display the I ndex sheet.

Use the I ndex sheet to locate help for deleting afile or folder.
View the help topic.

Close the help topic window.
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LESSON 11 -
USING WINDOWS NT EXPLORER

In this lesson, you will learn how to:
e UseWindows NT Explorer
e View your computer
e Open objects
e Createafolder
o Copy filesand folders
e Movefilesand folders

e Deletefilesand folders
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USING WINDOWS NT EXPLORER

] Discussion

Windows NT Explorer is a file management tool included with Windows NT. You
can use Explorer to view, copy, and move files and folders; format disks; and perform
other tasks related to file management.

The Explorer window displays two panes, or viewing areas. The left pane displays a
tree that includes objects representing all available resources, including files, folders,
network resources, and peripherals such as printers and modems.

Each object is graphically represented within the tree by an icon. If an object appears
in the tree with a plus symbol (+), it can be expanded to another level within the tree.
If an object appears with a minus symbol (-), then it has been fully expanded to view
al objectswithin it. If an object hasno (+) or (-), then it contains no folders, only files
or nothing at all.

As objects are selected and expanded in the tree, objects that are stored within the
selected object (i.e., fileswithin a selected folder) appear in the right pane of the
Explorer window. In most cases, objects that appear in this pane can be accessed by
double-clicking. The view within this pane can be changed to suit your individual
preferences.

BN Exploring - [C:]

File Edt ¥iew Toolz Help

| Al Folders | Contents of * [C:]'
@ Desktop d
= &) My Computer ﬁ | ﬁ
..{3 3% Floppy [ Mzoffice My Mew Folder  Mwclient J
RS )
-@ Control Panel
-E-El Prititers ﬁ ﬁ ﬁ
i{zg] DialUp Metworking
- E'g Netwark Meighborhood 0ld Information  Program Files Psp
----- ‘gl Recycls Bin
5] My Briefcase @ : :
Recycled Technet temp
« | ;IJ
A7 object|z] |'| B1ME [Dizk free space: 77.2MB) i

The Windows NT Explorer window
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VIEWING YOUR COMPUTER

] Discussion

Windows NT Explorer isaWindows NT tool that allows you to perform file
management tasks. Y ou can use the Explorer to quickly view the contents of your
computer. This option allows you to determine network drivesthat are available to
you.

Procedures

1.
2.
3.
4

Click the Start button.
Point to Programs.
Select Windows NT Explorer.

To expand an object in the treg, click the (+) next to the object once
or double-click the object’ sicon.

Continue to expand the tree until the object or folder you wish to
accessisvisible,

To view the contents of afolder, double-click the folder either in the
tree or in the right pane.

To collapse an object in the tree, click the (-) next to the object once
or double-click the object’sicon.

Step-by-Step

Use Explorer to view the contents of your computer, the Student Data Folder, and the
Accounting folder within the Student Data Folder. The Student Data Folder must be
located on a diskette in the A: drive and the Explorer must be set to its default view of

largeicons.
Steps Practice Data
1. Click the Start button. Click M start

The Start menu appears.

Point to Programs. =

The Programs submenu appears. Point to 22l Programs
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Windows NT Basics

Steps Practice Data

3. Select WindowsNT Explorer. Click @) Windows NT
The Windows Explorer window opens. Explorer

4. Toexpand an object in thetree, click Double-click on theicon,
the (+) next to the object once or or single-click on the (+)
double-click the object’ sicon. .

The tree expands to display folders = 3172 Floppy (A:)
within the object.

5. Continue to expand the tree until the Double-click on theicon,
object or folder you wish to accessis | or single-click on the (+)
visible. :

Thetree expands and the (+) nextto | ¥ Student Data
the object changesto a (-). Folder

6. To view the contents of afolder,
double-click the folder either in the
tree or in the right pane. _
The contents of the folder are Double-click “CCaunting
displayed in the right pane of the
Explorer window.

7. Tocollapse an object in thetree, click | Double-click on theicon,
the (-) next to the object once or or single-click on the (+)
double-click the object’s icon. :

Thetree collapsesand the (-) nextto | =L Student Data
the object changesto a (+). Folder

OPENING OBJECTS

] Discussion

Y ou can open objects (such as files) and launch programs from within Windows NT
Explorer. When afile is opened from the Explorer, the program that was used to
create the file is automatically launched and the file opens within that program.

If Windows does not recogni ze the file type when opening an abject, it displays a
dialog box prompting you to select a program with which to open the file.

LL]

Y ou can quickly view the properties of any object (including
files) by clicking the right mouse button on the object and

selecting Properties.
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Procedures

1. Expand thetreeto view folders within an object in the treg, click the
(+) next to the object once or double-click the object’ sicon.
2. Continue to expand the tree by clicking (+) objects until the object or
folder you wish to accessisvisible.
3. Double-click the object you wish to open in the right pane.
m Step-by-Step
Use the Explorer to open a program file. Open the Explorer, if necessary.
Steps Practice Data
1. Expand thetreeto view folderswithin | Double-click on theicon,
an object in thetree, click the (+) next | or single-click on the (+)
to the object once or double-click the | &30 (), if necessary
object’sicon.
The tree expands to display folders
within the object and the (+) next to
the object changesto a (-).
2. Expandthetreeto view thefolder's Double-click on theicon,
subfolders. or single-click on the (+)
The tree expands to display subfolders | .
within the object and the (+) nextto | #_J winnt
the object changesto a (-).
3. Expand thefolder that containsthe Double-click on theicon,
desired program icon. or single-click on the (+)
The tree expandsto display program :
icons within the object and the (+) =-{3 System32
next to the object changesto a (-).
4. Double-click the object you wish to
open in the right pane.
The object opens. _
Double-click Mspaint
Close the MS-Paint program.

Lesson 11 - Using Windows NT Explorer
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CREATING A FOLDER

] Discussion

Y ou can create afolder in Windows NT Explorer using the same method used to
create folders in any window. By selecting the New command from the File pull-
down menu, the Folders command is available. Selecting these menu commands will
create afolder within the object that is currently selected in the Explorer tree.

| If you want to view the new folder in the tree, select

View...Refresh to update the contents of the window.
Otherwise, the new folder will not appear in the tree until you
close the window and reopen it.

Procedures

1

© g &~ w N

Select the drive or folder in the tree in which you want to create the
new folder.

Select the File pull-down menu.
Point to New.

Select Folder.

Enter aname for the folder.

Press[Enter].

m Step-by-Step

Use Explorer to create a new folder on the C: drive called My New Folder. Open the
Explorer, if necessary.
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Steps

Practice Data

1

Select the drive or folder in thetreein
which you want to create the new
folder.

Thedrive or folder is selected and will
be displayed on the right side.

Click B3 ()

Select the File pull-down menu.
The File pull-down menu appears.

Click Eile

Point to New.
The New submenu appears.

Point to New

Select Folder.

A new folder appearsin the right pane
of the Explorer window. The default
folder name is selected, allowing you
to renameit.

Click Folder

Enter a name for the folder.

The folder name appears next to the
new folder in the right pane of the
Explorer window.

Type My New Folder

Press[Enter].
The new folder name is entered.

Press[Enter]

Lesson 11 - Using Windows NT Explorer

COPYING FILES AND FOLDERS

] Discussion

As afile management tool, Windows NT Explorer alows you to copy files and
foldersto different locations on your hard drive, to anetwork drive, or to diskette.

Y ou can copy folders directly to and from locations in the tree or from the right pane
of the Explorer window to the desired location in the tree. However, since files do not
appear in the tree, they can only be copied from the right pane.

There are a number of different ways to copy files and foldersin Explorer. You can
use the shortcut menu, the Edit pull-down menu, or drag and drop. Using drag and
drop to copy filesis similar to moving files. To be sure that you are copying instead of
moving, make sure that a plus (+) symbol appears when you are dragging the file or
folder.

University Technology Training Center
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destination of the copy.

[ When copying files and folders to other drives, it is not
necessary to hold [Ctrl]. However,
locations on the same drive, you must hold [Ctrl]. Y ou can
also copy multiple files and folders to alocation by selecting
multiple files and folders, holding [Ctrl], and dragging to the

when copying to other

Procedures

1. Double-click foldersin the tree until the files or folders you wish to
copy are visible either in the tree or the right pane.

2. Dragthefile or folder you want to copy to the desired location on the

tree.

3. Release the mouse button.

Step-by-Step

Use Explorer to copy files. Insert the diskette with the Student Data Folder into the A:

drive and open the Explorer, if necessary.

Steps

Practice Data

1. Double-click foldersin the tree until
thefiles or folders you wish to copy
arevisible either in the tree or the right
pane.

The tree expands and the folder’s
contents appear in the right pane.

Double-click on theicon,
or single-click on the (+)

*-=3 31/2 Floppy (A:)

2. Dragthefileor folder you want to
copy to the desired location on the
tree.

Thefile or folder moves as you drag.

=

Student Data
Drag Falder to

D My New Folder

3. Release the mouse button.
Thefile or folder is copied to the new
location.

Rel ease the mouse button
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MOVING FILES AND FOLDERS

] Discussion

Windows NT Explorer is auseful tool for moving files and folders to different
locations on your hard drive, to a network drive, or to diskette.

Y ou can move folders directly to and from locations in the tree or from the right pane
of the Explorer window to the desired location in the tree. However, since files do not
appear in the tree, they can only be moved from the right pane.

There are a number of different ways to move files or foldersin Explorer. You can use
the shortcut menu, the Edit pull-down menu, or drag and drop. Using drag and drop to
move filesis very similar to copying files. To be sure that you are moving instead of
copying, make sure that the plus (+) symbol is not present when you are dragging the
file or folder.

A When moving files or folders to a different location on the
same drive, it is not necessary to hold [Shift]. Y ou can move
multiplefiles or foldersto alocation by selecting multiple
folders and files, holding [ Shift], and dragging to the new
location.

Procedures

1. Double-click the applicable drive icon to expand the tree.

2. Double-click foldersin the tree until the files or folders you wish to
move are visible either in the tree or the right pane.

3. Press[Shift] and drag the file or folder to the desired location on the
tree.

4. Release the mouse button and then release [Shift].

m Step-by-Step

Use Explorer to move files. Insert the diskette with the Student Data Folder into the
A: drive and open the Explorer, if necessary.
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Steps

Practice Data

1. Double-click the applicable drive icon
to expand the tree.
The tree expands and the drive’s
contents appear in the right pane.

Double-click on theicon,
or single-click on the (+)

*-53 31/2 Floppy (A:)

2. Double-click foldersin the tree until
the files or folders you wish to move
arevisible either in the tree or the right
pane.

The tree expands and the folder’s
contents appear in the right pane.

Double click

5

Student D ata
Folder

3. Press[Shift] and drag thefile or folder
to the desired location on the tree.
Thefile or folder moves as you drag.

Press [Shift] and drag the

I:Ilu;l Falder
to Il My New Folder
4. Release the mouse button and then Rel ease the mouse button
release [Shift]. and then release [ Shift]
Thefile or folder movesto the new
|ocation.

DELETING FILES AND FOLDERS

X

Discussion

As afile management tool, Windows NT Explorer allows you to delete files and
folders from different locations on your hard drive, from a network drive, or from

diskette.

Procedures

1. Select thefile or folder to be deleted.
2. Press[Delete].
3. Sdlect Yes.
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m Step-by-Step
Use Explorer to delete afolder. Open Explorer and expand the C: drive, if necessary.
Steps Practice Data
1. Select thefileor folder to bedeleted. | cjick L1 My New
Thefile or folder is selected. Folder
2. Press[Delete]. Press[Delete]

Windows NT displays a dialog box
asking you to confirmthe deletion.

3. Select Yes. Click Yes
Thefile or folder is deleted to the
Recycle Bin.

Close the Explorer window.
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EXERCISE

UsSING WINDOWS NT EXPLORER

R Tas

Use Windows NT Explorer.

Open Windows NT Explorer.

View the contents of the C: drive of your computer.

Create a new folder on the C: drive called Exer cise Folder.

Insert the diskette with the Student Data Folder into the A: drive.
Use Explorer to view the contents of the diskette in the A: drive.

L ocate the Accounting folder on the diskette.

Copy the Accounting folder to the Exer cise Folder on the C: drive.

Use Explorer to delete the Exer cise Folder from the C: drive.

© ® N o ok~ 0w Dd PR

Remove the diskette and close Explorer.

Page 122 University Technology Training Center



LESSON 12 -
VIEWING, OPENING, AND FINDING

In this lesson, you will learn how to:

Use Quick View

Find folderg/files by name
Clear asearch

Find folderg/files by date

Perform advanced searches
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USING QuICK VIEW

X

Discussion

Windows NT includes atool called Quick View, which alows you to view the
contents of files created in other Windows applications. If Windows NT recognizes
the selected file as afile created in a Windows application, the Quick View command
appears on the File pull-down menu.

When the Quick View command is selected, the Quick View window opens. In this
window, you can view afile's contents. Thiswindow is useful for viewing the
contents of afile quickly without opening its parent application. In addition, you can
adjust the display font size or open the parent application from within the Quick View
window.

'i‘\ Copy of Fax - Quick Yiew

File “iew Help
T A« B
(212) 555-2000 -]
From: Mary Adams Phone:
(516) 555-1000
Waterside Hospital Fax:
(516) 555-1212
RE: Cory Johnston
CC: Randy Smith

Mumber of pages including cover sheet: 1

Message _

We would like to hire Cory Johnston as a
full-time employee as we are very satified
with his medical skills. Ve would like to
know what i required to have him work for
us directly.

Flease respond. Thank you. =
kI f

To edi, click Open File for Editing on the File menw.

The Quick View window
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A If Windows NT does not recognize the selected file as afile
created in a Windows application, the Quick View command
will not appear on the File pull-down menu. However, an
Open With command will appear, allowing you to select a
program in which to open and view thefile.

Procedures

1. Sdectthefile you want to view.
2. Select the File pull-down menu.
3. Select Quick View.

m Step-by-Step
Use Quick View to view afile. Use My Computer to open My Folder in the Student
Data Folder.
Steps Practice Data
1. Select thefile you want to view. @
Thefileis selected.

) Cornment
Click Document

2. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

3. Select Quick View. Click Quick View
The Quick View window opens,
displaying the contents of the selected
file.

Close dl open windows.
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FINDING FOLDERS/FILES BY NAME

] Discussion

Windows NT includes many ways to find files and folders. Although you can use the
Windows Explorer or My Computer to browse folders until you locate a desired folder
or file, Windows NT includes the Find command. This command allows you to
guickly locate files and folders stored on your computer or any network to which your
computer may be attached.

The Find command, located on the Start menu, displays the Find submenu from
which you can select objects for which you want to search. Selecting the Files or
Folders command opens the Find dialog box. The Name & L ocation property sheet
in this dialog box allows you to specify the filename and location where you want
Windows NT to search.

When performing a search, wildcards such as asterisks (*) can be used. For example,
if you want to search the C: drive for afile named MY FILE.EXE, you would specify
the C: drive asthe location and enter MY * .EXE as the filename. The search would
find all .EXE files with names beginning with the characters MY . If afile extension is
not included, Windows NT finds al files containing the valid filename regardless of
the extension (e.g., MYFILE.INI, MYFILE.EXE, MY FILE.COM).

&, Find: All Files

Fil= Edit Wiew Optiohs Help

Mame & Location ] Date Modified ] Advanced ]

Mamed: | ﬂ
Loak in: |[E:] j Erowse... | Mew Search

[V Include subfolders

Find Mo

g i

The Name & Location property sheet

L] The Find command is also located on the Tools pull-down
menu in the Explorer window and alows you to perform a
find from within the Explorer. Y ou can aso click the right
mouse button on the Start button and select Find.

) The number of files found appears in the status bar.
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Procedures

Click Start.
Point to Find.
Select Filesor Folders.

N o g &M w NP

Select the Look in arrow.

Select the drive you want to search.

