Introduction to Computer Hardware

Desktop PC: A computer that is flat and usually sits on
a desk. The original design for a home computer.

Tower PC: A computer that is upright--it looks like
someone took a desktop PC and turned it on its side. In
catalogs, the word desktop is sometimes used as a
name for both the flat design style pictured above and
the tower design.

Monitor: The monitor is a specialized, high-resolution
screen, similar to a high-quality television. The screen is
made up of red, green and blue dots. Many times per
second, your video card sends signals out to your
monitor. The information your video card sends controls r
which dots are lit up and how bright they are, which
determines the picture you see.

Keyboard: The keyboard is the main input device for
most computers. There are many sets of keys on a
typical “windows” keyboard. On the left side of the
keyboard are regular alphanumeric and punctuation
keys similar to those on a typewriter. These are used to
input textual information to the PC. A numeric keypad
on the right is similar to that of an adding machine or
calculator. Keys that are used for cursor control and
navigation are located in the middle. Keys that are used
for special functions are located along the top of the
keyboard and along the bottom section of the
alphanumeric keys.
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Mouse: An input device that allows the user to “point
and click” or “drag and drop”. Common functions are
pointing (moving the cursor or arrow on the screen by
sliding the mouse on the mouse pad), clicking (using
the left and right buttons) and scrolling (hold down the
left button while moving the mouse).

http://www.ckls.org/~crippel/computerlab/tutorials/mouse/page1.html

Mother Board: The main circuit board inside the

computer--the big green panel that sits on the bottom of
a Desktop PC or along the side of a tower. All the main
parts of the PC plug into the motherboard to share data.

Processor (CPU): The chip that performs the majority
of calculations and instructions needed to make your
computer run. The processor is attached to the
motherboard. It is often called the computer's "brain."

Memory (RAM): (Random Access Memory) Fast
computer chips that temporarily store information while
a PC is in use. These chips are the computer's short-
term memory used to run applications. Most new PCs
have at least 128 megabytes of memory.

Hard Drive: The main storage area inside your
computer (usually called a C: drive). The hard disk or
hard drive stores your computer's operating system, the
programs that are installed on your computer, and most
of your files. Hard drive capacity is measured in
gigabytes. Most new computers have at least 20
gigabytes of memory.
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Floppy Disk: A 3.5" square holding a flexible magnetic
disc that holds information or data. You need a floppy
drive (usually called an A: drive) to read the floppy. A
floppy disk can hold only 1.44 megabytes, but it is
portable and allows you to make extra copies of your
files.

e

Floppy Disk

CD-ROM: (Compact Disk Read-Only Memory) A
removable disk which can store large amounts of
information. Because it is Read-Only, new information
cannot be saved to it. Requires a CD-ROM drive
(usually called a D: drive) to read the information. A
CD-ROM can hold 650 - 800 megabytes of information,
much more than a floppy disk can hold. Some new
computers have a CD-RW (Compact Disk ReWritable)
drive which allows the user to save information onto a
CD. This is done with lasers in a process called
“burning”. Once the information is saved onto the CD, it
can be read on any CD-ROM drive.

CD-ROM
or
CD-RW

CD-ROM
or
CD-
ReWritable
Drive

Sound Card: A device that can reproduce almost any
sound, including music, speech, and sound effects. A
computer must contain a Sound Card in order to
produce sounds. You can attach speakers and/or a
microphone to the sound card.

Modem: A device that translates data from your PC into
a form that can be sent to other computers over regular
phone lines. The modem also receives signals from
other computers and converts it into something your
computer can understand. A modem is the device most
home computers use to connect to the Internet.

Page 3



Putting It All Together

You (Computer Operator)

1L

Operating System (GUI)

L

Programs (Software)

Word Spreadsheet Web
Processing Browser
Desktop Email Drawing Multimedia
Publishing
Monitor
CPU
Printer
Speakers. ‘ '
- = F

Scanner

Internet Connection
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Bits, Bytes, Kilobytes, Megabytes & Gigabytes

>

Bit: We measure the information stored in a computer's memory and disk
drives using bits. A bit is the smallest unit of measurement.

Byte: 8 bits grouped together equal one byte. A byte is still a very small
piece of information--one byte is equal to one character or one letter of the
alphabet. Since a byte can only hold a very small piece of information, we
often think in terms of kilobytes, megabytes, and gigabytes.

Kilobyte (KB): Normally defined as 1,024 bytes, although many people
round it to 1,000. An average word-processing document will consume
about 100 kilobytes.

Megabyte (MB): Defined as roughly 1,000 kilobytes or 1,000,000 bytes.
While documents are usually measures in kilobytes, whole programs are
measured in megabytes. A few years ago, when you purchased a new
program at the store, it most often came on a floppy disk. Each floppy disk
holds up to 1.44 megabytes of information. Programs were smaller then, so
you would only need a few disks to hold the whole thing. These days, the
size of programs have become much bigger, so that virtually all new
programs come on CD-ROM. A CD-ROM can hold over 650 megabytes!

Gigabyte (GB): Defined as roughly 1,000 megabytes. The increasing size
of programs has resulted in larger hard drives. Hard drives used to be
measured in megabytes -- a computer from 1988 might have had a 30-
megabyte hard drive! Now, the average hard drive in a new computer is
about 20 gigabytes.

1 Bit Smallest Unit
1 Byte 8 Bits
1 Kilobyte (KB) 1,000 Bytes

1 Megabyte (MG) 1,000 Kilobytes
1 Gigabyte (GB) 1,000 Megabytes
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Average Word

A one page, single-spaced

20 KB

Processing letter
Document
Floppy Disk 1.44 MB (or 1440 KB)
CD-ROM 650-800 MB

(or 650,000-800,000 KB!)
Hard Disk Size varies, but a new

hard disk is typically 20
GB (or 20,000 MB or
20,000,000 KB!).
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Storage vs. Memory

Storage refers to where your computer keeps all the data/information that it
uses (i.e. any programs that you might run, files that you have created, or
the computer’s operating system). Your 3 main storage locations are:

1. The Hard Drive or C:\ Drive Hard Disk
2. The Floppy Drive or A:\ Drive @‘

3. The CD-ROM Drive or D:\ Drive.

Floppy
The computer’s operating system and most

frequently used programs (such as Microsoft Word) are stored on the hard
disk. You might also store documents and other files you’ve created on CD-ROM

the hard disk. Floppy disks are used to store files you’ve created so that you might
work on them in multiple locations. They are also a good way to back up important
information on your hard drive. CD-ROMs are used to store large programs. A CD-
ROM can store over 650 MB of data, but remember that you can only save new
information if it is a CD-R (because the ROM stands for “Read Only Memory”).

