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Foreword

You are about to use Windows 95 for the firstAfter this there is a section where you can

time. Maybe you have never tried to use a
personal computer before, or perhaps you

experiment with the background of your
electronic desktop, create a couple of screen

have, but it used a different operating systemsavers and change the appearance of the

This booklet has been written to show you
everything necessary to turn you into an

program windows.

experienced user! It is not a technical manualThe next section describes one of the most
but is full easy and practical examples of whatmportant subjects for beginnefles. The
you can do, and how you can do it! To get theword ‘File’ is a technical term for documents,

most out of this booklet you should have
access to a PC with Windows95 installed.

What can Windows 95 do?

Windows 95 supports everything else on a
PC. Without it, nothing else on the machine
can function. So, on its own, Windows 95 is
the thing which allows your PC to work. But
as well as this, Windows95 consists of many
other programs. There are a variety of extras
included for you to play with: Games, a
painting program, a calculator, a word
processor, and many others.

In the long run, Windows95 will not be
enough for you. There is no doubt that you
will want some new games or more
professional program packs. This booklet
includes a description of how you can install
new programs yourself. To the back of the
book you will find a list of some of the most
popular products. But of course it is really up
to you to find out what is available, by
reading or by asking other users.

How to find your way around

This booklet describes everything you need tol_

know to be able to use a PC with Windows95
installed. After an introduction to the first
screen you see (the desktop), and some
instruction in the use of the mouse and what
you see on screen, you will be shown how to
create and save documents.

You will see how you can write a job
application and sketch some drawings. This

or other data, which is saved on a computer.
A files are in stored in an archive system, and
when you can understand how this system
works, you will seldom loose anything.
Neither will it be a problem to tidy up your
archive system or copy important documents
to or from floppy disks.

Customising your computer is the next
subject we tackle. Control Panel allows you to
adjust the way your mouse and keyboard
work, and alter your country code, as well as
letting you add hardware and software, and
make other changes.

The last section describes the Help function
and how to print things out.

But there are also some more advanced
subjects: Installing and running programs, and
a little bit about security and general
maintenance. But you will not need to know
so much about these things until you have
been using Windows95 for a while.

It is best if you practise all the exercises right
from the beginning, because some parts of the
text require you to work with files and folders
which you have created in earlier exercises.
he many exercises in the booklet will get

you used to learning on your own, as well as
preparing you for all types of beginner
courses, both for business use and to evening
classes for home use.

give you some practice in how documents are

usually managed.
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About the authors

We work both as freelance teachers and
consultants in the computer field. In
connection with the computer firms and
teaching centres we work for we visit many
danish companies and instruct many users.
The experience we have gained doing this,
and can pass on in this booklet, should be of
great benefit to you.

We have given any number of courses on
computer use, but have never tired of our
work. There is a lot of satisfaction involved in
demonstrating the way a tool can be used an
passing on our enthusiasm to a pupil. Some
people may feel that using a computer to
work is a difficult task, but many people tell
us that a PC with all it can do helps make
both work and their leisure time more fun.

Layout

To make it easier to see the difference
between ordinary descriptive text and the
places in the booklet where you are asked to
do something, like choosing a menu point,
use the keyboard, type some text, give a
document a name or create a folder, you
should familiarise yourself with the different
formatting and symbols which are used in the
booklet.

When you should choose a menu or a
menu point, the name of the menu is
written in a special typeface, as here:
File, Open .

Text which you should type in yourself is
shown as follows:: writeA little

greeting from our holiday in

Austria.

The keys are described in a special font:
as in theDelete key, or theEnter key.

When you should choose a button, an
icon or a field in a dialog box, ordinary
bold text is used, as here: Choose the
Start button.

Cross references to exercises and pages
are written initalics.

Have fun

The only thing left is to say we hope you have
fun working your way through the booklet. If
you have any comments on how you managed
the exercises here then e-mail us to
inforum@post4.tele.dk or
piahardy@pip.dknet.dk

We will make changes in later editions, so
your ideas can well be of benefit to other
users.

June 1997

bia Hardy and Kare Thomsen
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Introduction: What is on your desktop ?

Sit comfortably in front of your PC and switch it on. After it both it Svichldows 95 starts you
will see your electroni®esktopon the screen. Before starting on any exercises you need to
understand some Windows95 terms, so we will just take a quick guided tour around the
Desktop, which is shown below.

reresa /:5

My computer

— lcons
s

__J
Network Neighborhood

Desktop

@/

Recycle bin

23.'

The Microsoft Network

’7 Start-button "I'askbar CIock—‘

1B Start| 13:57

The Taskbar

To the bottom of the Desktop is thaskbar, looking like a grey stripe. This is used by

Windows95 to show programs which are running. . All open programs are given a button on the
Taskbar. Using these buttons makes it easy to move between program windows, and also be
clear over which windows are open. Here is a picture of &s&bar with two programs open.