Lesson 12 - Viewing, Opening, and Finding

Type the name of the file or folder you want to find.

Check the I nclude subfolder s option to search all folders and
subfolders on the selected drive.

8. Select Find Now to perform the search.

m Step-by-Step
Use the Find command to locate afile.

Steps Practice Data
The Start menu appears.

2. Point to Find. _ .;jjg;j _
The Find submenu appears. Point to Find

3. Select Filesor Folders. . @ .

. . Click = Files or
The Find dialog box opens. Folders. .

4. Type the name of thefile or folder you | Type WordPad
want to find.

The name appears in the Named box.

5. Select the Look in arrow. Click Look in [Z]
The Look in list appears. -

6. Select the drive you want to search. Click = (C))

The drive appearsin the Look in box.

7. Check the Include subfoldersoption | Check ] Include
to search all folders and subfolderson | subfolders, if necessary
the selected drive.

The option is checked.
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Steps Practice Data
8. Select Find Now to perform the Click Find Now
search.

The results of the search appear in a
window at the bottom of the Find
dialog box.

CLEARING A SEARCH

] Discussion

If you want to use the Find command for more than one search, you should clear the
criteriain between searches. Clicking the New Search command button opens a
dialog box that asks you to verify the clearing of the results from your last search.
Once these results are cleared, you can begin a new search.

Procedures

1. Sedlect New Search.
2. Sedlect OK.

m Step-by-Step

Clear the results of your last search.

Steps Practice Data

1. Select New Search. Click New Search
A dialog box opens asking you to
verify the clearing of the results from
your last search.

2. Select OK. Click OK
The results of your last search are
cleared.
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FINDING FOLDERS/FILES BY DATE

] Discussion

The Find command, available from the Start menu or from the T ools pull-down
menu, opens the Find dialog box. In this dialog box, the Date M odified property sheet
allows you to search for files and folders by date created or date last modified.

Specifically, the Date M odified property sheet allows you to select different date
ranges by which to search. For example, you can find al files that were created or
modified between a specific time period or during a specific number of previous
months or days.

& Find: All Files
File Edit “iew Optionz Help

Find How
" Al flles

' Find all files created or modified:

= between [6/1/95 and [9/6/%6 New Search

(" during the previous _|:| rnonth(s]
(" during the previous _|:| dayls]

gl

The Date Modified property sheet

L] The number of files found appears in the status bar.

Procedures

Click Start.

Point to Find.

Select Filesor Folders.

Select the Date M odified tab.

Select the Find all files created or modified option.

a > w NP
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10.
11.

Select the date in the first between box.

Step-by-Step

Use the Date M odified property sheet in the Find dialog box to locate all files created
within a specific range of dates. Then, perform anew search to locate al files created
within the last three months. Perform afina search to locate all files created within
the last ten days. Open the Find dialog box, if necessary.

Windows NT Basics

To search for files created or modified within arange of dates, select
the between option.

Type the starting date of the range to be searched.
Select the date in the second between box.

Type the ending date of the range to be searched.
Select Find Now.

Steps Practice Data

1. Select the Date Modified tab. Click Date Modified
The Date Modified property sheet
appears.

2. SelecttheFind all files created or Click @ Find all files
modified option. created or modified
The option is darkened.

3. Tosearch for files created or modified | Click @ between
within arange of dates, select the
between option.

The option is darkened.

4. Select the dateinthefirst between Double-click the first
box. between box
The text in the box is sel ected.

5. Typethe starting date of the range to Type 6/1/95
be searched.

The date appearsin the box.

6. Select the datein the second between | Double-click the second
box. between box
The text in the box is sel ected.

7. Typethe ending date of the range to be | Typetoday’s date
searched.

The date appearsin the box.
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Steps Practice Data

8. Select Find Now. Click Find Now
The results of the search appear in a
window at the bottom of the Find
dialog box.

Clear the current search criteria.

PERFORMING ADVANCED SEARCHES

] Discussion

The Windows NT Find dialog box includes a property sheet that allows you to
perform advanced searches by file type, text content of afile, and file size. You can
use the Advanced property sheet to narrow your search criteria, making your search
faster and more productive when searching numerous files or folders.

Y ou can select afile type as part of your search criteria. The Find dialog box displays
filetypesin alist. The contents of the list vary depending on what application
software you have ingtalled under Windows. Windows NT searches only files of the
selected type. The Containing text box allows you to specify the text contained in a
file. Windows NT searches the contents of every file matching the selected file typeto
locate the file containing the text. Additionally, you can select parameters for file size.
Windows NT only searches files that fall within the size parameters you specify. Only
filesthat match all three criteria: file type, containing text, and file size appear in a
window at the bottom of the dialog box as aresult of the search.

# Find: All Files
File Edit “iew Options Help

0OF twpe: I.-'l'-.II Files and Folders j Stom |
Containing text: I Mew Search |
Size i | M= C&

The Advanced property sheet
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[ The number of files found appears in the status bar.

Procedures

Click Start.

Point to Find.

Select Filesor Folders.
Select the Advanced tab.
Select the Of type arrow.

© o & w NP

Scroll as necessary and select the file type for which you want to
search from thelist.

7. Select the Containing text box if you want to include specific text
within afile as part of your search criteria.

8. Typethetext for which you want to search.

9. Sedlectthe Sizeisarrow if you want to includefile size in your search
criteria.

10. Select either At least or At most.
11. Select the KB box.
12. Typethefile size criteria.

13. Select Find Now.

m Step-by-Step

Use the Advanced property sheet in the Find dialog box to specify file type, file size,
and containing text to locate a file on the C: drive. Open the File dia og box, if
necessary. Clear any current searches.

Steps Practice Data

1. Select the Advanced tab. Click Advanced
The Advanced property sheet appears.

2. Select the Of type arrow. Click Of type [Z]
Alist of file types appears. -
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Steps

Practice Data

3.

Scroll as necessary and select the file
type for which you want to search
fromthelist.

The selected file type appears in the Of
type box.

Scroll as necessary and
click Help File

Select the Containing text box if you
want to include specific text within a
file as part of your search criteria.

The insertion point appearsin the box.

Click inthe Containing
text box

Type the text for which you want to
search.
The text appearsin the box.

Type local area network

Select the Sizeisarrow if you want to
includefile size in your search criteria.
The Sizeislist appears.

Click Sizeis[=]

Select either At least or At most.
Your sdlection appearsin the box.

Click At most

Select the KB box.
The insertion point is positioned in the
box.

Click in the KB box

Type thefile size criteria.
Thefile size appears in the box.

Type 100

10.

Select Find Now.

The results of the search appear in a
window at the bottom of the Find
dialog box.

Click Find Now

Close the Find diaog box.

Lesson 12 - Viewing, Opening, and Finding
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EXERCISE

VIEWING, OPENING, AND FINDING

R Tas

View, open, and find programs, folders, files, and text. Open the M emos Sent folder
from the Student Data Folder, maximize the folder window, and enable the Auto
Arrange command before proceeding.

1

Use Quick View to view the contents of the Hours Worked file.
Close Quick View.

Use the Find command to locate the mspaint file on your C: drive.

Use the Find command to perform a new search and locate dl files
on your C: drive created between 5/25/95 and the current date.

Finally, perform anew search to locate all files on your C: drive that
include the text tr oubleshooting.

Close the Find dialog box and any open windows when finished.

Page 134

University Technology Training Center



LESSON 13 -
USING STARTUP AND SHUTDOWN

In this lesson, you will learn how to:
e Start Windows NT
e Close the Welcome dialog box
e  Shut down - Start menu
e Restart the computer
e Restart with the Start menu
e  Shut down - keyboard

e Log Off from Windows NT
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STARTING WINDOWS NT

] Discussion

Windows NT isacomplete operating system that starts automatically when you turn
on your computer. Unlike Windows 3.1, Windows NT does not require MS-DOS.

A If you restart your computer and find yoursdlf at the DOS
prompt, you can start Windows NT by typing WIN and
pressing [Enter].

CLOSING THE WELCOME DIALOG BOX

] Discussion
When starting Windows NT for the first time, the Welcome to Windows NT dialog
box automatically appears. This dialog box will continue to appear every time you
start your system unless you uncheck the Show this Welcome Screen next time you
start Windows option. The dialog box displays user tips and allows you to access the
Windows Tour, What's New, Online Registration, and Product Catalog features.

If the dialog box appears when you start your computer, you can close it.

Procedures

1. Sdlect Close.

m Step-by-Step

Close the Welcome to Windows NT dialog box.
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Steps Practice Data

1. Sdlect Close. Click Close
The dialog box closes.

Lesson 13 - Using Startup and Shutdown

SHUTTING DOWN - START MENU

] Discussion

Before turning off your computer, you should follow the Windows NT shut down
procedure found on the Start menu. Shutting down your computer properly will help
you to avoid corrupting system and datafiles.

A Once you receive the message that you can safely turn off
your computer, you can turn off the power switch.

Procedures

1. Click the Start button.

2. Select Shut Down.

3. Select the Shut down the computer ? option.

4. Select Yes.

m Step-by-Step

Use the Start menu to safely shut down your computer.
Steps Practice Data
1. Click the Start button. Click i start

The Start menu appears.

2. Select Shut Down.
The Shut Down Windows dialog box
opens.

Shut Down
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Steps Practice Data

3. Select the Shut down the computer? | Click @ Shut down the
option. computer?
The option button is darkened.

4. Select Yes. Click Yes
Windows NT closes and notifies you
that you can safely turn off your
computer.

RESTARTING THE COMPUTER

] Discussion

Once you have performed the Shut Down procedure, you can use the keyboard to
restart your computer. This option is helpful when you have shut down your computer
and realize you want to return quickly to Windows.

Procedures

1. Press[Ctrl+Alt+Delete].

m Step-by-Step
Restart your computer using the keyboard.
Steps Practice Data
1. Press[CtrI+Alt+Delete]. Press[CtrI+Alt+Delete]

The computer restarts.
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RESTARTING WITH THE START MENU

] Discussion

Y ou may need to restart your computer if the system experiences operational

problems. This procedure can be performed by using the Start menu to launch the

Shut Down command, which includes an option for restarting the computer.

Procedures

1
2
3.
4

Click the Start button.

Select Shut Down.

Select the Restart the Computer ? option.
Select Yes.

m Step-by-Step

Restart your computer using the Start menu.

Steps

Practice Data

1

Click the Start button.
The Start menu appears.

Click # start

Select Shut Down.
The Shut Down dialog box opens.

Click tﬁ;ﬂﬂ Shut Down

3. Select the Restart the Computer ? Click @ Restart the
option. Computer?
The option button is darkened.

4. Select Yes. Click Yes

Windows NT restarts your computer.
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SHUTTING DOWN - KEYBOARD

] Discussion

Y ou can use your keyboard to safely shut down your computer in Windows NT.
Using the keyboard to access the Close Program dial og box provides an alternative to
using the Start menu to shut down your computer.

i Once you receive the message that you can safely turn off
your computer, you can turn off the power switch.

Procedures

1. Press[CtrI+Alt+Delete].
2. Select Shut Down.

m Step-by-Step
Use the keyboard to shut down your computer.
Steps Practice Data
1. Press[Ctrl+Alt+Delete]. Press[CtrI+Alt+Delete]

The Close Program dialog box opens.

2. Select Shut Down. Click Shut Down
Windows NT closes and notifies you
that you can safely turn off your
computer.

Restart the computer by pressing [Ctri+Alt+Delete].
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LOGGING OFF FROM WINDOWS NT

] Discussion

To control access to the computer, Windows NT requires al usersto log on to the
computer at startup. If you wish to log out so that someone el se can use the computer,
Windows NT also has alogoff feature.

Procedures

Click the Start button.
Sdlect Shut Down.

Select the Close All Programsand Log In as Another User?

option.

Select Yes.

Step-by-Step

Logging Off from Windows NT

Steps

Practice Data

1

Click the Start button.
The Start menu appears.

Click # start

Select Shut Down.
The Shut Down Windows dialog box
opens.

Click B Shut Down

Select the Close All Programsand
Log In as Another User? option.
The option button is darkened.

Click @ Close All
Programs and Log In
as Another User?

Select Yes.
The computer ends all open programs
and returns you to the login screen..

Click Yes
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EXERCISE

STARTING AND SHUTTING DOWN

R Tas

Start and shut down Windows NT.

1. Shut down Windows NT using the Start menu, then turn your
computer off.

2. Start your computer.

3. Shut down Windows NT using the keyboard, but do not turn your
computer off.

4. Press[Ctrl+Alt+Delete] to restart your computer.
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LESSON 14 -
USING ACCESSORIES

In this lesson, you will learn how to:

Use the Calculator
Perform calculations

Use the Clipboard Viewer
Use the Notepad

Save afilein Notepad
Use Paint

Use WordPad

Open a document

Add and edit text

Format text

Save afile
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USING THE CALCULATOR

X

Discussion

Windows NT provides the Calculator accessory, which functionsin two different
modes. The standard mode can perform addition, subtraction, multiplication, division,
find the square root, convert afraction to its decimal equivalent, and calculate a
percentage. The scientific mode is capable of many more functions, such as
calculating the common and natural logarithm; calculating afactoria; finding squares
and cubes; raising a number to any power; calculating sine, cosine, and tangent; and
performing statistical calculations such as average, sum, and standard deviation.

The Windows NT Calculator is very similar to the Windows 3.1 Calculator, both in
appearance and function. The Windows NT Calculator, however, is a 32-bit
application, which makes processing faster.

Windows NT also includes the “What's This?’ help facility to assist you in
determining the function of any Calculator button.

¥ Calculator
Edt Wiew Help

" Hex * Dec " Oct " Bin + Deg " Rad " Grad

[ rwe [ Hyp ’_ I_ Back‘ CE ‘ C ‘

Sta F-E‘ [ | | | MC| 7 ‘ 8 ‘ 9 ‘ ! |Mnd‘ And‘
Ave| dms‘ Exp| In | MFl| 4 ‘ 5 ‘ 6 ‘ * or ‘ Xur‘
Sum| sin‘ x"y| Ing| MS| 1 ‘ 2 ‘ 3 ‘ | Lsh‘ Nut‘
[ | cus‘ x‘3| n! | M+| 0 ‘ +H- ‘ ‘ | ‘ Inl‘
oat| tan| 2| | | a| 8| c|o|E] ]

The Scientific Calculator

Procedures

1. Click Start.
2. Point to Programs.

3. Point to Accessories.
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© ®©® N o ua &

Select Calculator.
Select the View pull-down menu.
Select Scientific or Standard.

Lesson 14 - Using Accessories

Click the right mouse button on a Calculator button.

Select What’s This?.

Click anywhere when you are finished reading the help information.

Step-by-Step

Open the Calculator, display the standard or scientific mode, then display “What's
This?" help information about a Calculator button.

Steps Practice Data

1. Click Start. Click # start
The Start menu appears.

2. Point to Programs. _ =k
The Programs submenu appears. Point to ==l Programs

3. Point to Accessories. Point to 1=
The Accessories submenu appears. Accessories

4. Select Calculator. Click E Calculator
The Calculator opens.

5. Select the View pull-down menu. Click View
The View pull-down menu appears.

6. Select Scientific or Standard. Click the view that is not
The other Calculator view appears. displayed

7. Click the right mouse button on a Click the right mouse
Calculator button. button on a Calculator
The What's This? command appears. | button

8. Select What's This? Click What’s This?
Information about the button appears.

9. Click anywhere when you arefinished | Click anywhere when you
reading the information. arefinished reading the
The help information box closes. information
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PERFORMING CALCULATIONS

] Discussion

In principle, using the Windows NT Calculator isthe same as using a regular
calculator. You can use your mouse or the keyboard to perform cal culations.

A It is not necessary to press [Enter] or type = if you are taking
asquare root or percentage or converting afractionto a
decimal.

Procedures

1. Click the number buttons to enter the number or type the number.
2. Select the operation button.

3. Complete the equation.
4.

Press[Enter] or type =.

m Step-by-Step

Perform a basic calculation. Open the Calculator, if necessary.