Memory chips are the fast computer chips used to temporarily store
information while a PC is on. Hard disk space, however, is what the
computer uses to store unused files and programs. When the
computer is on and you are running programs, these programs are
temporarily held in the computer's memory for easy access. When
the computer is turned off, the hard disk still holds all your files and Memory
programs, but the memory is emptied.

Think of the difference between storage and memory as the difference between
cabinets and drawers in your kitchen and your kitchen countertop. The storage areas in
the computer are like cabinets and drawers in your kitchen. When you are not cooking,
your pots, pans, bowls and ingredients are all stored away in cabinets and drawers.
When you are preparing a meal, however, you take things out of their storage places
and put them on the countertop to use them. The countertop here is like the computer's
memory. When you are finished cooking, the ingredients, pots, pans, and bowls all go
back to their storage areas because you no longer need them and your countertop is
wiped completely clean.

Most computers today have at least 128 MB of memory, which means that your
computer can handle up to 128 MB of information at a time.
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What is an Operating System?

An operating system links you to your programs (also called applications or software)
and then links your programs to the computer's hardware. It controls how the computer
does its most basic tasks, like storing files or talking to printers.

Microsoft Windows XP is an example of an operating system. It uses graphics
(pictures) to connect you to the computer's hardware and software in an easy-to-
understand (hopefully!) way. Microsoft Windows XP also comes with many free, built-in
programs that can help you create documents, movies and images, calculate figures,
enjoy some music, browse the Internet, or play a few games.

0000
0O0Ooaoo

Other examples of operating systems:

1. Windows 2000/NT: these recent versions of Windows are commonly used for
computers that are networked together

2. DOS, Windows 3.0, Windows 95, Windows 98 and Windows ME: older
Mac OS: operating system used by Apple Macintosh computers
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Exploring the Desktop

>

Intemet Shortcut to

Explorer POWERPNT I co n S

o

T E 4
Shortcut to Shorteut to

msimn MSACCESS

7 B 4—
Recycle Bin Shortcut to
EXCEL

<]

goroato ooty Notification
Taskbar Area

Start Button ¢ ¢

L & start |l Using Windows-TGH... ﬂ'[’%! 2 7:57aM

Desktop: The opening screen in Windows XP. It contains Icons, the Start Button, the

Taskbar, and the Notification Area.

1. lcons: Small pictures that represent the things you work with when you are using
your computer. lcons can represent files, programs, folders, disk drives, Control
Panel tools, shortcuts, or the Recycle Bin.

2. Start Button: The button found at the left end of the Taskbar that is labeled Start.
Click here to open the Start Menu, where you can open other programs and menus.

3. Taskbar: The bar that appears at the bottom of the desktop. It shows you what
programs or tasks are open. In the picture above, the Taskbar shows that the
program Microsoft Word is open.

4. Notification Area: The area found at the right end of the Taskbar. It can give you
quick access to changing your computer's volume, display properties, or mouse
settings. It also displays the current time and date.
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Working in Windows

What is a Window? A Window is a rectangle on your screen that organizes how
you view and work in specific programs or view files on your computer.

Minimize Maximize
Button Button

Title Ba_r>
File Edit Mew Favortes Tools Help Close
y - Button
(> l.@ ! Search |{~ Folders v
Menu Bar -
Ao ot
File and Folder Tasks I~ My eBooks
| Scroll
9 Make a new folder | Bar

SIN

No ok

&) Pubish this folder to . A
the Web :J My Music
kd Share this folder L

My Fictures
Other Places
(B Desktop P ]
=) Shared Documents [ Unused Desktop Shortcuts
»j My Computer
&g My Network Places == Old Excel Documents

[ Shortcut
1 KB

W
—

Title Bar - horizontal bar at the top of a window that holds the window's title or the name of the
program you're using

Menu Bar - bar located under the title bar that lists available menus

Status Bar - bar at the bottom of a window that displays how many objects or icons are in the
window

Minimize Button - shrinks your window to a button on your taskbar

Maximize Button - enlarges your window to completely cover your screen

Close Button - closes an open window

Scroll Bar — the rectangle at the side or bottom of the window that allows you to guide
through the contents of a window (it will appear when there are a many files to display
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To maximize a window:

1. Click on the window's

Maximize Button.

2. Your Window will
expand to its
largest possible
size.

Fie Edt Vew Favortes

Q= O F

File and Folder Tasks

Tock  Help

SO Seach (73 Folders | [~

( ﬁ My Music

'j Make a new folder

Skl i ) Pubich this falder to the O, ==
Web \\u My Pictures |',) Unused Desidop Shorteuts
9- {2 Share this foider
: Oid Broel Documerts ™ Frasent PU
otete  Shate . [ 5 e e ot
I other Places 2K8
< (& Desitop [ 5] s Vindens: Tanaseho
- S e Donmers owerPoint Pressrat revised
- - Microsoft Word Document
Recycle 9“’" i My Computer

& My Network Places

Details

-

Shorteut to
Graduation

‘4 start il Using Windows-TGH. . & My Documents

File Edt Miew

Q- ©

File and Folder Tasks

Favorites  Tools

L‘E pSean:h lE‘“ Folders v

=
lE,J My eBooks

|f -_'@\ Iy Pictures

Help

9 Make a new folder

@ Publish this folder to the
Web

[&d Share this folder

== Old Excel Documents
1 Shortcut

Other Places 1KE

@ Desktop 5 Rosemany

Microsoft PowerPaint Presentat. ..

Shared D ts
) Shared Documen 14,028 KB

Q My Computer
i& My Metwork Places

Details

& |Y s:usam

My Music

G

Unused Desktop Shortcuts

Present P\W
Microsoft Waord Document
22K

Using Windows- TGH@&School
reviged
Microsoft Word Document
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To restore a window:

1. Click on the
Restore Button.
It looks like two
Squares locked
Together.

2. Your window will
now return to its
previous size — a
medium size.

—> Notice how the
Scroll Bar
disappears. You
do not need it
because the
window is big
enough to show
all of the objects.

File Edit View

Q Back L—)

File and Folder Tasks — My eBooks

|[ -\Q\ Iy Picturse

B Fosemary
Microsoft PowerPoint Presentat...
14,028 KB

Favortes Tools Help

lﬁ p Search H:" Folders v

(57 Make anew folder
@ Publish this folder to the
Web

[2 Share this folder

Cld Excel Documents
Shortcut

Other Places 1KB

@ Desktop

I Shared Documents
a My Computer
‘d My MNetwork Places

Details

[58]=2]3]

.