R Start| ElDocument - Wa...

New bitmap... | 13:36

The Start-button

To the left of the Taskbar is ti8tart button. Clicking on this displays a menu @ Start
from which you can start more menus and programs. .

On the right of the Taskbar is a clock. If you have a soundcard installed in your 1336
you can see a small loudspeaker symbol next to the clock. Other symbols can é.oo oo
shown here, like a printer when you are printing something out.
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Icons

There are some small pictures on the
Desktop, these are callebns and they
represent different programs which can be
started Read more about the Desktop’s
icons in exercise 8.

The number of icons on your Desktop
depends on which choices you made when
installing Windows95.

The phrase drag and drop using the mouse
describes a four part process. First you click on
the desired object using the left hand mouse
button, then you hold the mouse button down
and move the pointer (with the attached object)
by moving the mouse to where you want it
placed, and then lastly you release the mouse
button again.

Many of Windows95'’s functions can be chosen

in several different ways. Either the mouse, or
The Mouse the keyboard or a combination of both can be
used. Choices can be made from menus, buttons

The mouse is a very important creature. T
on toolbars or in dialog boxes.

When you move your mouse you can
follow its movements on screen with the by
watching the mouse pointer. The pointer
looks like an arrow now, but it can change
shape according to what you point it at.

Whether you mainly use the mouse or keystroke
combinations is really a question of personal
taste. It is best to experiment with both and see
which one suites you best, and strains your

. shoulder and arms least.
Your mouse can have either two or three

buttons. The most used button is the left
hand mouse button, which is called the
primary button. If you are left handed you
can swap the functions of the left and right

Shortcut keystrokes are shown throughout the
exercises in the booklet.

mouse buttonsead how to do this in Objects

exercise 19. You will have run across the term ‘objects’
several times already . Don’t be nervous about

There are different ways of using your this term. It is just a common way of describing

mouse. When we say ‘click on tBawve all the bits and pieces which Windows95 can

button’, you should click once with your handle. Here are some examples of ‘objects’ in

primary mouse button when the pointer is Windows95. The largest object there is is the

over theSavebutton. Desktop. Icons on the Desktop are smaller

Sometimes you will be asked to double-  objects. The Taskbar, files and folders are also

click on an icon to first choose it and then understood to be objects.

start a program. A double-click is two

clicks quickly one after the other. You can manage these objects in different ways
using the mouse. For example a click with the

If you see that you should right-click, you right hand mouse button will usually bring up

should click once on the secondary (usuallyan object menu , from which you can choose

the right hand) mouse button. If you right-  different actions. An object menu can often be

click on an object, whether it is an icon, used as a shortcut to do different things to the

your Desktop or the Taskbar, an object selected object.

menu will be displayed, where you can

choose between different menu points using

the left mouse button.
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Exercise 1: Using the Mouse

In this exercise you will learn the following:

» selecting an icon, moving an icon.
e activating an object menu and choosing a menu point
e opening and closing a window

It is very important that you learn to move the mouse without any stress to your hand, arm or
shoulder while you are trying to find, choose and manipulate different objects on the screen.
Playing games is both fun, and simultaneously excellent practice for using the mouse. So if you
feel to all unsure, practice a little mow to play patience in Exercise 10.

1. Right-click with the mouse on the Desktop, ant by Name

an object menu will be displayed. Move the Ling up lcons by Type
mouse to the menupoiAtrange icons , and a by Size
new menu will be shown. If there is“aby the by Date

side of theAutoArrange menu point, then this is
already activated. Remove theby clicking

once on the menu point. If there is vipthen New b
just click on the Desktop.

Undo Delete ¥ Auto Arrange

Properties

2. Click on theMy computer icon. You have now selected the object. Mo =1
the object by dragging it with the mouse, which means you should clic )
the object, hold the mouse button down, move the object with the mot My computer
and then release the mouse button where you want the object to be piacea.

3. Right-click on the Desktop in an empty area and the object menu will be displayed again.
Choose thérrange icons » by name menu point, and the icon you have just moved will
be position smartly in vertical order.

4. Double-click onMy computer and a window will open containing new icons.

5. Close this window again by clicking on the button with a cross on it in the W
windows top right-hand corner.
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Exercise 2: The Taskbar and the Start button

In this exercise you will learn the following:

* to use théStart-button to choose menus and open programs
« to minimise and move program windows

« to use thelaskbar object menu

« to set the properties for tHaskbar

* to set the time and date on the clock

If you rush around on the Desktop and click all over the place, it is easy to open so many
program windows you are in danger of loosing sight of what you have open, and where it might
be hiding itself, perhaps behind another window. So that you do not end up drowning in open
windows you should you will learn how to manage your windows in the following exercise.