Steps Practice Data

1. Click the number buttons to enter the | Type 100
number or type the number.
The number appears.

2. Select the operation button. Type +
The calculator accepts the selection.

3. Complete the equation. Type 100
The calculator accepts the additional
data.

4. Press[Enter] or type =. Press[Enter]

The calculation is performed.
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Close the Calculator.

USING THE CLIPBOARD VIEWER

] Discussion

Windows NT, like Windows 3.1, is equipped with a Clipboard that allows you to
copy, cut, and paste text, files, and folders between windows, folders, and other files.
When you copy or cut data, it resides in the Clipboard. When you paste data, it is
pasted from the Clipboard. The Clipboard’ s contents can be viewed with the
Clipboard Viewer.

The Clipboard Viewer allows you to view the contents of the Clipboard and to save it
asafileor deleteit. You can also delete the contents of the Clipboard, which frees
memory.

Shortcut to

Hours wWorked
The Clipboard Viewer

s To save the contents of the Clipboard as afile, select
File...Save As, specify afilename and location, and select
OK.

To delete the contents of the Clipboard, select Edit...Delete
and select Yes.

Procedures

1. Click Start.

2. Point to Programs.
3. Point to Accessories.
4

Select Clipboard Viewer.
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m Step-by-Step
Copy any file or folder to the Clipboard by clicking itsicon with the right mouse
button and selecting Copy.
Steps Practice Data
1. Click Start. Click ¥ start
The Start menu appears.
2. Point to Programs. _ @
The Programs submenu appears. Point to == Programs
3. Point to Accessories. Point to
The Accessories submenu appears. Accessories

4. Select Clipboard Viewer.

= A
The Clipboard Viewer opens. Click . Clipboard

Viewer

View the contents of the Clipboard, then close the window.

USING THE NOTEPAD

] Discussion

The Notepad is asimple text editing program that does not include many of the word
processing features normally found even in simple word processing programs.
However, it does have margin settings, tabs, page orientation, headers, footers, and a
unique feature that is not found in word processing programs called the log feature.
By entering .L OG (must be capital letters) on the first line of a Notepad file, you
designate the file as alog. Each time you open thefile, the date and time are inserted
inthefile.
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Bl Untitled - Notepad M=] 3
File Edit Search Help

[LISIHG THE HOTEPAD

The Hotepad is a simple text editing program that does not
include many of the word processing features normally found

even in simple word processing programs.

The Notepad

i To add text to a document, you can use the basic typing and
editing techniques you use in aimost any Windows word
processing program. As you type, text wraps from lineto line.

Procedures

1. Click Start.

2. Point to Programs.
3. Point to Accessories.
4. Select Notepad.
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m Step-by-Step

Open the Notepad and a blank document.

Windows NT Basics

Steps

Practice Data

1. Click Start.
The Start menu appears.

Click # start

2. Point to Programs.
The Programs submenu appears.

Click 224 Programs

3. Point to Accessories.
The Accessories submenu appears.

Point to =
Accessories

4. Select Notepad.
The Notepad window openswith a
blank document.

Click = Notepad

SAVING A FILE IN NOTEPAD

] Discussion

Y ou can save afilein Notepad as you would in any Windows application. The first
time afileis saved, you must specify afilename and the location to which the file will
be saved. From then on, you can save the file without specifying the name or location.

i Y ou can aso save afile with the File...Save As command,
which alows you to save a previoudy named file under a
different filename and leave the original file intact.

Procedures

o A~ W NP

Select the File pull-down menu.
Select Save.

Enter aname for thefile.

Select the Savein location.
Select Save.
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m Step-by-Step
Save afilein Notepad. First, type your name and address. Open Notepad, if necessary.
Steps Practice Data
1. Select the File pull-down menu. Click Eile
The File pull-down menu appears.
2. Select Save. Click Save
The Save As dialog box opensif the
file has not been previously saved.
3. Enter anamefor thefile. Type Sample File
The filename appearsin the File name
box.
4. Select the Savein location. Click the Student Data
The location appearsin the Savein Folder
box.
5. Select Save. Click Save
Thefileis saved in ASCII format with
an extension of .txt.

Close the Notepad and delete the file from the Student Data Folder.

USING PAINT

] Discussion

The Paint accessory is a drawing application. Although it is not as sophisticated as a
standalone drawing application, it has some versatile drawing features. It contains
three drawing tools. a pencil, a paintbrush with various tips, and an airbrush with
different spray volumes. It draws straight and curved lines, rectangles, €lipses, and
polygons. The custom colors can be mixed or you can use color palettes from other
programs. Objects can be flipped, rotated, skewed, and stretched.

The Windows NT Paint program is very similar to the Windows 3.1 PaintBrush

program, however it can only save filesin the .bmp format. Paint has several

enhancements that also make it superior to the PaintBrush program, such as Print
Preview and Set as Wallpaper.
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E untitled - Paint M[=] E3

File Edit “iew Image Options Help

5
1
¥

OO0 /| ¢ =|h|S |85z

-
1] | "

Iﬂ_llllllllllllll
o o o [

|F|:|r Help. click Help Topics an the Help Menu. |1EIB,1 03 i

Paint

Procedures

1. Click Start.

2. Point to Programs.
3. Point to Accessories.
4. Select Paint.

Step-by-Step
Open the Paint program.
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Steps

Practice Data

1

Click Start.
The Start menu appears.

Click i start

Point to Programs.

The Programs submenu appears.

Point to 222 Programs

Point to Accessories.

The Accessories submenu appears.

Point to =
Accessories

Select Paint.
The Paint program opens.

Click ™ paint

Review the menu to see the new commands. Close the Paint program.

UsING WORDPAD

] Discussion
WordPad is a basic word processing program that contains afew features such as
setting tabs, formatting text, adding bullet lists, aligning paragraphs, and finding
specified text strings. The operationsin WordPad are similar to the way operations are
performed in Microsoft Word. Sinceit is a basic program, however, it does not check
spelling, create headers and footers, generate tables, etc. WordPad reads Microsoft
Word 6.0 files (DOC), Writefiles (WRI), Rich Text Format (RTF), and ASCII files
(TXT). It writes al these formats except Write files (WRI).

Fle Edit Wiew |nzert Format Help

D= S| 4] 2=2]] @)

ITimes Mew Roman [Western]

e 0 3 1

=l o = sl-lu|@l[E =]
I

For Help, prezs F1

3'1'2

WordPad
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Procedures

1
2
3.
4

Click Start.
Point to Programs.
Point to Accessories.

Select Wor dPad.

m Step-by-Step

Open WordPad.

Windows NT Basics

Steps

Practice Data

1. Click Start.
The Start menu appears.

Click # start

2. Point to Programs.
The Programs submenu appears.

Point to 22l Programs

3. Point to Accessories.

The Accessories submenu appears.

Point to =
Accessories

4. Select WordPad.

WordPad opens with a blank
document.

A

Click ¥ wordPad

OPENING A DOCUMENT

] Discussion

Like other Windows programs, WordPad allows you to open an existing file. The
method used to open a document is the same as in any other Windows application.

i As a shortcut, you can double-click the filename to open afile.
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Procedures

Click the Open button

Select the L ook in location.
Select thefile.

A W NP

Select Open.

m Step-by-Step

Lesson 14 - Using Accessories

Open an exigting file. Open WordPad, if necessary.

Steps

Practice Data

1. Click the Open button.
The Open dialog box opens.

'}

L=~

Click

2. SelecttheLook in location.
The location appearsin the Look in
box.

Click the M emos Sent
folder in the Student Data
Folder

3. Sdlect thefile.
Thefileis sdlected.

Click Timesheet

4. Select Open.
The file opensin WordPad.

Click Open

ADDING AND EDITING TEXT

] Discussion

To add text to adocument in WordPad, you can use the basi ¢ typing technigques you
use in almost any Windows word processing program. As you type, text wraps from
lineto line. The [Enter] key ends aline or creates a blank line. To insert text, you can
click theinsertion point in the desired location and type the text. To delete text, you
can highlight the text and press [Delete], or select Edit...Cut.
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FORMATTING TEXT

] Discussion
WordPad allows you to format text with afont type, font style, size, and effects.
Font [ 2]
Font: Font ztyle:
Times Mew Boman |Hegular QE. |
lkalic Cancel
Bold
B Univers Condensed Bold Italic
T "whatd-Felief Begular
T wide Latin
T ‘Wingdings r 2 W ESRd
Effects Sample
[ Stikeout
[ Underline Euelg T
Calar:
|- Black j Seript:
|'W'estern ﬂ
Thiz iz a TrueTvpe fant. Thiz zame fant will be uzed on bath
your screen and pour printer.

Formatting text

L] As ashortcut, select the text and select afont style or size
from the listsin the format bar.

Procedures

o A w NP

Select the text you want to format.
Select the Format pull-down menu.
Select Font.

Select the desired font options.
Select OK.
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m Step-by-Step
Format text in the Timesheet document.
Steps Practice Data
1. Select thetext you want to format. Double-click the word
Thetext appears highlighted in the Memo in thetitle
document.

2. Select the Format pull-down menu. Click Format
The Format pull-down menu appears.

3. Select Font. Click Font
The Font dialog box opens.

4. Select the desired font options. Click the Arial font
Font selections are indicated in the
dialog box.

5. Select OK. Click OK
The selected text appears with the new
formatting.

SAVING A FILE

] Discussion

Y ou can save afilein WordPad as you would in any Windows application. The first
time afileis saved, the Save As dialog box opens and you must specify afilename
and alocation to which the file will be saved. From then on, you can save thefile
without specifying the name or location.

i Y ou can also save afile under adifferent filename using the
Save As command from the File pull-down menu.

Procedures

1. Click the Save button
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Step-by-Step

Save afile. Open WordPad, if necessary.

Windows NT Basics

Steps

Practice Data

1. Click the Save button.
Thefileis saved.

Click

Close WordPad.
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EXERCISE

WINDOWS ACCESSORIES

R Tas

Use Accessories.

1.

Open the Calculator. View both the scientific and standard
calculators.

Use either calculator to compute the following: 192 * .012 + 69.
Close the Calculator.

Open the WordPad accessory.
Type your name.

Copy your name to the Clipboard by selecting it, clicking the right
mouse button, and selecting Copy.

Then, open the Clipboard Viewer and view its contents.

Delete the contents of the Clipboard, then close the Clipboard
Viewer.

Open the Recommendation file in the Accounting folder of the
Student Data Folder in WordPad. Change the font and size of the
letterhead text. Italicize the word Please in the last paragraph of the
letter. Save thefile.

Close al open windows.

University Technology Training Center

Page 159






LESSON 15 -
CHANGING TIME SETTINGS

In this lesson, you will learn how to:
e Changethe date
e Changethetime
e Change thetime zone

e  Set daylight savings time
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CHANGING THE DATE

X

Discussion

Usually the computer’s date is set when the computer is assembled and, if the battery-
operated clock/calendar is working properly, the date is always correct. However,
circumstances may occur in which you might need to change the date on the
computer. For example, if you are afraid that you have a virus that will erase your
hard disk on a certain date, you can change the date on the computer the day before
the virusis scheduled to attack. Another reason it may be important to you to make
sure that the computer’s dateis correct is because Windows NT “stamps’ the date that

files are created or modified.

Date/Time Properties EH
Date & Time | Time Zane |
Date Tirne
[bugust =] [13s RO SR
o d
1 2 3 4 5 ’ .
E 7 8 9 101 12
13 14 15 16 17 18 19 “ 4
00N 223 Mo " u
o
2728 29 30 3
B 07:26PM =]

Current time zone: Eastern Davlight Time

(] | Cancel Apply

Changing the date

Asin Windows 3.1, the Windows NT Date/Timeiconis
available in the Control Panel. In Windows NT, however, the
Date/Time settings are controlled through Date/Time
properties and, therefore, are maintained with Date/Time
property sheets.

M
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Procedures

Lesson 15 - Changing Time Settings

1. Click Start.
2. Point to Settings.
3. Select Control Panel.
4. Double-click the Date/Timeicon.
5. Select the month arrow.
6. Select amonth from thelist of options.
7. Select the correct year using the arrows.
8. Click the day of the month in the calendar.
9. Select OK.
m Step-by-Step
Change the date of the computer to the current date, if necessary.
Steps Practice Data
The Start menu appears.
2. Point to Settings. _ f@ _
The Settings submenu appears. Point to Settings
3. Select Control Panel. Click [ Control Panel
The Control Panel window opens.
4. Double-click the Date/Timeicon. gqj
The Date/Time Properties window o
Oopens. Double-click [rate/Time
5. Select the month arrow. Click the month IEI
The month list appears.
6. Select amonth from thelist of options. | Click the current month, if
The selected month appearsin the necessary
month box.
7. Select the correct year using the Click the arrows to select
arrows. the correct year
The correct year appearsin the year
box.
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Steps Practice Data
8. Click the day of the month in the Click the current datein
calendar. the calendar
The current dateis highlighted in the
calendar.
9. Select OK. Click OK
The system clock is set with the current
date.

Close the Control Panel window.

CHANGING THE TIME

] Discussion

Because Windows NT “stamps’ the time that files are created or modified, it may be
important to you that the computer’ stime is correct.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Date/Time icon.
Specify the correct time in the time box.
Select OK.

© g &> w N P

m Step-by-Step

Change the time in the computer to the correct time, if necessary.
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Steps

Practice Data

1

Click Start.
The Start menu appears.

Click # start

Point to Settings.
The Settings submenu appears.

Point to @i Settings

Select Control Panel.
The Control Panel Window opens.

Click (=1 Control Panel

Double-click the Date/Time icon.
The Date/Time Properties window
opens.

e

L)

Double-click Date/Time

Specify the correct timein the time
box.

The correct time appearsin the time
box.

Accept the default time

Select OK.
The system time changes to the correct
time.

Click OK

Close the Control Panel window.

CHANGING THE TIME ZONE

] Discussion

Windows NT allows you to set the time zone for your computer by locating the time
zone on amap or by selecting the time zone from alist of options. Each listed time
zone includes its difference, in hours, to the Greenwich Mean Time in Greenwich,
England. When traveling between time zones, this feature can be used as a reference
to determine the correct time setting for your computer.
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Date/Time Properties EH

Date & Time  Time Zane |

v Automaticaly adiost clock for daglight saving changes

] | Cancel

The Time Zone property sheet

Procedures

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Date/Timeicon.

Sdlect the Time Zone tab.

© o M w NP

Choose your time zone in the pull down menu, by selecting the down
arrow button.

7. Select OK.

m Step-by-Step

Change the time zone for the computer, if necessary.
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Steps Practice Data
The Start menu appears.

2. Point to Settings. ' @; .

The Settings submenu appears. Point to Settings

3. Select Control Panel. Click & Control Panel
The Control Panel window opens.

4. Double-click the Date/Timeicon. EQJ
The Date/Time Properties window o]
Opens. Double-click Date/Time

5. Select the Time Zone tab. Click Time Zone
The Time Zone property sheet
appears.

6. Select atime zone. Select atime zone, by
Use the pull down menu above the highlighting the zone in
map. the pull down menu and

releasing your mouse.

7. Click OK. Click OK
The time zone property is set on your
computer.

Reset the time zone by selecting your time zone from the list of options. Close the
Control Panel window.

SETTING DAYLIGHT SAVINGS TIME

] Discussion

Windows NT will automatically reset the computer’ s time to accommodate daylight
savings time if the daylight savings time option is selected in the Time Zone property
sheet of the Date/Time Properties window. On the day that the time changes, when
you turn on your computer, Windows NT gives you a message before starting that it
has changed the time for you.