I ﬁ My Music

> Present PV
Microsoft Word Document
22 KB
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= EE®
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Other Places 1KB 22
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To minimize a window:

1. Click on the

Minimize

Button in

the top

right hand e D
corner of =l g ——
your 7 BN & srae s folder

window. Eoa o [ || =t

™ Rosemary N Using Windows- TGH@Sehool
[ | Moosoh PowerPort Presertat. WEE | revised
14,028 KB Microsot Word Document

2. Your window will
shrink to a button
on the Task Bar.
In this picture, |
have two documents
minimized: My
Documents and
Using Windows
TGH...

i My Documents
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To resize a window:

Favorites

5

Jit  View

1. Move your mouse
pointer to the
center of the
Window and
Click once. 8
Sizing Boxes
appear. One in
each corner, and
one in the middle
of each side of the
window.

Window /

Border

€] Publish this folder to the
Web

{ed share this folder

{@ Deskiop

|5 Shared Documents
d My Computer

&g My Network Places

2. As soon as a double- =
headed arrow 9

Mreaes $ O Seacn [ Foiders -
appears, hold your = £ -
mouse button down | &SI L e
1 - 1 e P g e B e (P Urused Desktop Shoteuts
and dra'g the wmdow | e & cJ .
to the size you want it s = O B

Other Places

tO be . - ~7| (8} Deskion
: A ) shered Documents

. i My Computer
& My Network Places

Details

3§ Using Windows-TGH...

File and Folder Ta sk
(29 Make a new folder

Tools Help

p Search [{ Folders

=
’,J Iy eBooks
|
i
NG,

My Pictures — Unused Desktop Shortcuts

Present PW

22 KB

>~ Using Windows- TGH@ESchool

osoft Word Document

g boxes lill appear

Window
Border

P Using Windows- TGH@School
= [ s
Microsoft Word Document

& My Documents

3. This is how little | could make
the My Documents window
when | resized it!
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Exploring the Start Menu

You can find the Start Button in the corner of your screen. Just like the name
suggests, this is an excellent place to start your work. When you click on the
Start Button, a special list called the Start Menu appears.

|, 70 | PWilson

Intemet
Intemet Explorer

E-mail
Outloak Express

Shortcut to POWERPNT
w Pairt
Start Menu [#] st o viavomo

ﬁ Spider Solitaire

Start Button
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Start Menu Options:

1. All Programs - Point your mouse here to see what programs (or applications) are
installed on your computer.

2. Programs - See a list of the last 8 programs you used. This is a quick way to get back
to a file you have been working on.

My Documents — Point your mouse here to see this folder that holds files saved here.
My Pictures - Point your mouse here to see pictures saved in this location.
My Music - Point your mouse here to see music files stored here.

My Computer - Point your mouse here to see Shared Folders, Hard Disk Drives and
CD — Removable Devices

My Network Places — Allows you to program your computer on a network

8. Control Panel - Allows access to Appearance and Themes, Network and Internet
Settings, Sound, Speech and Audio Devices, Performance and Maintenance, Add or
Remove Programs, Users Accounts, Printer and Other Hardware Settings, Date and
Time Settings, and Accessibility.

9. Connect To — Pint here if you want to connect to your ISP (Prodigy)

10.Search - Point here if you want Windows to search for a particular file on any of the
computer's storage drives.

11.Help and Support - Click here to bring up the Windows XP Help Menu. A great place to
go if you need tips on using Windows XP.

12.Run - Can be used to run (or start up) programs, but is usually used to install new
software on a computer.

13.Log Off — If you use a password to sign onto Windows, this option allows you to end
your Windows session.

14.Turn Off Computer - Click here when you are ready to shut down Windows for the day
or when you need to restart the computer.

o ok w

~

Getting around the Start Menu:

To move through the Start Menu, point your mouse to one of the menu options.

When this little green
All Programs D arrow appears at the end
of a menu option,

pointing to that option
will open a new menu.
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My Computer ~ Shortcut to
WINWORD

&
Intemet Shortcut to
Explorer POWERPN]

Shorteut to POWERR
“g Paint
E Shortcut to WINWORE
@‘ Spider Solitaire
Microsoft Excel
Microsoft Azcess

72 start | | dhju:

ﬂ America Online 6.0
ﬂ New Office Document
'Ci Open Office Document
@ Toshiba On the Web
@ Toshiba Support

W Windows Catalog

‘u Windows Update

@ ArcSoft Camera Studio
@ Microsoft Office Tools
@ Startup

m Acrobat Reader 5.0

Accessories
Adobe
Adobe Acrobat

America Online

Games
InterVideo WinDVD
lomega

Lotus SmartSuite

Microsoft Reference
OLYMPUS CAMEDIA Master
Quicken

Real

Toshiba Applications
TOSHIBA Console
Toshiba Internal Modem

Toshiba VirtualTech

a Internet Explorer

Microsoft Access
Microsoft Excel
Microsoft Cutlook

Microsoft PowerPoint

* ¥ ¥ ¥ ¥ ¥ wv v ¥ ¥ v v r v v w w v v

Microsoft Word
W MsN Explorer

&] Outlook Express
p. Remote Assistance
@ Windows Media Player
‘;& Windows Messenger

For example, after you
point to the All Programs
line in the Start Menu, a
new menu pops up listing
all the names of all the
programs (or folders full of
programs) installed on your
computer. If you see the
name of the program you
want, click on the name to
start the program.

1. On the Start menu, click All Programs.

To create a shortcut for a program on the desktop:

%) 9:19am

2. Right click on the application from the list (for example, Microsoft Word or Internet
Explorer) and select Send To > Desktop. A shortcut will appear on the desktop.
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Exploring Accessories

Accessories are free programs that come with Windows XP. They are good to know about

because you can find them on any computer running Windows and they can do some

pretty handy things.

To get to Accessories:

3. Move the mouse
pointer to the
Accessories

My Computer  Shorteut to
WINWORD

&
Intemet Shortcut to

Explorer POWERPN

Shortcut to POWERH
“5 Pairt
E Shorteut to WINWOR
)@‘ Spider Solitaire
Microsoft Excel
Microsoft Access

A america Orline 6.0
ﬂ MNew Office Document
Ca Open Office Document
@ Toshiba On the Web
@ Toshiba Support

¥ Windows Catalog

Accessories

Adobe
Adobe Acrobat

America Online

ArcSoft Camera Studio
Games

Iomega

Lotus SmartSuite
Microsoft Office Tools
Microsoft Reference
OLYMPUS CAMEDIA Master
Quicken

Real

Startup

Toshiba Applications
TOSHIEA Console
Toshiba Internal Modem
Toshiba VirtualTech
Acrobat Reader 5.0

Internet Explarer

FOEoreeeeeepeeREEEE

Microsoft Access

Microsoft Olmagk

@ @ E

Microsoft PowerPoint

Microsp#€ Word

5l Cutlook Express

-t Remote Assistance
@ Windows Media Player
3 Windows Messenger

Accessibility
Communications
Entertainment

Microsoft Interactive Training
System Tools

W) Address Book

& Calculator

Bl Command Prompt

3 Motepad

Y Faint

@) Program Compatibility Wizard
@ Synchronize

& Tour Windows XP

£ windows Explarer

’&ﬁ, Windows Movie Maker

3 WordPad

r v v v v

* v w w w v w w w v w w w w w w w v [RJ

1. Click on the
Start Button

2. Move the mouse
pointer to the All
Programs
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1. Accessibility — These programs will adjust

Windows XP for special hearing, vision and
mobility needs. For example, the Magnifier works
like a magnifying glass to enlarge portions of your
screen to make them easier to read.