Opening programs

1.  Click on theStart-button and move the mouse to the = Programs »
Programs menu point and a new menu will spring out. | = ~ocuments X N
Move the mouse over thiecessories menu point and .
yet another menu will appear. Click on the program Settings ’
WordPad on this menu. Notice the linked program buttq 2J Find 0
which appears on the Taskbar. € Help

i ) . =1 Run...
The menu points which are followed byraindicate that

under them are a hierarchy of further menus. If you enc gy Shut Down...
too far down in the hearty, move the mouse back towalp=m———r :
the level you are looking for and move the mouse up al B Start X Exploring -1

down until you find the right menu. If you want to get out of the menu without starting a
program, click once on the Desktop or press.

2. Click on theStart-button again, choose tiReograms , menu point, choos&ccessories
and then th@aint program. These two program windows are now placed on top of each
other withPaint on the top. You can have several program windows open simultaneously
in Windows95, and move between them.

3. Click on theWordPad-button on the Taskbar and the WordPac =| Dacument -'aordP...
window is now in front. You can also move between programs Dy
pressingAlt+Tab, which means that you press tfeb button while holding down thelt
KEY. When you do this a box appears in the middle of the screen. You keep pressing the
Tab button until you are t@aint in the box, and then you release

TIP: The Start-menu can also be activated by pres#igEsc, and then you choose a
point in the start menu by pressing the underlined letter in the menu point. For example P
for Programs. You can also use the arrow key& to move up and down through the
menu, and> < to move between different menus. A program is stared by pressieg
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Arranging windows

5.

Cascade
Right-click on an area on the Taskbar where there are no but  Tile Horizontally
and an object menu will be displayed. Choktggmise all Lz waimely

windows , which will cause all the program windows to Minimize All Windows R

minimise, and be shown only as buttons on the Taskbar. —
roperties

Right-click on the Taskbar and chod$edo Minimise all , and
all the program windows will reappear.

Try the other menu pointSascade, Tile Horizontally and Tile

Vertically in the Taskbar object menu and watch how the Undo Minimize Al

program windows arrange themselves in relation to each othe
Properties

Maximise the WordPad window by clicking on thiaximise button placed to the
top right hand corner of the WordPad window. D

Choosevinimise all windows . You will now move the Taskbar around on the Desktop.

Taskbar options

1.

Point to the Taskbar, hold down the mouse button and drag the i #listart

Taskbar. You will see an outline of it, which you can place to the le gy icrosaftword - |

right or to the top of the Desktop. B8 Daint Shap Pro

Then place the mouse pointer to the edge of the Taskbar. It changes

at, and now you can make the Taskbar wider or thinner by dragging on the edge, though it
can never fill more than half the screen.

If you have too many windows open it can be useful to have a Taskbar which is large
enough to show all the buttons which represent windows.

There are several ways you can configure your —LEiiilddo i [21x]
Taskbar, so right-click on the Taskbar and choose ™ et |srtens frosem|
Properties in the object menu. This is the dialog & R
. M Sound Re
box which is shown: 7 fn. ¥
) ) By Shut Down. Wordpac
Choose thdaskbar Optionstab and experiment ey < 2 |

with the different choices. Click on ti#how clock
check box to remove thé, choose thépply
button and the clock is no longer shown on the
Taskbar.

¥ Always ontop

™ Auto hide

When you use th&pply button, you can see the
changes without having to leave the dialog box. T
out the other option&lways on top, Autohide ,
Show small icons in start menun the following way.:

Apply

Start the WordPad program and maximise the window. Omahkbar Options n
tab switch the always on top option off and click@ii
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This hides the Taskbar behind the maximised program window so there is mor
room for the WordPad window. Minimise the window by clicking on Mimimise
button in the top right hand corner, and you can see the Taskbar again.

6. Mark theAlways on topoption, and also mark th&utohide option, then click orOK.
Notice that the Taskbar has disappeared, it is now no more than a thin line where it was
originally placed. Move the mouse to the edge of the screen where the Taskbar has
disappeared and it suddenly appears, until you move the mouse away from it again. Now
uncheck theAutohide option again.

7. Choose th&how small icons on start menuoption and clickOK. Click on theStart
button, and both the menu and the icons are now smaller.

8. Ifyou are not always sure what a field in a dialog box isy—_— & S Sapman
for, you can always get more of an explanation by click | vessick e swtsuen

on the?! button in the top right hand corner. The mouse

pointer now changes to an arrow with a question mark.

Click on the field you need help for and a box with an

explanation will be shown. Try getting explanations for the other fields and parts of the

dialog box.