Procedures

1. Click Start.
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2. Point to Settings.
3. Select Control Pandl.
4. Double-click the Date/Timeicon.
5. Select the Time Zonetab.
6. Select the Automatically adjust clock for daylight saving changes
option.
7. Select OK.
m Step-by-Step
Allow Windows NT to change the time for you when daylight savings time goes into
effect.
Steps Practice Data
1. Click Start. Click # start
The Start menu appears.
2. Point to Settings. _ f@ _
The Settings submenu appears. Point to Settings
3. Select Control Panel. Click & Control Panel
The Control Panel window opens.
4. Double-click the Date/Timeicon. gqj
The Date/Time Properties window o]
opens. Double-click [rate/Time
5. Select the Time Zone tab. Click Time Zone
The Time Zone property sheet
appears.
6. Select the Automatically adjust clock | Check ] Automatically
for daylight saving changes option. adjust clock for daylight
The option is checked. saving changes, if
necessary
7. Select OK. Click OK
The new setting is saved in Windows
NT.

Close the Control Panel window.
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EXERCISE

CHANGING DATE & TIME SETTINGS

R Tas

Change date and time settings.

1. Change the computer’s date to January 1, 1996.
2. Then, changethetimeto 8:00 AM.

3. Next, change the time zone to Greenwich Mean Time and alow for
daylight savings changes.

4. Finadly, return all settingsto reflect your current date, time, and time
Zone.

5. Close all open windows.
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LESSON 16 -
USING THE DOCUMENTS MENU

In this lesson, you will learn how to:
e  Open recently used documents

e Clear the Documents menu
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OPENING RECENTLY USED DOCUMENTS

] Discussion

The Windows NT Start menu includes a Documents command. When you point to
this command, a submenu appears with alist of recently opened documents. From
this submenu, you can select a document to open quickly it in its parent application.

Some programs will not add files to the Documents submenu.

Procedures

1. Click Start.
2. Point to Documents.

3. Select the document you want to open.

CLEARING THE DOCUMENTS MENU

] Discussion

Thelast 15 documents that have been opened appear on the Documents menu.
Although it isimpossible to delete documents individually from this menu, it is
possible to delete all the documents from the menu. After the Documents menu
reaches the 15 document limit, the oldest document (filename) at the top of the menu
are removed as new documents (filenames) are added to the bottom of the list.

i If the Documents menu is clear already, the Clear button will
not be available.
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Procedures

Click Start.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Clear.

Select OK.

© g & w N B

m Step-by-Step

If no documents currently appear on the Documents menu, open two documents from
the desktop by double-clicking any text files from the Student Data Folder and then
closing those files. Open the Taskbar Properties dialog box.

Steps Practice Data
1. Sedlectthe Start Menu Programstab. | Click Start Menu
The Start Menu Programs property Programs
sheet appears.
2. Select Clear. Click Clear
The documents are removed from the
Documents menu.
3. Select OK. Click OK
The Taskbar Properties dialog box
closes.

To verify that the Documents menu is empty, click the Start button and point to

Documents.
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EXERCISE

USING THE DOCUMENTS MENU

R Tas

Work with the Documents menu.

1. Open recently used documents from the Documents menu.

2. Clear the Documents menu.
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LESSON 17 -
CUSTOMIZING MENUS

In this lesson, you will learn how to:

Add items - Start menu
Remove items - Start menu
Add items - Programs menu
Remove items - Programs menu

Change icon size on menus
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ADDING ITEMS - START MENU

] Discussion

Y ou can customize the Start menu by adding items for your most frequently-used
programs, files, folders, or shortcuts. Items that you add to the Start menu are placed
above the default items in the menu and separated from them with aline.

Changes to the taskbar’s Start menu are made in the Start M enu Programs property
sheet of the Taskbar Properties dialog box.

Taskbar Properties
Taskhar Options  Start Menu Programs l

Customize Start Menu

=1 Yiou may customize your Start Menu by
L2228l adding or remaving ibems from it.

Bemove. .. Advanced...

Documents Menu

contents of the Documents Menu.

LClear

\/4? Click. the Clear button to remove the
gl

Ok | Cancel | ‘

Adding items to the Start menu

L] An easy way to add an item to the Start menu isto drag the
object’sicon to the Start button. The new item will be located
at the top of the Start menu.

Ny The Taskbar Properties dialog box can also be accessed by
clicking the right mouse button on the taskbar and selecting
Properties from the shortcut menu.
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Procedures

© ® N o g &~ w0 Dd P

10.
11.
12.

Click Start.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Add.

Type the location and name of the item.
Select Next.

Select the Start menu in the picture of the hierarchy.
Select Next.

Type aname for the item.

Select Finish.

Select OK.

m Step-by-Step

Add an item to the Start menu.

Steps Practice Data

1

Click Start. Click # start
The Start menu appears.

Point to Settings. ' @ .
The Settings submenu appears. Point to Settings

Select Taskbar. Clickﬁlaskbar...
The Taskbar Properties dialog box

opens.

Select the Start Menu Programstab. | Click Start Menu
The Start Menu Programs property Programs
sheet appears.

Select Add. Click Add...
The Create Shortcut wizard appears.

Lesson 17 - Customizing Menus
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Windows NT Basics

Steps Practice Data
6. Typethelocation and name of the Type c:\winnt
item.
The location and name appear in the
Command Line box.
7. Select Next. Click Next >
The Sdlect Program Folder window
opens.
8. Select the Start menu in the pictureof | click 1 Start Menu
the hierarchy.
The Start Menu icon is highlighted.
9. Select Next. Click Next >
The Sdlect a Title for the Program
window opens.
10. Type aname for the item. Type Windows Folder
The name appearsin the Select a
name for the shortcut box.
11. Select Finish. Click Finish
The wizard closes.
12. Select OK. Click OK

The Taskbar Properties dialog box
closes and the new itemis added to the
Start menu.

To confirm that the program was added, click the Start button view the added
Windows Folder at the top of the Start menu.

REMOVING ITEMS - START MENU

] Discussion

Only items that have been added by you can be removed from the Start menu.
Default items cannot be removed.

Y ou can remove Start menu itemsin the Start Menu Programs property sheet of the
Taskbar Properties dialog box.
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Procedures

© ® N o g &~ w0 Dd P

Click Start.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Remove.

Select the item to remove.

Select Remove.

Select Close.

Select OK.

m Step-by-Step

Remove an item from the Start menu. Open the Taskbar Properties dialog box.

Lesson 17 - Customizing Menus

Steps

Practice Data

1.

Select the Start M enu Programs tab.

The Start Menu Programs property
sheet appears.

Click Start Menu
Programs

Select Remove.

The Remove Shortcuts/Folders dialog

box opens.

Click Remove...

Select the item to remove.
Theitemis highlighted.

Click EJWindows
Folder

Select Remove.
The highlighted itemis removed from
thetree.

Click Remove

Select Close.
The dialog box closes.

Click Close

Select OK.
The Taskbar Properties dialog box
closes.

Click OK

Check that the menu item has been deleted from the Start menu.
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ADDING ITEMS - PROGRAMS MENU

] Discussion

The Programs menu has two kinds of menu items. One type of item launches an
application immediately. Another type of item is denoted with an arrow and displays a
submenu. By adding afolder to the Programs menu, you create a menu item that
displays a submenu consisting of items representing objects in the folder.

Procedures

© ® N o ok~ 0w Dd P
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Click the right mouse button on the Start button.

Select Open.

Double-click the Programsicon.

Select the File pull-down menu.

Point to New.

Select Folder.

Type the name you want the item to have on the Programs menu.
Press[Enter].

Double-click the new folder you just created.

. Select the File pull-down menu.

. Point to New.

. Select Shortcut.

. Type the path and name of the executablefile.

. Select Next.

. Type the name you want the program to have on the submenu.
. Select Finish.

Step-by-Step

Add an item to the Programs menu that displays a submenu.
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Lesson 17 - Customizing Menus

Steps Practice Data

1. Click theright mouse button on the Click the right mouse
Start button. button on 8 Start
A shortcut menu appears.

2. Select Open. Click Open
The Sart Menu window opens.

3. Double-click the Programsicon. -

A window containing all the objects on Double-click Fian:
the Programs menu opens.

4. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

5. Point to New. Point to New
A submenu appears.

6. Select Folder. Click Folder
A new icon is created.

7. Type the name you want the item to Type Welcome
have on the Programs menu.

The name appears under the folder
icon.

8. Press[Enter]. Press[Enter]
The name is assigned to the folder.

9. Double-click the new folder you just Double-click the new
created. Welcome folder
The folder window opens.

10. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

11. Point to New. Point to New
A submenu appears.

12. Select Shortcut. Click Shortcut
The Create Shortcut wizard opens.

13. Type the path and name of the Type
executablefile. c¢:\windows\welcome.exe
The location and name of thefile
appear in the Command Line box.

14. Select Next. Click Next >
The Sdlect a Title for the Program
window opens.
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Steps Practice Data

15. Type the name you want the program | Type Windows Welcome
to have on the submenu.
The name appearsin the Select a
name for the shortcut box.

16. Sdlect Finish. Click Finish
The folder window isvisible with an
icon for the new item.

To add additional programs to the submenu, follow steps 1 through 3; then open the
item to which you want to add more programs and follow steps 10 through 16.

Close the folder window when you are finished adding programs.

To seethe new item on the Programs menu, click the Start button, point to
Programs, and point to Disk Utility.

Close any open windows.

REMOVING ITEMS - PROGRAMS MENU

] Discussion

If you delete a program or folder from the hard disk, you should also delete the
program or folder item from the Pr ograms menu; otherwise your menu will be
inaccurate.

When you remove a program from the Programs menu, the program file is not
deleted from the hard drive. Likewise, when you remove a program from the hard
drive, it is not automatically removed from the Programs menu.

Procedures

Click Start.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Remove.

© o &~ w N B

Select the item to remove.
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10.

Select Remove.

Select Yes, if prompted.
Select Close.

Select OK.

m Step-by-Step

Delete a program from the Programs menu. Open the Taskbar Properties dialog box.

Lesson 17 - Customizing Menus

Steps

Practice Data

1

Select the Start M enu Programs tab.

The Start Menu Programs property
sheet appears.

Click Start Menu
Programs

Select Remove.
The Remove Shortcuts/Folders dialog
box opens.

Click Remove...

Select the item to remove.
Theitemis highlighted.

Click Disk Utility

Select Remove.

A dialog box prompts you to verify
your deletion if you are deleting a
folder. If you are deleting an item, no
verification is necessary.

Click Remove...

Select Yes, if prompted.
The verification is confirmed.

Click Yes

Select Close.
The dialog box closes.

Click Close

Select OK.
The Taskbar Properties dialog box
closes.

Click OK

Check that the program has been deleted from the Programs menu.
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CHANGING ICON SIZzE ON MENUS

X

Discussion

If the Start menu or any of its cascading submenus, such as the Programs menu,
have more options than will fit in one column, the menu size increases to multiple
columns. By making the size of the icons smaller, you may have enough room to

contain al optionsin asingle column.

Procedures

Click Start.
Point to Settings.
Select Taskbar.

a c w N

Select OK.

Step-by-Step

Check the Show small iconsin Start menu option.

Change the size of theicons on the Start menu and al its cascading submenus. Open

the Taskbar Properties dialog box.

Steps

Practice Data

1. Check the Show small iconsin Start
menu option.
The option is checked.

Check 4] Show small
iconsin Start menu

2. Select OK.
The Taskbar Properties dialog box
closes.

Click OK

To seethe differencein size, click the Start button, then return theicon sizeto its
default. Perform thistask by removing the check from the Show small iconsin Start
menu option in the Taskbar Properties dialog box.

Page 184

University Technology Training Center



Windows NT Basics Lesson 17 - Customizing Menus

EXERCISE

CUSTOMIZING MENUS

R Tas

Customize the Start and Programs menus.

1. Add the Student Data Folder to the Start menu.

2. Add the Fonter program (found in the Sharewar e folder of the
Student Data Folder) to the Programs menu.

3. Deleteal itemsthat you have added to the Start menu.

4. Deletethe Fonter program from the Programs menu.
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LESSON 18 -
STARTING PROGRAMS AUTOMATICALLY

In this lesson, you will learn how to:
e Start autoexecuting programs

e Remove autoexecuting programs
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STARTING AUTOEXECUTING PROGRAMS

] Discussion

If you have a particular program you use every time you start your computer, you can
have Windows NT open that program automatically each time it starts. This type of
program isreferred to as an “autoexecuting” program. Y ou can make a program
autoexecute by placing it in the StartUp folder. You are not limited to one
autoexecuting program. Y ou can have Windows NT open as many programs as you
want.

i Y ou are not limited to one autoexecuting program; you can
have Windows NT open as many programs as you want.

Procedures

8.
9.

© o & w DR

Click the Start button.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Add.

In the Command line box, type the path and name of the executable
file. (Quotation marks must be placed around the path name if has
spacesinit.)

Select Next.
Scroll as necessary and select the StartUp folder.
Select Next.

10. Type aname for the program.
11. Select Finish.
12. Select OK.
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m Step-by-Step
Set up a program to autoexecute when Windows NT starts.

Steps Practice Data

1. Click the Start button. Click i start
The Start menu appears.

2. Point to Settings. ' @; .
The Settings submenu appears. Point to Settings

3. SelectTaskbar. Click # Taskbar...
The Taskbar Properties dialog box
opens.

4. Select the Start Menu Programstab. | Click Start Menu
The Start Menu Programs property Programs
sheet appears.

5. Select Add. Click Add...

A Create Shortcut dialog box opens.

6. Inthe Command line box, type the Type* c:\Winnt\system32\
path and name of the executable file. mspaint.exe” (The
(Quotation marks must be placed guotation marks are
around the path name if has spacesin | necessary because the path
it.) name has spacesin it.)
The file and path name appear in the
box.

7. Select Next. Click Next >
The hierarchy of the Start menu
displays with Programs selected.

8. Scroll as necessary and select the Scroll as necessary and
StartUp folder. click the StartUp folder
The StartUp folder is selected.

9. Select Next. Click Next >
You are prompted for additional
information.

10. Type aname for the program. Type MS Paint
A name for the program appears.

11. Select Finish. Click Finish
The process is compl eted.

12. Select OK. Click OK
The Taskbar Properties dialog box
closes.

Lesson 18 - Starting Programs Automatically
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Close any open windows. Restart your computer to test these steps. Then, close all
open windows.

REMOVING AUTOEXECUTING PROGRAMS

] Discussion

Y ou can remove autoexecuting programs that were placed in the StartUp folder. The
StartUp folder holds programs, which execute automatically when Windows NT
starts.

Procedures

Click the Start button.

Point to Settings.

Select Taskbar.

Select the Start M enu Programs tab.
Select Remove.

© g & w NP

Scroll as necessary and click the plus sign (+) preceding the StartUp
folder to expand the list of options contained within it.

7. Select the menu item that you want to delete from the StartUp
menul.

8. Select Remove.

m Step-by-Step

Remove a program from the StartUp folder.

Steps Practice Data

1. Click the Start button. Click M start
The Start menu appears.

2. Point to Settings. _ f@ _
The Settings submenu appears. Point to Settings
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Steps

Practice Data

3. Select Taskbar.

opens.

The Taskbar Properties dialog box

Click ™ Taskbar...

sheet appears.

4. Select the Start Menu Programstab. | Click Start Menu
The Start Menu Programs property Programs

5. Select Remove.

box opens.

The Remove Shortcuts/Folders dialog

Click Remove...

withinit.

subfolders.

The StartUp folder expands to show its

6. Scroll asnecessary and click the plus | Scroll as necessary and
sign (+) preceding the StartUp folder | click the plussign (+)
to expand thelist of options contained | before the StartUp folder

Theitemis selected.

7. Select the menuitem that you wantto | Click MS Paint
delete from the StartUp menu.

8. Select Remove.

StartUp folder.

The object is removed from the

Click Remove

Close any open windows. Reboot your computer to test the removal of the program.
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EXERCISE

USING AUTOEXECUTING PROGRAMS

R Tas

Set up an autoexecuting program, then remove it.