Communications - These programs are used
to connect to the Internet, connect one
computer to another, or to actually dial your
telephone for you. Most likely, you will not
need to use any of these (most Internet
service companies provide software that set
up your Internet connection).

Entertainment - If your computer has Windows XP,
a sound card, speakers, and a CD-ROM drive, you
can play audio CDs through the Real Player
program. You can also record and edit sounds here,
adjust the computer's volume and play multimedia
files. |like the CD Player option best!

. System Tools - These built-in programs are here to
help you maintain your computer. You should not try
to use them unless you are certain about their
function. The two | use regularly are Disk Cleanup
and Disk Defragmenter. We'll learn more about
them in a future lesson.

E@ Accessibility Wizard
./__;.| Magnifier
4’ Marrator

Bl oOn-5creen Keyboard

|E| Utility Manager

I/ Fax

%2 HyperTerminal

'EZF-, Metwork Connections
? Metwork Setup Wizard

'.*_ll Mew Connection Wizard

:'rg Remote Deskiop Connection

-

) RealPlayer

@ Sound Recorder
Volume Contral

& windows Media Player

2 Character Map
_g, Disk Cleanup
B Disk Defragmenter

&) Scheduled Tasks
-;i System Information

B System Restore

8 Files and Settings Transfer Wizard
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5. Calculator - This program works just like a regular -
calculator. You can enter numbers and operators '1- Caleulator
either with your keyboard or with your mouse. .

Note--to divide, use the / key and
to multiply use the * key.

6. Notepad - This is a quick little word processing program. :
You can type in text, save what you have written, and print =% Motepad
out what you have typed. That's about the extent of what it
can do--it's a fairly limited word processing program.

7. Paint - An excellent drawing program. .
You can use it to practice your mouse ‘H Paint
skills and create your own artwork.

8. WordPad - The other word-processing
Program that comes with Windows XP. This j WaordPad
Is one more complex than Notepad — you can change
text formatting, save documents and print out what you
have typed. This program is less complicated than many
fuller programs (like Microsoft Word), so it's a great place
to start if you are new to computers. It's an easy-to-use
program for writing letters, reports, or term papers. It's
major shortcoming: it has no spell checker!

Of all these accessories, the ones | use most often are the Calculator, Real Player, Paint,
Disk Cleanup, Disk Defragmenter.
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Using the Control Panel

>
The Control Panel is a special folder in Windows XP that contains all the special
configuration options for your computer. It allows you to personalize your computer to fit
your needs.

To open the Control Panel:

2. Move the
mouse pointer

to Control \

Panel

Windows
S00untE,

Home Edition

1. Click on
the
Start
Menu

The Control Panel window will now open on your screen:

B Control Panel

File Edit Yiew Favorites Tools Help

Q- © - & pﬁaarch [ pokders | [223]

.E’ Control Panel Pick | category

Ga Swwitch bo Classic Yiew
= -
| & Appearance and Themes A Printers and Other Hardware
-

See Also 2 =

& windows Update
@) Help and Support

o Other Control Panel
Options

) -
" g
" Network and Internet . User Accounts

Connections \ |

-
Add or Remove Programs = Date, Time, Language, sl
Regional Options

\f o Sounds, Speech, and Audio
@ _J Devices

Accessibility Dptions

_'- Performance and Maintenance
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What do all these icons do?

Appearance and
Themes

Special "looks" that you can choose for your computer--the
underwater theme adds fish to your desktop and makes
your computer sound like an aquarium. You can change
the computer's background, color scheme, resolution, and
screen saver with this useful option. You can also add
new fonts (a font is text style) to your computer.

Network and
Internet
Connections

Allows you to adjust Modem settings. Helps you with
instant messaging options, setting up a home network, and
provides a firewall to protect your privacy.

Add or Remove

Helps you install new software and uninstall programs you

Programs don't want anymore.

Sounds, Speech | Changes what sounds your computer makes when

and Audio different events occur. You can record your own sounds,

Devices as well as set up and adjust the sound from CDs, MP3s or
games that use sound.

Performance Tools and programs that can help keep your computer

and safe, handle routine maintenance tasks and restore your

Maintenance

system, if needed. You can also control power options to
save energy.

Printers and
Other Hardware

Helps you install a printer, perform basic printer tasks and
fix printer problems. You can add or change settings for
your mouse, keyboard, game controllers, phone, modem,
fax and scanners. For example, you can adjust your
mouse to be more sensitive to your clicking rate or to be
oriented for a left-hander.

User Accounts

Helps you set up accounts with pictures and passwords for
everyone who uses your computer. This way you can have
different personal settings for different users at one
computer.

Date, Time, In this area you can make changes to your computer's
Language and time, date, and time zone. You can also adjust your
Regional keyboard here for different language settings, and you can
Options change how numbers, currencies and dates are displayed.
Accessibility Allows you to adjust the text and color combinations for
Options your screen and adjusts the computer settings to make it

easier for people to use with special physical needs.

Options with the bell symbol @ next to them are either used very infrequently or should

be used very carefully, as they could affect the smooth functioning of your computer
system.
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Changing the Display Options

There are 2 ways to access the Display Properties to change how your Desktop
looks.

Option 1 . Display Properties

| Themes| Desktop | Screen Sawver || Appearance || Settings |

1. Open the Control Panel
(Reminder: To get to the Control Panel, click
on Start, and then click on Control Panel)

2. Click on Appearance and Themes

3. Select the Display icon.

B ackground:
4. The Display Properties dialog box will now gﬁmle A [ Browse..
River 5umid
appear on your desktop. IR Senta Fo Stuscs Posiion:
& Soap Bubbles =
@Stonehenge Bl
- alar:

L 0K J[ Cancel ]

Option 2:

= Took

1. Right-click the mouse
pointer somewhere in
the "empty" space on
your desktop

2. A pop-up menu
will appear. Click
on the option
Properties.
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To change the Background on your Desktop:

There is a collection of special graphics in Windows XP that can be spread across the
background of your computer screen.