TheStart menu programsab is explained in Exercise 20

Setting the clock

It is important that the computers built in clock is correct. When you save documents (files) the
date and time will be registered together with the document. You can use this, among other
things, to keep an eye on when you files were last changed, or if you want to delete some old
files, or search for files before or after a certain date.

1. You are now going to set your computer’s built in clock. Double-click on the clock on the
right hand side of the Taskbar. This dialog box is shown:

2.  OntheDate & time you can see the EEEIAMITTEIITED EHE
Date field which contains options Date & Time | Tirme Zone |
for themonth, year andday, along iz iz
with aTime field, where the clock [Okober  ~] [i897 =

is set. Remember to place the mout
pointer in theTime field when you
want to alter the time using the
keyboard or the small arrow kegs
->.

00 53:‘11 =
3. Choose th@imeZone ,tab. You can
Choose your time'zone from the I|St Currenttime zone: Pacific Daylight Time
here, and also tell the program to [ o |
automatically change to summertim
using the checkbox.
Make any changes you wish to make, and clicko#n

Cancel
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Exercise 3: Window: terms and maintenance

In this exercise you will learn the following:

» to open WordPad and learn the names of the different parts of the window.
* to choose menus and menu points

« to understand the toolbar, tooltips and the ruler.

¢ to maximise, minimise and return a window to its original size.

« to move and adjust a window’s size.

Nearly everything that you do in Windows95 and its accessory programs - like WordPad -
happens in a window, and so the control you learn to have over a window in this exercise will
also be valid for all other program windows which are running in Windows95.

The WordPad window

1. Now you are going to open WordPad. ClickStart and choose
Programs » Accessories » WordPad .

B Document - WordPad

The program opens and the following e g view e roma "o — :

window is displayed. e e e e eile sl ]
é‘w‘-2‘3‘4-‘5‘5‘-7‘9-3‘m‘H‘12‘|3-w4‘15-‘1s‘17‘-|ab|a-

The bar to the top of WordPad's L

window is called thitlebar , To the Ruler Menus — —

left is an icon, followed by the name o

the empty documenocument

together with the name of the prograni L Titelbar Toolbars —

WordPad.

The next line in the picture shows the
Menubar, and here you can see the
names of all the different menus, like ‘s
File, Edit, and so on.

Each of these menu names contains a menu, from which you can choose a menu point.

2. Click where it sayfile, and the following menu Sl Edit View Insert Format Help

will be displayed. You can choose any of the mer gz:n o
points from this, which include opening, saving 0  save Crl+S
printing a document. Some of the menu points ari  Save As...

available both on the toolbar, and as shortcut key  Print... Cul+P

on the keyboard. For example you can see from t z:;‘eps"z‘t—:‘;"

menu thaFile, Open can be activated by pressing -

Ctrl+0 on the keyboard, which means that you ho  j pascermootiooes da
down the Ctrl key while pressing the key (the 3 DASL3\Readmeslwri

letterO). Close the menu by clicking in the

document, or pressing tiad-key. Exit
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Notice that every menu point contains an underlined letter. This shows that you can press
this letter to choose the menu point.

Try this method. Make sure that the pointer is in the empty document. Now try choose the
menu point-ile, Open by using the keyboard. Press these keys one after the Aither:
B. ChooseCancel or presBsc.

3. Click where it say&dit. Here you will see that many of the menu points (commands) are
grey, which means that you cannot choose them to the moment. It is only after you have
typed some text and selected it that you use menu poinSuikendCopy .

4. The next element in the WordPad 2|
window is the toolbar. If you do not D |E?|| §|&| J & @
want to see the toolbar, choose Tiwelbar menu point on th&iew menu.
Some of the most used commands are placed on the toolbar so that they & [& 8
be chosen quickly. You will see a little description of each tool if you let tF

mouse pointer rest for a second or two over each button, this displays a s'ma
descriptive text.

5. There is another toolbar which can be displayed. Chooséevemenu, and then the
Format bar. This is used for formatting your text.

6. Underneath the toolbar is theler. If you cannot see this in the window, choose\tiesy
menu followed byRuler. The white area on the ruler shows how wide the text area is. The
ruler can be used to move a paragraph so it is indented from the margin, or to place tabs for
setting up columns.

7. Click on theview menu. You can see a smallby theRuler menu point. This shows you
that the ruler is displayed on the screen. Click on this menu point, and the ruler disappears
immediately. To make it reappear, chovsaw, Ruler .

WordPad is an fine little word-processing program, which can easily produce letters, forms
and other materiakou can learn more about WordPad in Exercise 4.