1. Add WordPad to the StartUp folder to make it autoexecute.
2. Restart your computer.

3. Then, remove WordPad from the StartUp folder.

4

Restart your computer again.
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LESSON 19 -
CUSTOMIZING THE DISPLAY

In this lesson, you will learn how to:
o Usethedisplay properties
e Usepatterns
o Usewallpaper
e Useascreen saver
e Modify ascreen saver
e Use passwords - screen savers
e  Customize desktop fonts
e Change desktop components
e Changeto adifferent scheme
e Create ascheme
e Deleteascheme

e Change the screen resolution
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USING THE DISPLAY PROPERTIES

X

Discussion

The Display Properties dialog box controls the background and the appearance of the
desktop, the screen saver, and the settings for the monitor. As you make changes to
the background, screen saver, appearance, or monitor settings, you can click the
Apply command button to apply the changes without closing the Display Properties
dialog box. This option allows you to change the settings on all property sheets before
closing the Display Properties dialog box.

21X

Display Properties

Background l Screen Saver ] Appearance ] Settings ]

—"r)

W allpaper

Pattemn

Briu:ks

Black Thatzh
Buttons Blue Rivets
Cargo Met Bubbles
Circuits ﬂ Carved Stone ﬂ
Browse,
Display: T Tile & Center
Ok | Cancel | |

The Display Properties dialog box

Y ou can aso access the Display Properties dialog box by
clicking the right mouse button on any empty area of the
desktop and selecting Proper ties from the shortcut menu.

M
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Procedures

1. Click Start.

2. Point to Settings.

3. Select Control Panel.

4. Double-click the Display object.

m Step-by-Step
Open the Display object in the Control Panel.
Steps Practice Data
1. Click Start. Click # start
The Start menu appears.
2. Point to Settings. _ f@ )
The Settings submenu appears. Point to Settings
3. Select Control Panel. Click [ control Panel

The Control Panel window opens.

4. Double-click the Display object. T
The Display Properties dialog box =AF

opens. Double-click Display

USING PATTERNS

] Discussion

In addition to walpaper, Windows NT also provides several patterns you can use for
the background of the desktop. Patterns automatically fill the entire screen. Y ou can
use a pattern and a wallpaper together, but the wallpaper will cover the pattern unless
you choose the Center option for the wallpaper so that the size of the bitmap
wallpaper file does not fill the entire screen.

i If you choose the (None) option for the wallpaper and the
(None) option for the pattern, the desktop background is a
solid color.
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Procedures

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Display object.

© o & w NP

Select OK.

Step-by-Step

Windows NT Basics

Scroll as necessary to select a pattern from the Pattern list.

Apply a pattern to the desktop. Open the Display Properties dialog box.

Steps

Practice Data

1. Scroll as necessary to select a pattern
from the Pattern list.
A sample of the pattern displays.

Scroll as necessary to
select Buttons

2. Select OK.
Windows NT saves your settings.

Click OK

View the pattern on the desktop. Then, return the desktop to its default by selecting
(None) in the Pattern list of the Display Properties dialog box.

USING WALLPAPER

X

Discussion

Wallpaper is a graphic consisting of a predefined combination of colors and patterns
that you can apply to your desktop. Several wallpaper designs are availablein
Windows NT. Wallpaper designs are bitmapped files, which can be created, in many
drawing programs, including Paint. Therefore, in addition to the wallpaper designs
supplied by Windows NT, you can create or obtain bitmapped filesto use for different
backgrounds on your desktop. For example, you could scan an image of a photograph,
save thefilein the .omp format, and use it as wall paper.
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The wallpaper designs supplied by Windows NT must be tiled to cover the entire
screen. Tiling creates a repeating design for files that have a definite pattern. Bitmap
designs that have a textured look rather than a pattern appear to be one large file when
they aretiled. You aso can choose to center a design on the desktop.

i If you choose the (None) option for the wallpaper and the
(None) option for the pattern, the desktop background isa
solid color.

i To use abitmapped file that is not supplied by Windows NT,
copy thefile into the Windows folder and it will be listed with
the default wall paper designs.

[ If you create your own wallpaper using Paint to create a .bmp
file, you can apply the wallpaper from within the Paint
program.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.

Select awallpaper design from the Wallpaper list.
Select a Display option.

Select OK.

N o g & w DN

m Step-by-Step

Apply awallpaper design to the desktop. Open the Display Properties dial og box.
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Steps Practice Data

1. Select awallpaper design from the Click winnt
Wallpaper list.
A sample of the wallpaper displays.

2. Select aDisplay option. Click @ Tile
The option is darkened.

3. Select OK. Click OK
Your wallpaper selectionis applied to
the desktop.

After viewing the desktop, remove the wallpaper by selecting (None) in the
Wallpaper list of the Display Properties dialog box.

USING A SCREEN SAVER

] Discussion

A screen saver does exactly what its name implies; it savesthe screen. If animageis
allowed to stay on your computer’s monitor for too long, it can be “burned-in” which
means that the screen continually displays a“ghost” of the image even when the
monitor is not on. Constant use of a computer causes the screen to refresh itself so that
images are not burned in; the problem arises when the computer is left idle with an
image displayed on the monitor.

A screen saver is designed to start automatically after a specified period of inactivity
(called wait time in Windows NT) and then the screen saver changes the image on the
screen continually or blanks out the screen completely. When you move the mouse or
press akey, the screen saver image is replaced by the underlying screen image. (When
you press a key to remove the screen saver image, the underlying program ignores the
keystroke.)

Page 198 University Technology Training Center



Windows NT Basics Lesson 19 - Customizing the Display

Dizplay Properties E |

Backgound  Scresn Saver |.-’-'-.ppearanu:e| Pzl I Settingsl

Screen 5 aver
Settings... I Prewiem |

[~ Password protected Wt ait: I'IE 3: rminutes

(] 4 Canicel Apply

Changing your screen saver

My Windows NT provides several screen savers, but does not
install all the screen savers by default. If your installation of
Windows NT does not include all the screen savers, you can
add them using the Windows Setup property sheet of the
Add/Remove Programs dialog box, which is accessible from
the Control Panel window.

Procedures

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Display object.
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Select the Screen Saver tab.
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Select the Screen Saver arrow.

Windows NT Basics

Select a screen saver from the Screen Saver list.

Specify await time by typing a number or using the arrows.

Select OK.

Step-by-Step

Activate a screen saver. Open the Display Properties dia og box.

Steps Practice Data

1. Select the Screen Saver tab. Click Screen Saver
The Screen Saver property sheet
appears.

2. Select the Screen Saver arrow. Click Screen Saver [7]
The Screen Saver list appears.

3. Select ascreen saver from the Screen | Click Starfield
Saver list. Simulation
The screen saver is selected and a
sample of the screen saver displays.

4. Specify await time by typing a Change the wait timeto 1
number or using the arrows. minute, if necessary
The wait timeis specified.

5. Select OK. Click OK
The screen saver settings are saved.

To test the screen saver, alow your computer to remain inactive (no mouse or
keyboard activity) for 1 minute.

MODIFYING A SCREEN SAVER

] Discussion

The screen savers provided by Windows NT can be modified in limited ways. For
example, you can change the settings (including speed and usually the colors) for
most screen savers. If you have a screen saver that displays text, you can usually
change the text. Screen savers based on geometric lines and curves can be changed by
increasing or decreasing the number of lines or curves. Screen saver settings are
controlled in the Options dialog box.
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Starfield Simulation Setup |

—Warp Speed

Sl Fast

j | r | Cancel
— Starfield Denzsity Help

Mumnber of stars [10-200] IEDDE

Modifying a screen saver

Procedures
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Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.

Select the Screen Saver tab.

Select the Screen Saver arrow.

Select the screen saver you want to modify.
Select Settings.

Make the desired changes.

10. Select OK.
11. Select OK.

m Step-by-Step

Modify the attributes of a screen saver. Open the Display Properties dialog box.
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Steps Practice Data

1. Click the Screen Saver tab. Click Screen Saver
The Screen Saver property sheet
appears.

2. Select the Screen Saver arrow. Click Screen Saver [7]
The Screen Saver list appears.

3. Select the screen saver you want to Click Starfield
modify. Simulation, if necessary
The screen saver is selected.

4. Select Settings. Click Settings...

The Options dialog box opens for the
selected screen saver.

5. Makethe desired changes. Change the warp speed to
The changes arereflected in the Fast, if necessary
Options dialog box.

6. Select OK. Click OK
The changes are saved.

7. Select OK. Click OK
The Display Properties dialog box
closes.

USING PASSWORDS - SCREEN SAVERS

] Discussion

Password protecting a screen saver protects your screen from being read by someone
elsein your absence. When you leave your computer unattended, the screen saver
automatically starts after the specified waiting period (the period of inactivity).
Moving the mouse or striking akey, displays a dialog box that prompts you to type
your screen saver password. The underlying screen will not display unless the
password is correctly entered.

™

Passwords are case-sensitive.
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Procedures

© g & w N B

N

10.

11.
12.
13.

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Display object.
Select the Screen Saver tab.

Select the screen saver you want to password-protect from the
Screen Saver list.

Check the Password protected option.
Select Change.
Type the new password in the New password box.

Type the password again to confirm it in the Confirm new
password box.

Select OK.
Select OK to respond to the confirmation.
Select OK.

CUSTOMIZING DESKTOP FONTS

] Discussion

Y ou can specify the font size, color, and style you want to use for almost any text
component displayed on the desktop. This customization includes text under icons, as
well astext within awindows' title bar, menus, message boxes, and tips.
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Windows NT Basics

Backgrnund] Screen Saver  Appearance l Settings]

Display Properties EH

_ (o] x|
Active Window E[=]
Mormal Celected
Window Text ﬂ
Meszage Text ﬂ
by 0K |
Scheme;
[ - |  soccco | Dol |
Item: Color;
| Deskiop = = I
Font:
| | I

o ]

Cancel |

Changing desktop fonts

M

Y ou can quickly access the Display Properties dialog box by
clicking the right mouse button on any blank area of the

desktop.

Procedures

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Display object.
Select the Appear ance tab.

© g > w N P

Sdlect the [tem arrow.
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10.
11.

12.

13.
14.

Select the Font arrow.

Select the Size arrow.

Click the Bold button [B]. if desired.

Click the Italic button L], if desired.
Select OK .

m Step-by-Step

Change the font size, color, or style of fonts used on the desktop. Open the Display
Properties dialog box.

Lesson 19 - Customizing the Display

Select the item to which you want to apply the font from the Item
list.

Select afont you want to change from the list.

Select afont size you want to change from the list.

Steps

Practice Data

1.

Select the Appear ance tab.
The Appearance property sheet

appears.

Click Appearance

Select the Item arrow.
The Item list appears.

Click Item E

Select the item to which you want to
apply the font from the Item list.
The selected item’ s current font, size,
color, and style display on theline
below the item.

Click Icon

Select the Font arrow.
The Font list appears.

CIickEontE

Select afont you want to change from
thelist.
The font is selected.

Click Times New
Roman

Select the Size arrow.
The Size list appears.

Click Size [7]

Select afont size you want to change
fromthelist.
The font sizeis selected.

Click 8
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Steps Practice Data
8. Click the Bold button, if desired. Click
The font is bolded.
9. Click theltalic button, if desired. Click
Thefont isitalicized.
10. Select OK. Click OK
The new font settings are applied to
the text.

View the changes in the text on your desktop. Then, return the text to its default
settings of M S Sans Serif, 8, with no bold or italics.

CHANGING DESKTOP COMPONENTS

] Discussion

If you want to change the color and/or size of an individual component of your
desktop, you can select the component on the Appear ance property sheet of the
Display Properties dialog box and specify the new color and/or size.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.
Select the Appear ance tab.

Select the Item arrow.

Select acomponent from the Item list.

Double-click the contents of the Size box.

© ©®© N o 00 k&~ 0w Dd P

Specify the size (in pixels) by typing the size or using the arrows.
10. Select the Color arrow.

11. Select acolor fromthe Color palette, if applicable.

12. Select OK.
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m Step-by-Step

Change the size and/or color of an individual component of the desktop. Open the
Display Properties diaog box.

Lesson 19 - Customizing the Display

Steps Practice Data

1. Select the Appearance tab. Click Appearance
The Appearance property sheet
appears.

2. Seect the Item arrow. Click Item =]

The Item list appears. )

3. Select acomponent from the Item list. | Click Menu
The component is selected.

4. Double-click the contents of the Size Double-click the contents
box. in the Size box
The number is highlighted.

5. Specify the size (in pixels) by typing Type 22
the size or using the arrows.

The new size appears.

6. Select the Color arrow. Click color [X]
The Color palette appears. )

7. Select acolor fromthe Color palette, Click white
if applicable.

The color is selected.
8. Select OK. Click OK

The new settings are applied and
saved.

View the changes, then return the component to its origina default settings with asize
of 20 and color of light gray.

CHANGING TO A DIFFERENT SCHEME

] Discussion

A schemeisaset of colors and font attributes used for al the components of the
desktop. Windows NT provides several schemes from which you can choose and al'so
allows you to create custom schemes. Y ou can switch to another scheme at any time
in the Appear ance property sheet of the Display Properties dialog box.
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Procedures

© N o o &~ 0w D P

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Display object.
Select the Appear ance tab.
Select the Scheme arrow.

Windows NT Basics

Scroll as necessary to select a scheme from the Schemellit.

Select OK.

Step-by-Step

Changeto a different scheme. Open the Display Properties dialog box.

Steps Practice Data
1. Select the Appearancetab. Click Appearance
The Appearance property sheet
appears.
2. Select the Scheme arrow. Click Scheme [=]

The Schemellist appears.

3. Scroll asnecessary to select ascheme | Scroll as necessary to
from the Schemelist. select Spruce
The scheme is selected.

4. Select OK. Click OK

The selected scheme is applied to
Windows NT.

Reset the scheme back to Windows Standar d.
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Lesson 19 - Customizing the Display

CREATING A SCHEME

] Discussion

In addition to the schemes that Windows NT provides for the desktop, you can create
your own schemes by specifying the colors and sizes of individual components and
saving the collection of settings as a new scheme.

Procedures

© N o g M w NP

10.
11.
12.

13.
14.
15.
16.
17.
18.

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.

Select the Appear ance tab.

Select the Item arrow.

Select the first component from the Item list.

If appropriate for the item, specify the size (in pixels) by typing the
size or using the arrows.

Select the Color arrow.
Select acolor for the component.
Select the next component from the Item list.

If appropriate for the item, specify the size (in pixels) by typing the
size or using the arrows.

Select the Color arrow.

Select acolor for the component.
Select Save As.

Type aname for the new scheme.
Select OK.

Select OK.
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m Step-by-Step

Create a new window scheme by customizing the colors of two window components.
Windows Standard should be theinitial window scheme. Open the Display

Windows NT Basics

Properties dialog box.

Steps Practice Data

1. Select the Appearancetab. Click Appearance
The Appearance property sheet
appears.

2. Select the ltem arrow. Click item =]
The Item list appears. )

3. Select the first component from the Click Inactive Title Bar
Item list.
The component is selected.

4. |If appropriate for the item, specify the | Change thefont sizeto 15
size (in pixels) by typing the size or pixels
using the arrows.
The new size appears.

5. Select the Color arrow. Click CO|OI’E
The Color palette appears. )

6. Select acolor for the component. Click red
The color is selected.

7. Select the next component from the Click Menu
[tem list.
The component is selected.

8. If appropriate for the item, specify the | Changethe sizeto 15
size (in pixels) by typing the size or pixels
using the arrows.
The new size appears.

9. Select the Color arrow. Click Color EI
The Color palette appears.

10. Select acolor for the component. Click yellow
The color is selected.

11. Select Save As. Click Save As...
The Save Scheme dialog box opens.

12. Type aname for the new scheme. Type My Scheme
The new name appears.
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Lesson 19 - Customizing the Display

Steps

Practice Data

13. Select OK.
The scheme is saved with the assigned
name.

Click OK

14. Click OK.
The Display Properties dialog box
closes.

Click OK

Y ou can change as many windows components as desired. Open My Computer and
the Recycle Bin to view the color of the title bar for the inactive window. Display the
toolbar in one of the windows and point to atool to see the new color of the Tool Tip.