1. Click on the
Desktop tab.

2. Scroll through
the list to find a
Background
option that you
like. When you

select an option,—|_

a preview
appears in the
mini-monitor.

Display Properties

3. Click here to

__ ?r i Tile (repeat),
' 'Z'I_It J |‘| Stretch, or
Y L M:#iﬂ \ Center the
] .up Ir'wﬁ A wallpaper
= : across your
desktop.
Background:
ﬂ Soap Bubbles A Browse. ..
Eﬂ Stonehenge
Positiorn:
Eﬂ Yortes zpace
1] ind co
& windows 3P — | =
S | —
[ Customize Deskiop...
I k. ] [ Cancel ] [/Vgppl_l,l ]

4. After you find the
option you want, click
on Apply.

If you just want a solid color as your desktop background,
select the None option at the top of the background menu.
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To change the Screen Saver in Windows 98

In the past, leaving a computer on for long periods of time risked permanently damaging the
monitor because the images displayed on the monitor could burn themselves onto the monitor's
screen. Screen Savers were invented to protect monitors from this problem. Whenever a
computer hasn't been used for a while, the screen saver either turns the screen all black or fills
the screen with moving images. Today, monitors don't have this problem, but people like to use
screen savers as a way to express themselves and because they are fun.

1. Click on the Screen \
Saver tab. m Screen Saver | Appearance | Settings

2. Click on the drop-down
list to see the screen

saver choices. \

. 0
Screen zaver

b arques “ [ Settings ] [ Frewview
Wwhait:| 10 % | minutes [] Onresume, password protect
Display Properties E E| Monitor power
- T adjust manitar pawer settings and save energy,
Themes | Desktop | Screen Saver | Appearance | Screen Scan | Settings & click. Power.
I )4 l [ Caticel ]

3. When you select a

\ screen saver option, a

0 [ preview will appear in

the mini-monitor.
Screen zaver
LT | [ setngs | [ Preven | .
: ) w1 4. Click on the Preview button to
Wwhait: | 10 % | minutes [#] On resume, display welcome screen . .
see what will happen to the entire
Manitar paver screen when the screen saver

To adjuzt monitor powersattings and save energy,
& click Power, starts up.
—

5. Click here to choose how long you
[ want the computer to be idle before
the screen saver starts.

[ ] l [ Cancel ] L’ Lpply ]

) To stop a screen
6. Click Apply to HINT- saver, just shake the
save the new mouse.

settings.
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To make other changes to your screen's appearance:

You can change the background color of your desktop and many other window items
through the Appearance tab.

Display Properties

. Click on the
Appearance tab.

G ['—Eﬁl - . Click here to set the
Active Windaw _ |-'—-”-E-|-| Windows XP or Windows
= Classic window and
button style

. Click here to select a color
scheme for your computer -
schemes are built-in color
designs that affect your desktop

Colar scheme: color, windows and icons.
| Diefaul (blue) v

[Homal *’ 4. Click here to change the font

————— size from normal to large or
[ 0k ][ Cancel ] Spply l

extra large

5. A preview appears in the

6. Click Apply to save the changes. mini-desktop area to show
. E—— what the new scheme will
15play Froperiies |00k I|ke

| Themes || Desktap | Screen Saver | Appearance |Screen Scan | Seftings |

Inactive Window (=13

Active Window =13
.y

Wwindows and buttons:

LColar zcheme;

[ Detault [oluel v|
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To change the resolution in Windows XP:

Your monitor and video card can display different numbers of color on-screen and can display
different resolutions. The higher the resolution, the more information you can pack onto your

screen at once and the smaller everything will appear on screen.

Different programs (especially

children's software) require different color modes and resolutions, so it's important to know how

to change these.

Display Properties

1. Click on the
Settings tab.

3. Slide the bar to change
your resolution or screen
area. Sliding the bar to
the right increases the
resolution and shrinks
the appearance of
everything on your

1

Themes || Desktop | Screen Saver | Appearance | Screen 5can| Settings L‘

2. Click here to select how many
colors you want to display on-
screen. The two choices are
Medium Color (16 bit) or
Highest Color (32 bit). Keep
in mind: with more colors
displayed, your screen will look

screen. _
better, but it uses more
memory.
Dl 7812 on 32MB WWIDIA GeForces Me with TV Qut [Del)
LColor quality
. Mare | Highest (32 bt v
1024 by 768 pixel N e R
[Iru:uul:uleshu:u:ut... ] [ Adyanced ]
4. Click on Apply
/ to save your
changes.
[ (] l [ Cancel ] [ Apply r
Monitor, Settings A1  The screen will go blank while it is

® | ‘four deskbop has been reconfigured. Do you want to keep
'\:‘) these settings?

Reverting in 3 seconds Yes ] | ED |

being reconfigured. This box
appears to see if you want to accept
the changes. It will automatically
change back to the previous setting
if you do not press yes.
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Using My Computer

My Computer is a quick and easy way to get access to the folders and files stored in
your computer system. It allows you to choose a particular storage location or drive and
view the folders and/or files stored in that drive.

To open My Computer:

wE."'.;.. ;%m 2. Double-click on
the My Computer
€ B )
i icon.
éhm ) My Documents
Y Ema :J""""'"-
1. Click on Start |g.... o o
w Fait . My Hetwork Places
G‘;FHF:--I
ﬂ_ %hxwk
] - @)t it S
AN programs D tEi Teakdsa e

B0t [©)] Tom O Compuser

74 start 2 g Windows- TGH...

2. The My Computer window opens. Double-click on an object's
icon to see the contents of that object.

4 My Computer \Zl@@
w

Fle Edt Wew Favorites Tools Hslp

Dt - @ - ¥ Pseach [ roiders [F-

Files Stored on This Computer

System Tasks

View system information ;’ Shared Documents
{ Folders

125 Add or remove programs

(3 Chanas a setting
Hard Disk Drives

Other Places

G 1y ook g W e Hard Drive
15} My Documents
Control &) Shered Documents Devices with Removable Storage
3 control Parel
Panel % 3% Floppy (A1) .-® ok prive 0) —— CD-ROM
Details =
My Computer \
System Folder
Floppy Drive
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To view the contents of a storage drive:

To see what is stored on one of the computer's drives, double-click on the icon
representing that drive. A new window will open displaying all the folders and files

stored on the selected drive.

For example, to view the contents of your machine's hard drive:

¥ My Computer.

1. Double-click on the
icon for the hard drive

(or C: drive).