Window-gymnastics

1. To the far right of th@itlebar are three small buttons. If you click on | D I H
the first button, the window will minimise The WordPad-window is _™==
now only shown as a button on thaskbar. Click on this button on the Taskbar and the
WordPad window will appear again.

2. Try the middle button.Maximise window), The WordPad-window maximises so D
fills the entire screen. The middle button now changes to another br#stole
window) ). Click on the middle button and the window is restored to its original E
normal, size. Notice that the button has changed back totkenise button again.

3. Click on the button on the far right, and you exit the program, ie the program ¢ W 3
These three buttons are found in all Windows95 programs.
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4. You should now try experimenting with changing the size of the window and E
moving it around. Open WordPad again. Check that the frames around the wir
are visible, or click on WordPadRestorebutton.Place the mouse marker at the bottom of
the window and it changes to a double arrow. Hold down the left hand mouse button and
drag so the height of the window changes. If you drag on the corner of the window, both
the height and width of the window changes.

5. If you want to move the window , the mouse pointer is placed on the Titlebar, and the
window is moved by dragging and dropping with the mouse.

6. Return to the Desktop by right clicking on an area of the Taskbar without buttons and
choosingMinimise all windows

TIP: If you want to minimise a | Fynction Press

window using the keyboard, — :

hold theAlt key down and presgMinimise a window Alt+Spacebar+N
the Spacebar (Spacebar down)| paximise a window Alt+Spacebar+M
followed by a press on the

key, and the window will Close the program Alt+Spacebar+L
minimise.

Try the keyboard shortcuts in the table on the right.

Exercise 4:; Write a letter in WordPad

In this exercise you will learn the following:

« to write in WordPad using different fonts

» toinsert an automatic date in a document

< to use the align buttons (align text to left or right)
» to use different sizes of text (point sizes)

¢ to save your document on the Desktop

The WordPad word processor is actually so good, that you do not need any other program if all
you want to do is write a couple of best-sellers and a few letters.

If you begin by using WordPad, it also has the advantage that you will be well prepared when it
comes to using the far more advanced program Microsoft Word, which is the most used word
processor in use today.

Exercise 23 shows you how you can install Word.

Let us start WordPad and write a job application.

1. Click onStart * Programs * Accessories * WordPad.

2. Letus begin by choosing a font and a size for our font. Chiomes New Roman t0 12
point. Both of these choices can be taken by clicking on the list arrow to the right of the

ITimesNewHDman jl'l[l j Bl[lﬂlé@llg |§|E_E|

field.
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3. Write the address to the top of the letter. PEzssr Denmark’s Sports Centre
twice after 9800 Somewhere. Main Street 12
_ 9800 Somewhere
4. Click on the U button on theormat bar turn on
underlining.
) | Att.: Jeanne Jensen
5. Type: Att.: Jeanne Jensen. Click on the U button agaifi 1o
switch underlining off again. PreEster to drop down a
line.
6. Click on theAlign right button to switch on right align, this is the third of the thr{ =
align buttons. The text cursor now moves to the right hand margin. —
7. You should have the date in the letter. Click onDage/Time button . @B
8. Choose the date format you want and cik. Pres€nter to go down a line.
9. Click on theAlign left button to switch on left align. This is the first of the three —
alignment buttons. The text cursor jumps to the left hand side. =
10. PressEnter three times to drop down some lines. Click onlthetton on the
format bar to switchitalics on. Type:Concerning the vacancy for a consultant.
11. Click on thel button again to switch off italics. PreBster a couple of times to drop down
two lines. Write the text:
Concerning the vacancy for a consultant.
I am applying for the position as consultant to the Denmark’s Sports Centre. The rg
gualifications | have are:
11.  Now we will make a list of qualifications. Press theer key twice. Click on the [2—
Bullets button and write out the following list of your qualifications: i
e An active participant in many sports.
» Experience as consultant for similar companies
» Computer experience.
12. Pres<Enter. Click on theBullets button to switch the function off. Type:

| hope to be given the opportunity to give further details of my qualifications to a personal
interview.

Yours sincerely

Julie Rasmussen




WordPad 15

13.

14.

15.

16.

17.

18.

19.

20.

21.

NB: If Word is installed on your PC, the letter will be opened in Word if you use this method.
Read more about the relationships (associations) between documents and their programs in

Now it is time to save _ Seve in: |£ Dasktap
your document. Click on | [
the Savebutton (or click v Com
onFile and choos€&ave). TheSave as Y P hly Computer

dialog is displayed.