Close dl open windows.

DELETING A SCHEME

] Discussion

If you want to limit the number of schemes that are available for use, or you have a
few schemes that you know you will never use, you can del ete the schemesto

conserve disk space.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.
Select the Appear ance tab.

Select the Scheme arrow.

Select a scheme from the Schemelist.
Select Delete.

© N o g~ w D P

m Step-by-Step

Delete a scheme. Open the Display Properties dialog box.
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Steps Practice Data
1. Select the Appearance tab. Click Appearance
The Appearance property sheet
appears.
2. Select the Scheme arrow. Click Scheme =]

The Schemellist appears.

3. Select ascheme from the Schemelist. | Click My Scheme
The scheme is selected.

4. Select Delete. Click Delete
The selected scheme is deleted.

Reset the scheme back to Windows Standar d and close the Display Properties dialog
box.

CHANGING THE SCREEN RESOLUTION

] Discussion

If you have amonitor and adapter card that support a resolution greater than 640 by
480 pixels, you can change the resolution of the monitor in the Settings property sheet
of the Display Properties dialog box. Using a higher resolution makes the objects on
the desktop smaller with greater definition.
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Display Properties EH

Backgrnund] SCreen Saver] dppearance  Settings l

a ¢ g
2 s BB
[ "
Caolor palette Dezktop area
25E Colar =
g 200 by 600 pixels:
Font zize
Small Fants ﬂ Custam...
Change Displan Tupe. .. |

Ok | Cancel | Apply |

Changing the screen resolution

L] If no monitor was recognized during installation, you will be
prompted to specify a display type before Windows NT can
change the screen resol ution.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Display object.
Select the Settings tab.

Drag the dider in the Desktop ar ea.

N o g &M w DN P

Rel ease the mouse button.
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8. Sdect OK.
9. Sdect Yes.
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EXERCISE

CUSTOMIZING THE DISPLAY

R Tas

Customize the Display properties.

1. Change the background of the desktop to awallpaper or a pattern of
your choice.

2. Select acolor scheme of your choice.

3. Activate adifferent screen saver and change the wait time to two
minutes.

4. Change the screen resolution to 16 color.

5. Return the desktop to its default settings.
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LESSON 20 -
CUSTOMIZING THE MOUSE

In this lesson, you will learn how to:

Adjust the cursor blink rate
Reverse mouse buttons

Adjust double-click speed
Choose mouse pointer schemes
Choose mouse pointer shapes
Adjust mouse speed

Activate the pointer trails

Adjust the pointer trails
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ADJUSTING THE CURSOR BLINK RATE

] Discussion

Windows NT allows you to adjust the rate at which the cursor blinks between a very
dow blink and a very rapid blink. The blink rate can be adjusted in the Speed property
sheet of the Keyboard Properties dialog box, which is accessible from the Control
Panel window.

K.eyboard Properties [ 2] |

Speed | [nput Lu:u:alesl Generall

— Character repeat %

q Fepeat delay:
Laong gShn:nrt

L

@’\_‘\. Bepeat rate;

Sl Fast

Click here and hold down a key to test repeat rate;

— Curzar blink rate

Sl Fast

.

(] I Cancel Sl

Adjusting the cursor blink rate

Procedures

1. Click Start.
2. Point to Settings.
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Select Control Panel.

Double-click the Keyboard icon.

Drag the dider under Cursor blink rate.
Rel ease the mouse button.

Click OK.

N o g &~ W

m Step-by-Step

Adjust the blink rate of the cursor.

Steps Practice Data

1. Click Start. Click 3 start
The Start menu appears.

2. Point to Settings. ' @; .
The Settings submenu appears. Point to Settings

3. Select Control Panel. Click [ Control Panel
The Control Panel window opens.

4. Double-click the Keyboard icon. %

The Keyboard Properties dialog box _
opens. Double-click kevboard

5. Drag the dider under Cursor blink Drag the indicator two
rate. increments to the left
The dlider moves asyou drag.

6. Release the mouse button. Rel ease the mouse button
The sample blinking cursor displays
the new blink rate.

7. Select OK. Click OK
The new cursor blink rate is saved.

Return the cursor blink rate to its original setting, the eighth increment.

REVERSING MOUSE BUTTONS

] Discussion

The default setting for a mouse designates the | eft button as the primary button and the
right button as the secondary button. This setting should be reversed for left-handed
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users. Y ou can reverse mouse buttonsin the Buttons property sheet of the Mouse
Properties dialog box, which is accessible from the Control Panel window. For those
users who have the IntelliMouse, with added mouse features, the reverse mouse
button is located on the Basics property sheet of the Mouse Properties dialog box.

Mouze Properties

Buttons l F'u:uinters] Mu:utiu:un] General]

21X

Buttan configuration
Left Buttar: Right Buttan:
- Mormmal Select ¢ - Contest Menu
- Mormal Dirag r- - Special Drag
Double-click zpeed
Test area:
Slow l Fast
/
QK | Cancel
Reversing mouse buttons
Procedures
1. Click Start.
2. Point to Settings.
3. Select Control Pandl.
4. Double-click the M ouse object.
5. Select the desired Button configuration or Button selection (with
the IntelliMouse) option.
6. Select OK.
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m Step-by-Step
Switch buttons on the mouse.

Steps Practice Data
The Start menu appears.

2. Point to Settings. ' @; .
The Settings submenu appears. Point to Settings

3. Select Control Panel Click [ Control Panel
The Control Panel window opens.

4. Double-click the M ouse object.
The Mouse Properties dialog box
Opens. Double-click Mousze

5. Select the desired Button Select the configuration
configuration or Button selection option not currently
(with the IntelliMouse) selected
The selected option is darkened.

6. Select OK. Click OK
The Mouse Properties dialog box
closes and the mouse buttons are
switched.

Change the mouse button assignments back to the default. Remember, the mouse
buttons have been reversed.

ADJUSTING DOUBLE-CLICK SPEED

] Discussion

Double-clicking the mouse button effectively can be frustrating for new users. If
double-clicking presents a problem, Windows NT allows you to adjust the speed of
the double-click so that it is more suited to your needs. The Mouse Properties dialog
box, where the double-click speed is set, has atest area that allows you to test the
double-click speed before you make afinal selection.
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Procedures

Click Start.
Point to Settings.
Select Control Panel.

N o g M w NP

Double-click the M ouse object.

Rel ease the mouse button.

Windows NT Basics

Drag the dider for the Double-click speed.

Point to the Jack-in-the-Box and double-click the mouse or double-

click in the test area box to set the speed (with the IntelliMouse).

8. Repeat steps 5 and 6 until you are satisfied with the double-click

Speed.
9. Click OK.

m Step-by-Step

Adjust the double-click speed of the mouse. Open the Mouse Properties dialog box.

Steps

Practice Data

Speed.

1. Dragthedider for the Double-click

IntelliMouse — Double-click in the

Drag the dider to the left
to make the double-click
speed dlightly slower, or

Cloud box to set the speed. double-click in the Clouds
box to set your speed.
2. Release the mouse button. Rel ease the mouse button

The double-click speed is adjusted.

Umbrella will open.

3. Poaint to the Jack-in-the-Box and
double-click the mouse.
If you have double-clicked the mouse
button with the appropriate speed, the
Jack will pop out of the box.

IntelliMouse - Double-click on the
Test box to the right of the Cloud box.
If you have double-clicked the mouse
button with the appropriate speed, the

Double-click the Jack-in-
the-Box or the Test box
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Steps Practice Data
4. Select OK. Click OK

The Mouse Properties dialog box

closes.

Return the double-click speed to the middle of the bar.

CHOOSING MOUSE POINTER SCHEMES

] Discussion

Windows NT provides several appearance schemes for mouse pointers and allows you
to create your own. The schemes provided use the standard Windows symbols for the
various shapes of the pointers, but one scheme is three-dimensional and other schemes
use larger sizes. Mouse pointer schemes are controlled in the Pointer s property sheet
of the Mouse Properties dialog box.

In addition to the schemes provided by Windows NT, you can purchase programs
which provide additional sets of pointer shapes. Pointer shapes are stored in ANI or
CUR files. You can select any CUR or ANl filethat is stored on your disk to
subgtitute for any pointer in a scheme. (One ANI file comes with Windows NT.)
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Mouse Properties H

Buttons  Pointers l Mu:utiu:un] General]

Scheme

Help Select (2

working In Background B

Busy

Precision Select —+

Text Select 1 T
| Browse.. |

Ok | Cancel | Apply |

Choosing mouse pointer schemes

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the M ouse object.
Select the Pointer stab.

Select the Scheme arrow.

Select a scheme from the Schemelist.
Select OK.

©® N o g k&~ 0w D P
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m Step-by-Step

Select amouse pointer scheme. Open the Mouse Properties dialog box.

Lesson 20 - Customizing the Mouse

Steps

Practice Data

1. Select the Pointerstab.
The Pointers property sheet appears.

Click Pointers

2. Select the Scheme arrow.
The Scheme list appears.

Click§cheme5

3. Sdlect ascheme from the Schemelist.
All the pointers used in the scheme

display.

Click Dinosaur

4. Select OK.
The selected scheme is applied.

Click OK

Return the pointer scheme back to (None).

CHOOSING MOUSE POINTER SHAPES

] Discussion

Windows NT provides support for the use of different mouse pointer shapes. Y ou can
also purchase programs that provide additional sets of pointer shapes. Pointer shapes
are stored in ANI or CUR files. Y ou can select any CUR or ANI filethat is stored on
your disk to substitute for any pointer in ascheme. (One ANI file comes with

Windows NT.)

to the new scheme.

| Y ou can save new mouse pointer shape assignments as a
mouse pointer scheme by selecting the Save As command
button from the Pointer s property sheet and assigning a name

Procedures

1. Click Start.
2. Point to Settings.
3. Select Control Pandl.
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© ® N o ua &

10.

Double-click the M ouse abject.
Select the Pointer stab.

Select a scheme from the Scheme list.
Select apointer from the list.

Select Browse.

Windows NT Basics

Select the desired ANI or CUR file. (The Browse diaog box should

default to view the Cursorsfolder.)

Select Open.

11. Repeat steps 7 through 10 for each pointer that you want to change.

12. Select OK.
Step-by-Step
Select adifferent shape for the mouse pointer. Open the Mouse Properties dialog box.
Steps Practice Data
1. Select the Pointerstab. Click Pointers
The Pointers property sheet appears.
2. Select apointer from the list. Click the Busy pointer
The pointer is selected.
3. Select Browse. Click Browse...
The Browse dialog box opens.
4. Select the desired ANI or CUR file. Scroll, if necessary, and
(The Browse dialog box should default | click barber
to view the Cursorsfolder.)
Thefileis selected.
5. Select Open. Click Open
Thefile opens.
6. Select OK. Click OK
The mouse pointers are changed.

Set the bar ber pointer scheme back to the default by selecting the Use Default
command button.
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ADJUSTING MOUSE SPEED

] Discussion

The speed at which the mouse pointer moves on the screen can be adjusted to make
the pointer faster or dower with the same level of mouse manipulation. The slower the
mouse pointer moves, the easier it isfor most people to control. Mouse pointer speed
is controlled in the M otion or Basics (for the IntelliMouse) property sheet of the
Mouse Properties dialog box.

Mouse Properties H l

Buttu:unsl Painters  Matian l Generall

— Pointer zpeed

Slaw

® )

—5Snap to default

gFast

@ [T Snap mouse ta the default Buttan in dialogs

(] 4 I Cancel Sppli

Adjusting mouse speed

Procedures

1. Click Start.
2. Point to Settings.
3. Select Control Pandl.
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Double-click the M ouse abject.

Select the Motion or Basicstab.

Drag the dider under Pointer speed to adjust the speed.
Rel ease the mouse button.

Click OK.

© N o g &

m Step-by-Step

Adjust the speed of the mouse pointer. Open the Mouse Properties dialog box.

Steps Practice Data

1. Select the Motion or Basics tab. Click Motion or Basics
The Motion property sheet appears.

2. Dragthe dider under Pointer speed to | Drag the dider to theright
adjust the speed.
The dlider moves asyou drag.

3. Release the mouse button. Rel ease the mouse button
The pointer speed is adjusted.

4. Select OK. Click OK
The mouse pointer speed settings are
saved.

Reset the mouse pointer speed to its origina (middle of the bar) setting.
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EXERCISE

CUSTOMIZING THE MOUSE

R Tas

Customize the M ouse properties.

1. Adjust the blink rate of the cursor to make it alittle faster.
2. Make the mouse pointer move alittle faster.
4. Choose 3D pointersfor the pointer scheme of the mouse pointer.

Return the pointer scheme to [None].

Return the M ouse propertiesto their defaults.
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LESSON 21 -
DELETING FILES DIRECTLY

In this lesson, you will learn how to:

e Deletefolders/files directly
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DELETING FOLDERS/FILES DIRECTLY

] Discussion

Windows NT allows you to bypass the Recycle Bin and permanently remove folders
and files as you delete them. Removing folders and files using this method is faster

than deleting them to the Recycle Bin. However, if you choose to use this method, al
folders and files that you del ete bypass the Recycle Bin and are deleted immediately.

| If the computer has more than one hard disk drive, you have to

select the Use one setting for all drives option to make a
global setting.

“ If you choose to bypass the Recycle Bin, any folders and files

that you delete cannot be recovered.

Procedures

1
2
3.
4

© N o u

Click the right mouse button on the Recycle Bin.
Select Properties.
Select the Global tab.

Check the Do not movefilesto the Recycle Bin. Removefiles
immediately on delete option to bypass the Recycle Bin when
deleting objects from this point forward.

Select OK to confirm that the entry is correct.
Select afileto be deleted.

Press[Delete].

Select Yesto confirm that the deletion is correct.
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m Step-by-Step

Change the Global property sheet associated with the Recycle Bin to delete the Copy
to Hours Worked object directly, bypassing the Recycle Bin. Use My Computer to
open the Student Data Folder.

Lesson 21 - Deleting Files Directly

Steps Practice Data

1. Click the right mouse button on the Click the right mouse
Recycle Bin. button on the Recycle Bin
A shortcut menu appears.

2. Select Properties. Click Properties...

The Recycle Bin Properties dialog box
opens.

3. Select the Global tab. Click Global, if necessary
The Global property sheet appears.

4. Check the Do not movefilestothe | Check ] Do not move
Recycle Bin. Removefiles files to the Recycle
immediately on delete option to Bin. Remove files
bypass the Recycle Bin when deleting | immediately on delete
objects from this point forward.

The option is checked.

5. Select OK to confirm that theentry is | Click OK
correct.

The Recycle Bin Properties dialog box
closes.

6. Select afileto be deleted. B
Thefileis selected. AFA

Shortcut to
Click Hours worked
7. Press[Delete]. Press [Delete]
A confirmation dialog box opens.

8. Select Yesto confirm that the deletion | Click Yes
is correct.

Thefileis deleted permanently.

Remove the check from the Do not move filesto the Recycle Bin. Removefiles
immediately on delete option to return the Recycle Bin's Global property sheet toits
default state. Close any open windows.
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EXERCISE

DELETING FILES DIRECTLY

'

Task

Delete files directly and bypass the Recycle Bin. Open the Student Data Folder before
proceeding.

1. Set the propertiesfor the Recycle Bin so that you can delete files and
foldersdirectly.

2. Deletethe Delete M e Document file from the Student Data Folder.

3. Check to verify that thefile is not present in the Recycle Bin.

4. Return the Recycle Bin properties to their default settings so that
deleted files and folders can be restored.

Close any open windows.
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LESSON 22 -
WORKING WITH FONTS

In this lesson, you will learn how to:

Use the Fonts folder
Add new fonts
View fonts

Print afont sample

Delete fonts
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USING THE FONTS FOLDER

] Discussion

Windows NT stores all the fonts that are installed on your computer in the Fonts
folder, asubfolder of the Winnt folder. Several TrueType fonts are included with
Windows NT including Arial, Courier, Symbol, and Times New Roman. The Fonts
folder has special features associated with it that allow you to install and remove
fonts, view and print samples of fonts, and list fonts by similarity. The easiest way to
open the Fontsfolder isto use the shortcut located in the Control Panel.