Fle Edt View Favortes Tools Help

Qe - @ - F| Psont [ | [~

Files Stored on This Computer

U Shared Documents

Hard Disk Drives

E;J HP_PAVILION (C:)

Devices with Removable Storage

L% 3% Floppy (A1)

System Tasks

Wigw syskem information
[ Add or remove programs
[3- change s setting

Other Place

W My Network Places
(£ My Documents
2= Shared Documents
3 control Panel

Details

My Computer
Syskem Folder

[EEN)
ar

A co-Rw Drive (D)

= HP_PAVILION (C:)

File Edit Wiew Favorites Tools  Help
@Back @ -\L.) I.I; pSearch u_ Falders v

System Tasks audio

[ER) Hide the contents of this
drive

g_‘) Add or remove programs

) Search For files or folders

dtmp

T
a

=

File and Folder Tasks

5 Make a new folder

& Publish this folder ta the
WWeb

f=d Share this folder

Ty Music

Other Places

i My Computer

(£} My Documents
[ Shared Documents
& My Metwork Places

setupdlx

WINDOWS

S DUKESD
M=-DOS Batch File
1KE

Details

C NN EEVEVEY

MUSELIM
[=-DOs Bakch Fils
=2

Install Quicken MNew User Edition
200

Documents and Settings

(WRW

DUKESD

2. A new window opens
displaying the contents
of your hard drive. Each
folder contains more

Size: 31,0 MB
| Folders: TEM
Files: COMMIT.EXE, DEFS.CON, DEMO1.DMO, DEMOZ.DMO, ...

folders and files.

MECC
Program Files

SIERRA

S8 DINOPARK
M3-DO5 Babch File
1KE

FINIS_IT
Text Document:
QKB

M T T O

0
o
" om
3

\

3. A Pop-Up window lists
how many objects are
in the open window.
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The objects in the My Computer window can be viewed five different ways:

Thumbnails: objects are displayed in boxes

Tiles: objects are displayed with large icons

Icons: objects are displayed with small icons in order from left to right
List: objects are displayed in a list in order from top to bottom
Details: objects are displayed with details about each item

AW

= HP_PAVILION (C:)

File  Edit Favorites  Tools  Help ?
Step 1: To change how the/@/Bvk Toolars I
objects in the window are oo b -

[

displayed, C”Ck on the VIeW RSl Thumbnails audio Documents and Settings

menu. ' | Icons
7 List
Details

DUKE3D

Arrange Icons by »

b
=
&

Chaoose Details. ..
GoTa 3

Step 2: Select the option Refresh
you want from the menu i
that appears. The Tiles

=
[l
fa
[al

1 1nstall Quicken New User Edition
2

&2 Share this falder

Mew Folder
option is the current option-- Other Places
a CirCIe identiﬁes the 'Q My Computer 1 Program Files setupdlx
current option. S My pocumens

I shared Documents

g My Nebwork Places SIERRA

WINDOWS

B DINOPARK B DUKESD
M3-D05 Batch File M3-D05 Batch File
LKB L KB

Details

.
o
&
&
&
o

= FINIS_IT MUSELIM
== | Text Document “!} 1M3-D05 Batch File hr)

Thumbnail View Details View
e Bt Favortme  Took el i
(¢ ot * feouh 2 ot | [
Cpleselne b |
[ o thustens ]
i e Iu.—. I || [ || | I| _,II - Alafz002 7imm
e Jeons L _— ! L LoiDocuments and Settings e Folder: SHf2002 8:00 PR
T A ‘;ﬂm g Fie Folder Ef8]2002 2:11 P
o e ke Deeurnerts sl St o e o Pl Folder 4“””""’?’“”
Aerage leons by v Cihp Pl Folder: EIRHNZ 2:21 PR
[r— Ci3ss Pl Folder: EIRHNZ 2:21 PR
Aersnige Jonsby I o tnctoll Quicken Mow Liser EA... e Foider EJR{2002 2103 PM
) . MECe e Foides A127[2002 1:14 PM
'_,.'I |_/J | | Gle My Musc Fle Foires AfPjO02 2A3PH
N Pk e Foider 42002 8:10 P
(aProgran Fles e Folder EJI5[2002 9:25 AM
to 1 ekl Cuchee e Lres e Csetupde Fle Folder e 212 H
seRa e Foides A127[2002 1:21 M
WIS e Foides T 2002 6201 PR
Eomoranx LB MSOOSBachFie  A[27/2002 11798
[ |I J / J' Housesn LKB  M5-DOS Bakch File A[RT[002 1:10 P
£ Bred Documents - = -— - [F] Fvars_ir VKB Test Docoment 121572001 1250 A1
N My hekveork Flaces Emsam 1KE MS-DOS Batch Fie AJIZ[IO02 4:43 P
Myt Homes Pkl Progeiam Pl o Hu=n 1KE Fie ZIEM001 130 AM

fsaarch || Podees | [TH3]-

I I I = =1 =2
L L L L L L

=
mdo  Doaments g DED L3 D86 Instel Guicken
snd atrrge [T -
) Hade Lhe conitents of this
I I 1 1 ] ] ! o
. . . . | | | = g A or removn prograss
mecc Mybuskc  MewFoder FrogamPles  sshpdc SERRA  WINDOWS 7 Search fer T ce ke
=~ g File and Folder Tasks
T T CONORARK DX FINESIT  MUSELM ==
Web L3 Make a rrw Fikder
b7 Share ths folder & Publsh this Folder bn the:
L
Other Places & B

Other Places

Page 30



To view the amount of space available on a drive:

| My Computer. |:\@f§

Tocls  Help

SO sach [ rokers | [~

File Edit View Favorites

Wy ot 7 | \?

System Tasks

View system iformation
T Addor remove programs

Other Places

83 My Network Places

| Files Stored on This Computer

l'/’ shared Documents
|

5
>

1. Place the mouse over

4«—  theicon. A window pops
% CD-RU Drive (Dt}

up showing the total space
and the space used.

Fin Edt View Faoorbes Took  Hel

- o. 5 ) sach Fokdes  [137]

Details
HE_PAVILION ()
Local Dk

Fia Siystom: HTFS

Free Space: 22.1 G0
Tokal S 229 Gl

D—— \5 345 Fecer (4

Files Stored on
| | Saed Docurants
Hard Disk Drives
Unher Places
@ o panion o
b
)
= Devices with Remavable

2. Right-click on the icon for the
drive. To see the available
storage space on your hard

from the menu.

HP_PAVILION (C:) Properties

General |TDD|S || Hardware || Sharing|

File system:  MTFS

B Used space:
B Free space:

Capacity:

Type: Local Dizk,

11,664,486 400 bytes
23,723,373,184 byptes

35,393.859.554 bytes

Crive C

[] Compress drive ta save disk space

Allow Indexing Service to jndex this disk for fast file searching

10.9GB
220GB

323GB

Dizk Cleanup

Ok ] [ Cancel

Apply

3. A new window opens showing
the amount of used disk space

and available or free disk space.