Click on the list arrow to the right of tf&ave infield. Choosébesktop.
Type in a file name, like: B -] 2] x|
Application to DSC. Save in: |ﬁDesktop ﬂ J ﬂ ,___
Click on Save BMy Computer
But what will the
letter look like when &
it is printed out?
Click on the button with the
magnifying glass. Now you
can see on your screen tha File name: Docurnent.dog Save |
in fact it looks quite smart pe:  [Word for Windows 6.0 |

awe as =8 arg 1ar WIndows b b Cancel

enough. Q

Return to normal view again by clicking @ose

If you have a printer attached to your computer, you can print out the documer %
clicking on theprinter button(or by choosing théle, Print command and then
choosingOK).

If you want to write a new letter, choose the commeited New and click onOK, when
WordPad suggests that you create a new Word 6 document.

When you have finished writing, close WordPad by clicking on the cross to the top right

hand corner (or by choosing the commalitks Exit ).

Your document was saved on the desktop, which means it can be seen as i @
Double-click on the icon to get into your document again.

Application to
C.doc

Exercise 21.
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Exercise 5: Drawing with Paint

In this exercise you will learn the following:
» to create a drawing and a diagram
« to use the most important tools in Paint

Do you like drawing? The Paint drawing program is a brilliant little program to things like
freehand drawing, and can also be used for organisational diagrams and the like.

1. Click onStart * Programs * Accessories * Paint

2.

click on the tool you want to use. Tr:
choosing the paintbrush. Choose its<[2|
thickness and the colour you want
underneath.

3. Using the paint-tin you can change
the colour of an area, and the ‘
spraycan lets you spray colour on.
Choose the colour underneath.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

4. The star and the N 4 .-
dotted square to  4.-x [ __ = ECEFEFEEFREEREE
the top are used |f For Help, click Help Topics on the Help Menu Tigaa 213

you want to cut something out of your drawing and move it elsewhere.

You select something within your drawing by dragging the pointer over it with the mouse
button held down. After this is done, the resultant rectangle can be moved with the mouse.
When the pointer touches the frame it changes to a pointedprosthis means that the

frame and its contents can be moved.

rectangles. The tool is used to write text inside the rectangles.

If you want to draw an organisational diagram, there are tools for drawing both line N
]

DIRECTOR SCT. CHIEF

TheA text tool is used like this: You draw and invisible rectangle, and the text is written inside
this. Choose your font and size before you begin writing.

If the Text toolbar is [
not visible, this is what
you do. Click on the

View menu and choose
Text toolbar . Now you can choose your font and its size.
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When you are finished drawing, you should save it.

1. Click on theFile menu and choosgave. Click on
the Save infield and choos®esktop.

2. Click in theFile namefield and

Sawve In:

|ﬁ Deskto

. . . Save As
type in a file name, lik&jgly
. Save in: |ﬁ Deskiop
man. Click onSave
Name | Size \ Type | Modified
. . B My Computer Systern Folder
3. Click on the button marked with (g nstwork neighborho.. Systern Folder
cross to the top nght hand corne 9 My Briefcase Brisfcase 271019497
of the window to close the
program. Your document
is now placed as an icon _ | 2
on yourDesktop DO YOU |} i ban brip Jistarkar pir [_s=e |
want to work on it further? Ty [ ColorSiman o conenl

Just double-click on the icon.

A messy desktop

In the previous exercises you have saved your documents Bresktop This is very practical

when you begin because it means that you can open a document by double-clicking on its icon.
But after a little while it is not nearly as practical to put everything on the desktop. As soon
as you have created a few documents it begins to get messy.

]

Love letter. doc

& ¥

]

Application to

@ @ 05C.doc

Hate mail.doc

) Jakes.d
hlil.racrlrl:uarrnyp Silly Perrilerip” @
picture.bmp @ [@ Becky.bmp
@ @ Ugly Man.bmp Begging
letter. doc
Last will and -NFUQE}I @
testiment. dog  P'=4E-BMR @ @
@ Cormplaining Our
Haow ta make Letter.doc house.bmp
!—'3 an otz of
haliday. brip rmorey. doc

Tip: Even though you may have a lot of stuff on your Desktop, it is still possible to create some

kind of order. Right-click on an empty space on the Desktop and choose

Arrange icons * by name.

But no matter what you do, your collection of document will be mess up your Desktop less if
they are ordered into folders. You can decide for yourself how many folders you should create

and what they should be called.
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Exercise 6: Create a folder on your Desktop

In this exercise you will learn the following:

« to create and open a folder directly on the Desktop
¢ to transfer documents from the Desktop to your folders.

You are now going to create a folder directly on the Desktop. When the folder is created, you
will put your two document&\PPLICATION TO DSC andUGLY MAN into the folder. They will
be just as easy to find and open, but they will not be so untidy.

1. Minimise all open programs so you can see your Desktop. Right-click on a clear space on
the Desktop. A menu will be displayed.