& Fonts HE
File Edit Wiew Help
Font Mame | Filename | Size | Modified |
%]:Anial ARIALTTF 136K 6/9/95 4:00 AW
] ARIALBD.TTF 137 6/9/95 4:00 AW
%] Arial Bold Italic ARIALBLTTF 156K 6/9/95 4:00 AM
] Arial Italic ARIALLTTF 136K 6/9/95 4:00 AM
|A] Courier 10,1219 coure. fon 23K 679795 4:00 AM
] Courier New COUR.TTF 165K 6/9/95 4:00 AM
] Courier New Bold COURBD.TTF 171K 6/9/95 4:00 AM
] Courier New Bold Italic COURBLTTF 176K 6/9/95 4:00 AW
%] Courier New Italic COURLTTF 184K 6/9/95 4:00 AM
|A] Modern MODERM_FON 8K 6/9/95 4:00 AW
|A] MS Sans Serif 8.10,12,14,18.24 szerife_fon 64K 6/9/95 4:00 AM
|A] MS Serif 8.10.12.14.18.24 serife_fon 57K 6/9/95 4:00 AM
|A] Small Fonts smalle_fon 24K 679795 4:00 AM
] Symbol SYMBOL.TTF 29K 679499 4:00 AM
|A] Symbol 8,10,12,14,18,24 symbwle_fon 56K 6/9/95 4:00 AW
] Times Mew Roman TIMES. TTF 181K 6/9/95 4:00 AW
] Times Mew Roman Bold TIMESBD.TTF 174K 6/9/95 4:00 AM
] Times Mew Roman Bold Italic TIMESBLTTF 163K 6/9/95 4:00 AM
] Times New Roman Italic TIMESLTTF 173K 6/9/95 4:00 AM
] WhatA-Relief Regular WHATRLFR.TTF 29K 5/4/93 10:37 AM
|T] WingDings WINGDING. TTF 70K 6/9/95 4:00 AW
i) Start | ﬂ Paint Shop Pro | 22| Contral Panel | | _AFonts 417 PM
The Fonts folder

L] Like other windows, the Fonts window has atoolbar that
provides shortcuts to menu items. By default, the toolbar is not
visible.

My If you do not want a separate listing for each attribute of the
same font, such as Arial, Arial Bold, Arid Italic, choose the
View pull-down menu and select Hide Variations.
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Procedures

1
2
3.
4

Click Start.
Point to Settings.
Select Control Panel.

Double-click the Fonts folder.

m Step-by-Step

Use the shortcut in the Control Panel to open the Fonts folder.

Lesson 22 - Working with Fonts

Steps

Practice Data

1. Click Start.
The Start menu appears.

Click # start

2. Point to Settings.
The Settings submenu appears.

Point to f@ Settings

3. Select Control Panel.
The Control Panel window opens.

Click [ Control Panel

4. Double-click the Fontsfolder.
The Fonts window opens.

Double-click Fortz

ADDING NEW FONTS

] Discussion

Many fonts are added to your system automatically when you install programs such as
Microsoft Word or WordPerfect for Windows, which include their own fonts.
Additionally, you can purchase font packages and install fonts with the Fonts folder
in the Control Panel.
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© @0 Shareware

\ Add Fonts
Lizt of fonts: _EIK
AppleFi [TrueType] J
YWhatd-Relief Feqular [TrueType] Cancel
Select All
J Help

Folders: Metwark...
c:hStudent Dat. AShareware  Drives:

= A J | = a ﬂ

—] Student Data Folde

J [v Copy fants ta Fants falder

Adding new fonts

in which they reside.

Ny If you do not check the Copy fontsto Windows folder
option, you must use the fonts from the local or network drive

Procedures

Click Start.

Point to Settings.

Select Control Panel.
Double-click the Fonts folder.
Select the File pull-down menu.
Select Install New Font.
Select the Drives arrow.

© N o g c 0w D P

install.

Select the drive that holds the disk with the new fonts you want to

9. Select thefolder containing the new fontsin the Folderslist.

10. Scroll as necessary to select the font you want to install from the list.

11. Check the Copy fontsto Fontsfolder option.
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12. Select OK.
m Step-by-Step
Install anew font. Open the Fonts folder, if necessary.

Steps Practice Data

1. Select the File pull-down menu. Click Eile
The File pull-down menu appears.

2. Select Install New Font. Click Install New
The Add Fonts dialog box appears. Font...

3. Select the Drivesarrow. Click Drives =]
The Driveslist appears. -

4. Select the drive that holds the disk Click = a:
with the new fonts you want to install.

The drive appearsin the Drives box.

5. Select the folder containing the new Double-click the
fontsin the Folderslist. Shareware folder
TheList of fontslist displays fonts
available in the selected folder.

6. Scroll asnecessary to select the font Scroll as necessary to
you want to install from the list. select WhatA-Relief
Thefont is highlighted in the list. Regular (True Type)

7. Check the Copy fontsto Fontsfolder | Check I¥] Copy fonts to
option. Fonts folder
The option is checked.

8. Select OK. Click OK
The Add Fonts dial og box closes and
the font is added to the Fonts window.

VIEWING FONTS

] Discussion

Every font hasits own style and characteristics that make it distinctive and suited to a
specific use. For example, the font called Brush Script would be appropriate for a
formal invitation, but it would not be appropriate for the text of along document like a
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magazine article. Since there are so many fonts and it isimpossible to remember what
they al look like, Windows NT provides a method to view fonts.

WhatA-Relief Regular (TrueType) |
[[vpeface name: "Whatd -Eehef Regular

File size: 29 KB

Version: Altsye Metamorphosis: 5/d/93

[Whatd-Felief () 1992 by D, Rakowskd. Al Rights Reserved.

SR EFR LS LA P T WA Y2 =
AU EER LS L PR T WY

PR A ET D)2 50 )

3 LR LR S FIC AL NS g LA
e THE DUIES SHOY FOC JU AP

. THE DU AR FUX
L Tel e TR T

Viewing a font

When viewing afont, a sample of the font appears, as well as
information about the font, including typeface name, file size,
and copyright information.

Procedures

N o g & w DN

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Fonts folder.

Click the right mouse button on the desired font.
Select Open.

Select Done after viewing the font.
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m Step-by-Step
Open and view afont. Open the Fonts folder, if necessary.
Steps Practice Data
1 Cli(_:k the right mouse button on the Click theright ouse
iiroeg;gtn;lenu appears. Whelief

buttonon  Fegular

2. Select Open. Click Open
The font view window opens and
displays font information and samples
of the font.

3. Select Done after viewing the font. Click Done
The font view window closes.

Lesson 22 - Working with Fonts

PRINTING A FONT SAMPLE

] Discussion

When trying to select an appropriate font, it may be enough to view the font, but
sometimesiit is better to print a sample of afont. Even though the view of thefont is
WY SIWYG (What You See IsWhat Y ou Get), the most accurate view of afontisa

printed one.
i If you are using different fonts and it is an important part of

the work that you do, print a sample of each font on your
system and use the pages as a printed reference.

Procedures

1
2
3.
4

Click Start.
Point to Settings.
Select Control Panel.

Double-click the Fonts folder.
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5. Click the right mouse button on the desired font.
6. Select Open.
7. Select Print.
8. Select OK.
9. Select Done when finished.
Step-by-Step
Open and print asample font. Open the Fontsfolder, if necessary.
Steps Practice Data
1. Click theright mouse button on the Click the right mouse
desired font.
A shortcut menu appears.
Ywhatd-Relief
button on  Fegular
2. Select Open. Click Open
The font view window opens.
3. Select Print. Click Print
The Print dialog box opens.
4. Select OK. Click OK
The sample prints and the view of the
font redisplays.
5. Select Done when finished. Click Done

The font view window closes.

DELETING FONTS

X

Discussion

If you have similar fonts with different names installed on your system, you may want
to remove the similar fonts to make more hard disk space available. Y ou can use the
feature that lists fonts by similarity to search for fonts that are similar and then view
the fonts to help you decide which fonts to delete.
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Procedures

Click Start.
Point to Settings.
Select Control Panel.

Double-click the Fonts folder.

o A~ W NP

want to delete.

o

Select Delete.
7. Select Yes, if prompted.

m Step-by-Step

Lesson 22 - Working with Fonts

Scroll as necessary and click the right mouse button on the font you

Delete afont from your system. Open the Fonts folder, if necessary.

Steps

Practice Data

1. Scroll as necessary and click the right
mouse button on the font you want to
delete.

A shortcut menu appears.

Scroll as necessary and
click the right mouse

‘whatd-Felief
buttonon  Fegular

The font is deleted.

2. Select Delete. Click Delete
A confirmation window appears.
3. Select Yes, if prompted. Click Yes

Close dl open windows.
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EXERCISE

WORKING WITH FONTS

R Tas

Work with fonts.

1. Open the Fontsfolder and select afont to open.
2. List fonts by similarity.

3. Install ApplePi Regular (found in the Sharewar e folder in the
Student Data Folder).

4. View ApplePi Regular.
5. Delete ApplePi Regular.
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ADDING/REMOVING COMPONENTS

In this lesson, you will learn how to:
e Check installed components
e Add components

e Remove components
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CHECKING INSTALLED COMPONENTS

X

Discussion

In Windows NT, you can choose which components of the operating system you want
to install on your computer.

Y ou can check to see which components areinstalled at any time in the Windows NT
Setup property sheet of the Add/Remove Programs Properties dialog box. In this
dialog box, you can also add or remove individual Windows NT components.

The Add/Remove Programs Properties dialog box displays categories of components.
Categories that have awhite box with a check have al components within that
category installed. Categories that have no check or have a check with a gray box,
have components which are not installed. Y ou can view the details for each category
to determine which components are present on your computer.

Add/Bemove Programs Properties EE |

InstalliUninstall Windows NT Setup |

To add or remove a component, click the check box. A shaded box
means that only part of the component will be installed. To zee
what'z included in a component, click Details.

Components;
lity Options 01 e
vl Uﬁﬁ.ccessnrie& 71 ME
V| & Communications 0.7 MB
v it Games 2.5 MB
v 38 Multimedia EEME =]
Space required: 0.0mMB
Space available on digk: 1278.0 MB
— Description %

Inzludes options to change keybaard, sound, display, and
riauze behaviar for people with maobility, hearing, and visual

impairments.
et |

Hawe Dizk...

k. Cancel | Sy

Checking installed components
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Procedures

Click Start.
Point to Settings.
Select Control Panel.

Select the Windows Setup tab.

© g & w N B

components.

~

Select Details.
8 Select OK.
9. Select OK.

m Step-by-Step

Double-click the Add/Remove Programs object.

Check the category for which you want to view the actual

Check to see which Windows NT communications components are installed on your

system.

Steps

Practice Data

1. Click Start.
The Start menu appears.

Click # start

2. Point to Settings.
The Settings submenu appears.

Point to @i Settings

3. Select Control Pandl.
The Control Panel window opens.

Click (=1 Control Panel

4. Double-click the Add/Remove
Programs object.
The Add/Remove Programs dialog box
opens.

. Add/Remove
Double-click Pragrams
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Steps Practice Data

5. Select the Windows Setup tab. Click Windows NT
The Windows Setup property sheet Setup
appears. Categories that have no
check, or have a check with a gray
box, have components, which are not

installed.
6. Check the category for which you Check @ Click
want to view the actual components. Communications

The category is checked.

7. Select Details. Click Details...
A dialog box opens showing the
components of that category.

8 Select OK. Click OK
The dialog box closes.

9. Select OK. Click OK
The Add/Remove Programs Properties
dialog box closes.

ADDING COMPONENTS

] Discussion

After you have installed Windows NT, you can install additional components, such as
Windows NT tools or utilities, that were not installed earlier. To perform thistask,
you must have the Windows NT installation disks or CD, or you must have accessto a
directory on the network containing the Windows NT installation program.

Windows components are added through the Add/Remove Programs Properties dialog
box. This dialog box shows categories of components, such as Accessories, Disk
Tools, and Communications. Categories that appear with a blank box have no
components installed. Categories that appear grayed with a check have some, but not
all, components installed. Categories with a check have all componentsinstalled. The
Details command button opens a dialog box for a selected category that shows all
components within the category and which specific components have been installed.

Page 248 University Technology Training Center



Windows NT Basics

Lesson 23 - Adding/Removing Components

Accessornes ‘

To add or remove a component, click the check box, & shaded
box means that only part of the component will be installed. To zee
what'z included in a component, click Detailz.

Components:;

latar

v| &3 Character Map 0.1 MEB

v [E] Clipboard Yiewer 0.2 ME

| B8] Clock 0.1 B

| [ Desktop Walpaper 08ME =]
Space required; 0.0 kB
Space available on dizk: 12783 ME

— Dezeription

Enablesz pau ta perfarmn calculations.

A

k. Cancel

Adding components

Windows NT may prompt you to insert an installation diskette
to add the selected component.

Procedures

Click Start.
Point to Settings.

© g & w N B

Select Control Panel.

Double-click the Add/Remove Programs object.
Select the Windows Setup tab.

Check the category of the component you want to install or select the
category if it is checked but the box is gray.

Select Details.
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8. Check the component you want to install.

9. Select OK.
10. Select OK.

m Step-by-Step

Add an uninstalled Windows NT component. Open the Control Panel window, if
necessary.

Windows NT Basics

Steps

Practice Data

1.

Double-click the Add/Remove
Programs object.

The Add/Remove Programs dialog box
opens.

. Add/Remove
Double-click Pragrams

Select the Windows Setup tab.

The Windows Setup property sheet
appears. Categories that have no
check, or have a check with a gray
box, have components, which are not
installed.

Click Windows NT
Setup

Check the category of the component
you want to install or select the
category if it is checked but the box is
gray.

The category is checked.

Check
Accessories, if
necessary

Select Details.
A dialog box opens showing the
components of that category.

Click Details

Check the component you want to
install.
The component is checked.

Accept the listed
components

Select OK.
The dialog box closes.

Click OK

Select OK.
The Add/Remove Programs Properties
dialog box closes.

Click OK

Close the Control Panel window.
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REMOVING COMPONENTS

X

Discussion

After you have installed Windows NT, you can remove components that are not being
used to conserve disk space.

Windows components are removed through the Add/Remove Programs Properties
dialog box. This dialog box shows categories of components, such as Accessories,
Disk Tools, and Communications. Categories that appear with a blank box have no
components installed. Categories that appear grayed with a check have some, but not
all, components installed. Categories with a check have all componentsinstalled. The
Details command button opens a dialog box for a selected category that shows all
components within the category and which specific components have been installed.
Unchecking the component’ s box will uninstall that specific component, while
unchecking a category’s box will uninstall all components within that category.

A The next time Windows NT starts, it will take alittle longer
than usual because it will have to update system files to reflect
your changes.

Procedures

Click Start.

Point to Settings.

Select Control Panel.

Double-click the Add/Remove Programs object.
Select the Windows NT Setup tab.

© o~ w DR

Uncheck the category of the component you want to remove or select
itif it has multiple components and you do not want to remove them
all.

7. If you do not want to remove all the componentsin the selected
category, Select Details.

8. Uncheck the components that you want to remove.
9. Select OK.
10. Select OK.
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EXERCISE

CHECKING INSTALLED COMPONENTS

R Tas

Check the components installed on your computer.