This hard drive has:
10.8 Gigabytes of used space
22.0 Gigabytes of free space

32.9 Gigabytes total capacity

drive, right-click on the C:
drive. A pop-up menu
appears. Select Properties
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Creating Folders

Windows XP uses Folders to organize how information or data is stored on disks
(hard disks, floppy disks, CD-ROMs, or DVD-ROMs). Folders can hold files, other
folders, and/or objects (such as printers).

Folders are easy to create and are a great way to organize files that you create on your
computer.

To create a new folder:

& My Documents |Z]@[Z]
File Edit View Favorites Tools  Help w
‘__/J Eiach o I? /_) Search 'I Folders v
| File and Folder Tasks S I 0 MMy eBooks _r:h Ty Musi 1 1 1
- o 1 B v 1. Right-click in
J IMake a new folder h .
blish this falder to th ~ o=
2] E\?ebls this Folder ta the [ \C — \/} — t e WlndOW.
\=? Share this Falder L
7 preece stus s
Other Places d l|/’ e m  Shortcut 2 . M Ove yo u r
(@ Deskicn P mouse pointer
|5 Shared Documents windows BMP Image 1
T} My Camputer @ Micrasoft Word Document to N ew In th e
g My Metwork Places Microsoft PowerPoint Present aNger
[ view N Quattro Pro 10 Motebook, m e n u th at
| | i #sh
Details Arrange Icons By L3 E _IC_:;: [I:;::;tatluns et a p pea rs .
Refresh | t‘ way Filg
yafdPerfect 10 Document
yaste JHORLCUE B corel Presentations 10 Drawing 3 . Se I eCt Fo I d e r
dndgMove Sutrg | @ Microsoft Excel Worksheet .
y + QiE| Compressed (zipped) Folder I n th e SeCO n d
|_proeres | menu that

appears.

B «— 4. Anew folder will appear in the window where you initially clicked. The
| default title for your new folder will be New Folder.

TG You should rename it to something more meaningful by clicking in the
e Folder |2 space under the folder icon where the text appears. As soon as you see

the cursor blinking in the line, you may begin to type in a new name for
the folder. You can rename a folder by right-clicking the mouse on the
folder icon and choosing Rename.

Page 32



Other ways to create new folders:

& My Documents

1. Click on the File menu located in /
either a disk drive window’s menu
bar or another folder's menu bar.

2. Again, point to New in the menu
that opens.

3. Select Folder from the pop-up
menu.

4. A new folder will appear within the

space of the open window and
you may rename it as described
above.

lﬂg Edit  Wiew Favorites Tools  Help
BTN (e

Dy ® Shortout

ﬁ Briefcase

Windows BMP Image

@ Microsoft Word Document
Microsoft PowerPoint Presentation
CQuattro Pro 10 Motebook

@ Corel Presentations 10 Show
E] Text Docurment

6% way file

wordPerfect 10 Document
Corel Presentations 10 Drawing
() AL @ Microsoft Excel Worksheet

g L tomEkey ] compressed (zipped) Folder
'a Ty Metwork Places

Close

e

! Share this fold

Other Places

@ Deskiop

Details

& My Documents

Fil=  Edit  View

Q= - ©

File and Folder Tasks

Favorites Tools  Help

L@ pSearch [C’ Faldars v

7 Make a new Folder

&) Publish this Falder to the
‘web

l=? Share this Folder

Other Places

@ Deskiop

| Shared Documents
'g My Computer

ﬁa Iy Mebwork Places

falders

Windows XP also features
File and Folder Task
boxes that make it easy to
manage Yyour files and

»

File and Folder Tasks

Iim Rename this Folder
@ IMowve this Folder
Copy this Folder

@ Publish this Folder ko the
‘eh

ket Share this falder
@ E-mail this Folder's Files
¥ Delete this Folder

—>
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Deleting Files and Folders

There are several quick and easy ways to delete files or folders from a hard drive or a

floppy disk.

To delete a file from the hard drive:

1. Go to My Computer.
(Remember to click on

¥ My Computer.

Fle Edt View Favortes Tools Help

(€ L2 \J) J /':) Search || Folders | [73]~

Files Stored on This Computer

Start. Double click on v— .
My Computer.)

2. Double-click on
My Documents

& )iy Documents

Wiew system information U chared Doctments

{2 Add or remove programs
[ change & setting

Other Places

Hard Disk Drives
W My Network Places

E@ HP_PAYILION (1)
(£ My Documents

=) Shared Documents Devices with Removable Storage

Gr Control Panel

\% 3% Floppy (A1)
Details A

My Computer
Syskem Folder

[EEN)

Fle Edit View Favorites

Tools  Help

@Back = -\__‘;7) Iﬁ: /_)Search [1____ Folders v

File and Folder Tasks

®ii Rename this folder
[y Mave this folder
D Copy this Folder

@ Publish this folder ko the
Web

ed Share this Folder
() E-mail this Falder's files
X Delete this folder

Other Places

=) Guest
IE, My Docurnents

I Shared Documents
W My Camputer
W My Netwaork Places

Details

f

"__', = —
D My eBiooks AT Ty Music
f

e

/My Pickures

| <\
e "
B Mew Folder {2) U Pinnacle Studio

3. Double-click the
folder containing
the desired file.
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& Mary

File Edit View Favorites Tools Help ?
@Back @ -\_:)' l@ pSearch H__i‘ Faolders v

i 5 Stience Report
File and Folder Tasks ord Document Microsaft Ward Document
19KE
Iim Rename this file Open

By o s e N scrsenshor, 1BV 5. Highlight the file name.

o Micrasoft Print
Copy this File 111 KE Open With 4 .
¥ publsh this fl to the web P 6. There are 4 ways to delete files.
() E-mail this file
% Prit this file Cut
f Delete this fils CCopy = Press the Delete key on your

Create Shortcut keyboard .
|

Other Places E::;:we ‘\ . . .
=) My Documents B \- Right-click the file and select

I Shared Documents De Iete .
'a My Computer

g Iy Metwork Places

= Select Delete this File from the
File and Folder Tasks Menu.

Details

Click on the File menu bar and
select Delete from the menu.

i s Start ¥~ Appearance and ... M Data Arzady In .. ialj screenshots 2 - ... Ar M, 804 aM

& Mary

FIES Edit  Wiew Favorites  Tools  Help

Open
Mew
Print
Open With N = Science Report
S Sl b ord Document| IMicrosoft Word Document
send To 3 19KB
New 3 Dy screenshots 2

Microsoft Word Document
Create Shartcut 176 KB

Delete fo the Web

Rename
Propetties

Close

Confirm File Delete

, , _ will appear on your
j Are wou sure you want ko send ‘Peace’ to the Recycle Bin?
X
- T

Your file will be
deleted and sent to
s | [ me the Recycle Bin.