2. ChooseNew. Chooserolder . Write the name of the new foldéixercises

—
3. Click on the Desktop (or pressiter ). The folder is now created. ReiEeEs

Now you are ready to put your documents in the folder.

4. Use the right hand mouse button to draguieey MAN .BMP v
.
icon over the folder. When you release the mouse button a ™ ¢ 0 e

small menu is displayed. Choageve here . Create Shortcut(s) Here

Cancel

5.  Move APPLICATION TO DSC .DOC in the same way.

6. Open the folder by double-clicking on it. Here are youlr T =Gl — [0 <

two documents. File Edit View Help
|l1
7. Close the folder again by clicking on the cross in the t E@ Jg
right hand corner. thpplication to Ugly Man.bmp
i DSCdoc

Tip: You can also move an icon to a folder by simply
dragging it over the folder with the left hand mouse button
and then releasing the button.

2 ohject(s] 1.37MB

Creating a document on the Desktop

When you want to create a new document you do not have to open the program first. All you
need to do is know the extension for the type of file you want to create. If you udedhe
extension a Wordpad file is created (or Word if you have it installed). If you .bsepa

extension, a Paint file is createxls creates an Excel-file, if Excel is installed.

You can read more about files and their relationships to programs in Exercise 21.

1. Right-click on an empty space on the Desktop. Choiese Click on the
document type you want (elicrosoft Word-document ).

2. The object is now created on the Desktop. The ndave Microsoft Word- | et
document.docselected so you can overwrite it with the file name you wau .
In this case typeSummer greetings.doc
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NB! You must include the file typeloc, if it is already shown as a part of the name (as in
the icon picture above)! Iflocis not in the name shown, then just wBiemmer

greetings- and in this case you Windows95 is not set up to show file types.

You can read more about Explorer preferences on page 35.

3. Click on an empty space on the Desktop or pEess to confirm the new name. Double-
click on the icon to open the document, which is empty to present.

Document-menu

TheDocument command on th8tart-menu gives you a very quick way to open a document
which you have recently worked on.

1. Click onStart » Documents. A list will automatically appear which will display the last
max. 15 documents you have worked on. Click on the one you want to open.

2. You can empty the document list by -Pecuments Menu
right-clicking on the Taskbar. Choose
Properties . Choose th&tart menu
programs tab. Click onClear,

followed byOK Clear

Click the Clear button to remowve the contents
of the Documents Menu.

Now you have more of a system for the objects on your Desktop. But the day will come when
you will have to many folders on your desktop, and it will be becoming just as untidy. When
this day comes you can choose to use a more advanced folder structure, a structure which is
actually the basis for everything but which is not always visible.

You can learn more about this in Exercises 11 and 12,which are about My Computer and
Explorer respectively.

Exercise 7: My beautiful Desktop

In this exercise you will learn the following:

« to change the background to the Desktop (both colours and patterns)
» to choose a screen saver and a password
» to choose the colours and font for the different elements in dialog boxes and other windows

As well as the icons which are on the Desktop as standard it is also possible to put other icons
(objects) representing things like your printer, a floppy disk drive, your document folder, an
important document or even other programs on your PC.

In other words, you can put what is called a ‘shortcut’ to any of the above objects on your
Desktop.Read more about shortcuts in Exercise 15.

But before you put too much on your Desktop we will just look to what you can do to change its
appearance.
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Background
1. Make sure your windows are minimised, so you can see tt

) v Arrange lcons  »
Desktop. Right-click on an empty area on the Desktop anc

the following object menu will appear: Ling up lcons

Paste

Undo Move

MNew 4

Choose theroperties . The dialog
box which is displayed contains a
number of tabs where you can choos
how you configure your Desktop’s
appearance.

Move to theBackground tab. =

Pattern Wallpaper

In thePatternslist box, choose

Daisies click on theApply button Bricks Black Thatch
’ i Buttons Blue Rivets
and your Desktop’s background will |27 bl
now take on that pattern. Circuits A Carved Stone ~|

Browse...

Display: ¢ Tile & Center

You can scroll down in the list box to
see what other choices there are by
clicking on the small trianglds] [v] to the top and bottom of the roller panel.

ChooseéWavesin theWallpaper list-box. Click on theTile radio button so that your
entire Desktop is covered. You choice will be seen on the screen shown in the dialog box.

Choose thé\pply button and the wallpaper is stuck up all over your Desktop. If you want
to accept your choice then leave the dialog box by choosirmgKhieutton.

When you choose a wallpaper, that has a higher priority than choosing a pattern. If you
want to see the pattern you chose, you must g@lecke] in theWallpaper list box. Try it
out for yourself using other wallpapers and patterns.