1. Check each category for uninstalled components. View the Details
dialog box for each category to check individual components.
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LESSON 24 -
USING PRINTERS

In this lesson, you will learn how to:
e Create aprinter shortcut
e Specify adefault printer
e  Print with shortcut menus
e Print with drag and drop
e View the print queue
e Pausethe printer
e Changethe order of print jobs
e Cancd aprint job

e Purgethe print queue
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Windows NT Basics

CREATING A PRINTER SHORTCUT

X

Discussion

Windows NT allows you to place printer icons on the desktop. Sometimesit is
inconvenient to open the printer folder and then drag files to the printer icon. Y ou can
put a shortcut to a printer on the desktop to make it more accessible.

Procedures

1. Click the Start button.
2. Point to Settings.

3. Select Printers.
4

Hold the right mouse button on a printer icon and drag it to the

desktop.

o

6. Select Create Shortcut(s) Here.

Step-by-Step

Place a shortcut to a printer on the desktop.

Rel ease the mouse button when the icon is on the desktop.

Steps

Practice Data

1. Click the Start button.
The Start menu appears.

Click # start

2. Point to Settings.
The Settings submenu appears.

Point to f@ Settings

3. Sdlect Printers.
The Printers window opens.

Click =l Printers

4. Hold the right mouse button on a

printer icon and drag it to the desktop.
The printer icon movesto the desktop.

Hold the right mouse
button on the printer icon
and drag it to the desktop
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Steps Practice Data

5. Release the mouse button when the Release the right mouse
icon is on the desktop. button
A shortcut menu appears.

6. Select Create Shortcut(s) Here. Click Create
The shortcut is created. Shortcut(s) Here

Close the Printers window.

SPECIFYING A DEFAULT PRINTER

] Discussion

If you have several printersinstalled on your system, one printer should be designated
as the default printer. This printer should be the one you use most often. When you
print afilein an application program, the file is sent to the default printer
automatically, but in most cases, you can select a different printer before thefileis
sent to print.

Procedures

Click Start.

Point to Settings.

Select Printers.

Click the right mouse button on the printer you want as the default.

Select Set As Default.

o &~ w NP

m Step-by-Step

Set aprinter as the default.
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Steps Practice Data
1. Click Start. Click # start
The Start menu appears.
2. Point to Settings. , @; ,
The Settings submenu appears. Point to Settings
3. Select Printers. Click@Erinters

The Printers window opens and
displaysiconsfor all available
printers.

4. Click the right mouse button on the Click the right mouse
printer you want as the default. button on any printer icon
A shortcut menu appears.

5. Select Set As Default. Click Set As Default
The printer is set as the default
printer.

Reset the printer to its original default.

Close the Printers window.

PRINTING WITH SHORTCUT MENUS

] Discussion

Y ou can print adocument using a shortcut menu if the program that created the
document is located on your system. When you print afile, Windows NT opens the
program that created the file, opens the file, sends the file to the printer using the
default settings for the application, then closes the file and the program.

Procedures

1. Click theright mouse button on the file you want to print.

2. Select Print.

m Step-by-Step

Print a document in a Windows program using a shortcut menu.
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Steps

Practice Data

1. Click theright mouse button on the
file you want to print.
A shortcut menu appears.

Click the right mouse
button on any file

2. Select Print.
Windows NT prints thefile.

Click Print

Close al open windows.

PRINTING WITH DRAG AND DROP

] Discussion

An easy way to send afile to the printer from Windows NT isto drag the file' sicon to
the printer icon. If the program that created the file is on the system, Windows NT
will open the program, open thefile, print the file using the program’ s default print

settings, then close the file and the program.

If you plan to use drag and drop to print frequently, create a shortcut for the printer on
your desktop so that you do not have to open the Printers window each time you want

to print.

icon.

i Y ou can print multiple files by dragging them to a printer

Procedures

Click Start.
Point to Settings.
Select Printers.

© g &~ w N B

print.

Double-click the My Computer icon.

Double-click the drive necessary to locate the folder.

Double-click the folders necessary to locate the file you wish to

7. Dragthefileto theicon of the printer in the Printers window.
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8. Release the mouse button.

Windows NT Basics

m Step-by-Step
Send afileto the printer using drag and drop.
Steps Practice Data
1. Click Start. Click # start
The Start menu appears.
2. Point to Settings. ' @; .
The Settings submenu appears. Point to Settings
3. Select Printers. Click@Erinters
The Printers window opens.
4. Double-click the My Computer icon.
The My Computer window opens. i)
Double-click My Computer
5. Double-click the drive necessary to Double-click the drives
locate the folder. necessary to view the
The folders appear in a window. Student Data Folder and
the Memos Sent subfolder
6. Double-click the folders necessary to | Double-click the folders
locate the file you wish to print. necessary to view the
The files appear in a window. Student Data Folder and
the Memos Sent subfolder
7. Dragthefiletotheicon of theprinter | Drag any filetotheicon
in the Printers window. for the default printer
The file moves as you drag.
8. Release the mouse button. Release the mouse button
Windows NT printsthefile.

Close dl open windows.
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VIEWING THE PRINT QUEUE

] Discussion

Documents that are waiting to be printed are stored in the “print queue.” Y ou can
view the print queue to see alist of the documents waiting to print and the order in

which they will print.

i Each printer hasits own print queue.

i A printer icon displays beside the time in the taskbar when
documents are sent to a printer. Y ou can open the print queue
by pointing to the printer icon in the taskbar, clicking the right
mouse button, and selecting the name of the printer in the
shortcut menu.

Procedures

1. Click Start.

2. Point to Settings.
3. Select Printers.
4

Double-click theicon for the printer.

m Step-by-Step
Open the print queue for viewing.

Steps Practice Data

1. Click Start. Click 8 start
The Start menu appears.

2. Point to Settings. _ f@ _
The Settings submenu appears. Point to Settings

3. Select Printers. Click & Printers

The Printer window opens.
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Steps Practice Data
4. Double-click theicon for the printer. Double-click any printer
The print queue window opens. icon

Close al open windows.

PAUSING THE PRINTER

] Discussion

For various reasons, you may heed to pause the printer while it isin the middle of
printing afile. Using commands in the print queue, you can pause the printing and
resume it again when you are ready without ever touching a button on the printer
itself.

1] To resume printing, select Pause Printing from the
Document pull-down menu in the print queue window. This
option will remove the check from the menu command and
continue your print job.

Procedures

Click Start.

Point to Settings.

Select Printers.

Double-click theicon for the printer.
Select the print job you want to pause.

Select the Document pull-down menu.

N o g &M w NP

Select Pause Printing.
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CHANGING THE ORDER OF PRINT JOBS

] Discussion

When several files are sent to the same printer to be printed, the files are printed in the
order they were sent. If afile waiting to be printed needs to be printed sooner than
other filesin the print queue before it, you can move the file up in the queue. Y ou also
can move afile down in the queue so that it is printed later than its original position.

| Y ou cannot move a print job to the top of the queue to replace
the job that is currently printing. Nor can you move the job
that is currently printing to adifferent position in the print
queue.

Procedures

Click Start.

Point to Settings.

Select Printers.

Double-click the icon for the printer.

Drag the print job to the desired location in the queue.

© o M w DR

Rel ease the mouse button.

CANCELING A PRINT JOB

] Discussion

Although application programs usually have commands that cancel a print job, you
also can cancel a print job from the Windows NT print queue. When aprint job that is
printing is canceled, it may not stop printing instantly because the printer must print
the datathat is still inits memory buffer. If the buffer islarge enough, it could contain
the remainder of thefile and, therefore, canceling the print job has no effect.
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Procedures

Click Start.

Point to Settings.

Select Printers.

Double-click theicon for the printer.
Select the print job you want to cancel.

Select the Document pull-down menu.

N o g &M w NP

Select Cancel Printing.

PURGING THE PRINT QUEUE

] Discussion

Purging the print queue cancels all print jobs currently in the print queue, including
the job that is currently printing. Canceled print jobs, however, will not stop printing
until the printer’s memory buffer is emptied.

Procedures

Click Start.

Point to Settings.

Select Printers.

Double-click theicon for the printer.

Select the Printer pull-down menu.

© g & w N P

Select Purge Print Jobs.
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EXERCISE

USING PRINTERS

R Tas

Use Printers.

1. Usethe shortcut menu to print any document from the Student Data
Folder.

2. Usedrag and drop to print another document from the Student Data
Folder.

3. View the print queue for the default printer.

4. Closeall open windows.
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LESSON 25 -
USING MY BRIEFCASE

In this lesson, you will learn how to:

Use My Briefcase

Make direct cable connections
Synchronizefiles

Check folder or file status

Split afolder or file
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USING MY BRIEFCASE

X

Discussion

My Briefcase in Windows NT allows you to copy files from one computer, modify
them on another computer, and then synchronize the original files with the modified
files. This utility isauseful for people who take files to another |ocation (like home or
on the road) to work on and then bring them back to the office. When you transfer
files, thereis always the danger of writing over the most up-to-date file. My Briefcase
solves this problem by replacing unmodified files with modified files. If both files
have changed, Windows opens the program that created the files (if it isavailable) to
merge the different versions.

The genera steps for using My Briefcase are as follows: copy the files from the
primary computer to My Briefcase, move My Briefcase to afloppy disk, edit thefiles
in My Briefcase using the remote computer, insert the floppy disk into the primary
computer and update the files.

Procedures

1. Insert adisketteinto the A: drive of your primary computer.

2. Dragthefiles or folders on which you will be working to the My
Briefcase icon on the desktop.

3. Release the mouse button.

4. Move My Briefcase to the diskette in your primary computer's A:
drive.

5. Remove the diskette from your primary computer. Y ou can now
modify the files on the diskette on your other computer as necessary.

6. Insert the diskette with the modified My Briefcase filesinto your
primary computer’s diskette drive.

7. Move My Briefcase from the diskette back to the desktop of your
primary computer.

8. Double-click the My Briefcase icon on your desktop.
9. Sdlect the Briefcase pull-down menu.
10. Select Update All.
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SYNCHRONIZING FILES

] Discussion

With a direct cable connection, you can use My Briefcase to synchronize files
between computers. This processis a convenient way to share or copy alarge number
of files between two desktop computers or a desktop computer and a portable
compulter.

Procedures

Connect the computers using a direct cable connection.

Drag the file or folder to the My Briefcase icon on the desktop.
Release the mouse button.

Modify the folder or filein My Briefcase or inits original location.
Double-click the My Briefcase icon on the desktop.

Select the folders or files you want to update.

Select the Briefcase pull-down menu.

Select Update All or Update Selection, as applicable.

Select Update.

© ® N o ok~ 0w Dd P

CHECKING FOLDER OR FILE STATUS

] Discussion

Y ou can check the status of any folder or filein My Briefcase to determineiif it has
been synchronized with its original .

Procedures

1. Double-click the My Briefcase icon on the desktop.
2. Select thefolders or files on which you want to check the status.
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Select the File pull-down menu.
Select Properties.

Select the Update Statustab.
Select OK to close the dialog box.

o u > w

SPLITTING A FOLDER OR FILE

] Discussion

Y ou may want to maintain afolder or filein My Briefcase separate from its original.
When you want to perform this task, you must split the folder or file.

When you split afolder or file, its status becomes an orphan
and it is no longer updated.

Procedures

Double-click the My Briefcase icon on the desktop.
Select the folders or files you want to split.

Select the Briefcase pull-down menu.

Select Split From Original.

Select Yes.

a &~ w N
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EXERCISE

USING MY BRIEFCASE

R Tas

The following questions test your knowledge of the concepts learned working with
My Briefcase.
1. What are the four basic steps for using My Briefcase?

2. What type of connection must be made to use My Briefcase to
synchronize files between two computers?

3. Which property sheet do you use to check the synchronized status of
afolder or filein My Briefcase?

4. What do you need to do to maintain afolder or filein My Briefcase
fromitsorigina?
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INDEX

Advanced searches
by content of file, 131
by filesize, 131
by file type, 131
performing, 131
Applications
minimizing simultaneously, 33
restoring simultaneously, 33
Autoexecuting programs
removing, 190
starting, 188
Calculator
performing calculations, 146
scientific mode, 144
standard mode, 144
using, 144
What's This?, 144
Clipboard Viewer
Clipboard, 147
using, 147
Components
adding, 246
checking installed, 244
removing, 249
Cursor blink rate
adjusting, 216
Date
changing, 162
Desktop
using, 2
Desktop components
changing, 205
Desktop fonts
customizing, 203
Dialog boxes
options, 54
using, 54
Direct cable connection
synchronizing files, 265
Display properties
using, 194
Documents
opening recently used, 172
Drag and drop
copying objects, 60
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moving objects, 61
Files
copying, 86
creating, 83
deleting, 92
deleting directly, 230
finding by date, 129
finding by name, 126
long filenames, 83
moving, 85
renaming, 84
retrieving deleted, 93
sending to a diskette, 87
Folders
copying, 81
creating, 78
deleting directly, 230
finding by date, 129
finding by name, 126
moving, 80
renaming, 79
retrieving deleted, 93
sending to a diskette, 82
status bar, 44
using, 68
Fonts
adding, 235
deleting, 240
printing a sample, 239
viewing, 237
Fonts folder
using, 234
Help
Contents, 98
context-sensitive, 104
copying text from a help topic, 105
finding key words and phrases, 102
getting in dialog boxes, 104
Index, 100
printing help topics, 107
Help topics
changing fonts, 106
Icons
arranging on desktop, 8
Auto Arrange, 9
lining up, 10
Keyboard
restarting, 138
shutting down, 140
switching windows, 28
Menus
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changing theicon size, 184
shortcut menus, 50
Start menu, 50
submenus, 50
using, 50

Mouse button
adjusting double-click speed, 219
reversing, 217

M ouse pointer
adjusting mouse speed, 225
choosing schemes, 221
choosing shapes, 223

My Briefcase
check folder/file status, 265
split folders/files, 266
synchronizing files, 265
using, 264

My Computer
changing the view, 69
Dial-Up Networking, 68
starting a program, 73
using, 3
viewing a diskette, 72
viewing resources, 68
viewing the hard drive, 71

Notepad
log feature, 148
saving files, 150
using, 148

Objects
changing the display, 45
selecting a block, 38
selecting multiple, 39

Paint
using, 151

Patterns
using, 195

Printer shortcuts
creating, 252

Printing
canceling a print job, 259
changing the order of print jobs, 259
drag and drop, 255
pausing the printer, 258
print queue, 257
purging the print gueue, 260
shortcut menus, 254
specifying a default printer, 253
viewing documents before, 257

Programs menu
adding items, 180

Windows NT Basics
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removing items, 182

Property sheets
using, 62

Quick View
using, 124

Recycle Bin
configuring, 91
deleting files, 92
emptying, 94
retrieving deleted objects, 93
using, 4

Schemes
changing, 207
creating, 208
deleting, 210

Screen
changing the resolution, 211

Screen savers
modifying, 200
passwords, 202
using, 198

Shortcut menus
copying objects, 59
moving objects, 58
starting programs, 56
using, 55

Shortcuts
creating, 88
renaming, 90

Start menu
adding items, 176
removing items, 178
restarting, 139
shutting down, 137
using, 51

Taskbar
hide/display, 14
moving, 15
switching windows, 27
using, 3
using the clock, 16

Tasks
ending, 53

Time
changing, 164
daylight savings time, 167

Time zone
changing, 165

View toolbar
buttons/controls, 42
using, 42
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Wallpaper
using, 196
Welcome to Windows 95 dialog box
closing, 136
Windows
closing, 26
minimizing simultaneously, 33
moving, 23
opening, 20
restoring simultaneously, 33
scrolling, 25
sizing, 24
switching, 27, 28
tiling, 31
Windows 95
starting, 136
Windows Explorer
copying files, 117
copying folders, 117
creating folders, 116
deleting files, 120
deleting folders, 120
moving files, 119
moving folders, 119
opening objects, 114
replacing File Manager, 112
using, 112
viewing your computer, 113
WordPad
adding text, 155
editing text, 155
formatting text, 156
opening a document, 154
saving files, 157
using, 153
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