6. The following message

screen. Click on Yes.
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7] Recycle Bin E“E| |z|

Fil= Edit View Favorites Tools  Help #

Q Back \_) L@ p Search Ei‘ Foldets v

Recycle Bin Tasks — El?g Folder (2) ‘ aft Ward Docurment]
- Restore

2 Empty the Recycle Bin
m Restore this item Cut
Delete

Other Places

Properties
@ Deskiop

My Docurments
9 My Computer

83 My etork Plces If you delete a file by mistake, you can
“restore” it by:
= Dragging it out of the Recycle Bin,
= Right-clicking the file name and
selecting Restore
= Or selecting Restore this Folder
from the File and Folder Tasks
menu.

Details

il screenshots 2 - .. fAr M2, 8112 aM

5 s Start B Appearance and ... & Mary

To delete a folder from the hard drive:

¥ My Computer |ZHEHZ‘
Fle Edit View Favortes Tools Help i
Qe - @ - F| Psont [ | [~

Files Stored on This Computer

1. Go to My Computer.
(Remember to click on
Start. Double click on
My Computer.)

Eg@ HP_PAYILION (1)

Devices with Removable Storage

2. Double-click on the
icon for the hard drive My Compuer
(or C: drive).
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& My Documents

File Edit View Favorites Tool Help :,'
e Back - >} .? /-) Search = Folders v
| File and Folder Tasks I Lj My eBooks [_;h/ My Music
i |
[} Rename this Foider . :
B e i & ) 3. A new window will
[ kN My Pictures

D Copy this folder |

. open displaying the
it et e e S contents of your hard
l=7 Share this folder E,J New Folder (2) LJ Pinnacle Studio d r|Ve )

_’j E-mail this folder's files
X Delste this Folder

Other Places

i 4. Find the folder that
15y Guest
e e you want to delete.

I Shared Documents

= Click once to select
& My Computer

Ng My Metwork Places It

Confirm Folder Delete X 6. The following
message will appear
Are you sure you want ko remove the Folder 'Mary' and move all its on your screen.
%[ contents to the Recycle Bin? < Click on Yes. Your

folder will be deleted
and sent to the
Recycle Bin.

When you delete a folder from your hard

drive, the folder and all of the files in it go
E:> into the Recycle Bin. You can “restore” it

by dragging it out of the Recycle Bin or

selecting Restore this Folder from the
File and Folder Tasks menu.
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To empty the Recycle Bin:

1.

(3 My Documents
a My Computer
H My Metwork Places

Details

Double-click on
the Recycle Bin : /

icon on the

desktop. WIII(‘ICI/O ‘:S

Home Edition

2. The Recycle Bin window

R’ _ ~ Dog Essay Kr_|ights Ope n S -
ecycle Bin Tasks a Piesasgft Word Document: Microsoft Word Document
3 Empty the Recyce By e 3. You can choose 1 of 3
a Festare ol fems Microsaft Word Document ~ tEp Optlons
O kB - . - .
Other Places ) R = Click on File in the
@ oo ;“;’K?“WW““ Menu bar and select

Empty Recycle Bin
» Click on Empty
Recycle Bin in the

Wigw

svrenge Tcons By Recycle Bin Tasks
Refresh m e n u .
Paste . . .
Paste Shortcut u RIght-ClICk In the
Undo Delete Chr+Z .

—_— window and scroll down
Properties tO E m pty RecyC| e B i n

4. A box appears.

Click on Yes to
delete all the m

in the Recycle
Bin.

Confirm Multiple File Delete

. % Are you sure you wank ko delete these 5 ikems?
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To delete items from a floppy disk:

¥ My Computer |ZHEHZ‘

Fle Edt View Favortes Tools Help

1. Go to My Computer.

_ (€ L2 \J) & O searh || Folders | [F23]~
(Remember to click on ———

Files Stored on This Computer

Start. Double click on SR °. .
Wiew system information U Shared Documents
My Computer.) s

[3- change s setting
Hard Disk Drives

Other Places

) HP_PAVILION (C2)
W My Network Places E@
(£ My Documents
=) Shared Documents Devices with Remavable Starage
3 control Panel
2. DOU ble'C“Ck On 3% Floppy (A N CO-RW Drive (D:)

the Floppy Disk
icon. g!tgnuwrgﬁ'u’;rer

<% 3'4 Floppy (A:)

File Edit ‘“ew Favorites Tools Help
eﬁack - ,“#g L@ pﬁearch |L:_' Folders v

File and Folder Tasks

Iﬂ Rename this file

i T : Mew

@ Move this File Telecom Ciky Preser _

S 01-25-02 Print

[ Copy this file Microsoft PowerPoil  Open With b

&8 Publish this file to the 'Web "

3 E-mail this file Hi 2l

._'.‘;.-é Prink this File Send To »

¥ Delete this file cuk
Copy

Other Places Create Shortout
Delete

Details Renams
Properties

3. Highlight the file name.

4. Remember the 4 ways to delete your file:
= Press the Delete key on your keyboard.
* Right-click the file and select Delete.
= Select Delete this File from the File and Folder Tasks Menu.

= Click on the File menu bar and select Delete from the menu.
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6. The following message will
appear on your screen. —
Click on Yes. Your file will

be deleted.

NOTE: )

Confirm File Delete Pz|

Are you sure wou want to delete 'screenshots 2'7

When you delete a file from your floppy

disk, it does not go into the Recycle Bin.
It is deleted!
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Shutting Down the Computer

In order to turn off your computer safely, you must follow these steps:

W1 W
My Computer  Shortcutto
WINWORD

&
Intemet Shortcut to
Explorer POWERPNT

é Internet
Interr plorer

s J My Documents

e (5 Wy Puieme 1. Click on the Start Button
Ziziam on the Task Bar.
Shorteut to POWERPNT 55 My Competes
) @ My Network Places .
V- ; 2. Click on the Turn Off
oLt Control Panel .

gSh e - Computer in the Start Menu
| Spider Solitaire ey Connect To
E Microsoft Excel QJHEID Fiom /

All Programs »

g| Log OF @\ T O Comptter

"2l Using Windows-TGH...

3. The following box will appear on your screen. Make sure the option Turn Off is
selected.

Turn off computer

Your computer will do one of two
things:

1. it will either power itself off
so that you do not need to
turn off the power button.

it will give you a message
“It is now safe to turn off
computer.” When you see
this message, you can turn
off your computer.
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	Windows XP uses Folders to organize how information or data is stored on disks (hard disks, floppy disks, CD-ROMs, or DVD-ROMs).   Folders can hold files, other folders, and/or objects (such as printers).