Notice that the dialog box window cannot be maximised or minimised. Yo| # W
can only choose buttons which give you help or which close the dialog bolL_®
This generally holds for dialog boxes, whilst windows which run programs have

Minimise, Maximise/RestoreandClose buttons on the right hand side of the title line.
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Screen savers

1. Choose thé&creen saverTab. This is where you can choose a screen saver which will be
shown you if do nothing with the keyboard or mouse for a specified number of minutes.
It is supposed to be better for the monitor that the same picture is not constantly displayed
with no changes for a long time.

2.  Choosdrlying windows from the list-box in thé&creen saveffield. Set the time to 2
minutes in thaVait field and then click on thBreview button so you can see the Screen
saver you have chosen. Press any key, or move the mouse, and the screen saver switches
off.

3. ChooseMarquee in the list in theScreen _
Saverfield. Click on theSettingsbutton. m Position st
and in theText field, type the following: C Centered & Random Sh

Background colar: [

Text: May happiness rain down

4, Choose théormat text... button, and Eormat Toxt.
formatto Times New Roman, boldand —

48. Click onOK, OK and finally on thd°review button.
The text now moves its way across the screen.

If you want to protect your work against unwelcome passers-by whilst you are not to the
machine, you can choose to protect your screen saver with a password.

H Screen Saver
5. ght?oswassword protectedand click on thehange Setings.
utton. V¥ Password protected LChange... W ait: ’5_

6. Type your password in here, and type it in again in the
Confirm new passwordfield. Click onOK. Choose the
Preview button and the screen saver is displayed. Press @  crense pssewandforwindays Scrzen Saver
random key and you will be asked to type in your passwWor( ., s
remove the Screen saver. Click OK. ottt |

7. If you get tired of using a password, then it can be removed by right-clicking on the
Desktop, choosingroperties in the object menu, choosing tBereen savertab, and
then removing the tick from tHeassword protectedcheckbox.
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Appearance

1. Choose thé\ppearancetah This is where you can choose colours and fonts for the
elements of your program windows and dialog boxes. Changes made here also effect every
other program which runs under Windows95.

2. ChooséMarine in the list in theSchemefield. You can see the result of your choice in
the example area. Click on tA@ply button.

3. Ifyou click on an element inthe  cheme:
example box, notice that its name  [Meine tiah coloy <] sewess. | et |

appears in thelementfield. You tem: Size: Calar:

can then choose the colour, font ar [EETMIGE—_—_——— - c — -

font size for each element. Try Eant: Size: Calor:
experimenting with choosing other [Ms Sans Seri ~F = - 8|~
elements and changing their colour

and font.

4. You can save these changes in a new colour scheme by choossay¢hadutton and
writing in a name. Click o®K andOK again. Open WordPad and see you changes in the
window there.

TIP: You can always come back to the standard Windows95 colour scheme by choosing
Windows standardin the list in theSchemefield.

Exercise 8: Desktop icons

In this exercise you will learn the following:

* to move icons around and give an icon a new name.
» about the functions of some icons

In this exercise we will take a quick look to what some icons do, so you can see which ones are
useful for you. The functions of tiMy computer and theRecycle binwill be explained in
detail inExercise 11 and Exercise 14 respectively.

Moving and renaming an icon
1. Make sure all your widows are minimised to you can see the Desktop.

2. Right-click the Desktop with the mouse to by Name

display the object menu. Chooseange icons. Line up lcons by Type

If there is av” next toAutoArrange the by Size

command is activated. Remove #ieby clicking by Date

on the menu point. If it is not activated, just clic

on the Desktop. Undo Delete ¥ Auto Arrange
New 4

Properties
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3. Click on anicon on your desktop and drag it to another position. Drag all the other icons
around your Desktop so they are in complete chaos

4. Choose the menu poiatrange icons » Auto Arrange , and they are in order again in a
flash. If you have put icons on the Desktop yourself it is possible to arrange these using the
menu pointdy Name, by Type, by Size andby Date .

5. You can change the name of all your icons, exceptfor  create Shortcut

Recycle Bin Right-click on theMy computer icon and

chooseRename. Now you can write in the little text-box
underneath it. WriteMy PC The try and rename the icon backvtg computer.

6. You can also rename by using the keyboard. Chooddylemmputer icon. Pres§2
and overwrite the text witMy PC, pressEnter to finish the renaming process.

What the icons do
The icons on your Desktop are:

e system. These include the drives you can access from your computer, like
My computer the hard disk, the floppy disk drive, network drives, CD drives, together
with your printers and the control panel.

= My computer gives access to the different objects which make up your
Sy

&l Network neighborhoodis only found if you are connected to a network.

== The icon allows you to see which other computers are attached to your
Nefwork i
Neigﬁbogrrmd network, and possibly allow you to use them.
& Exchangeallows access to communications with other users over a
;\') network using electronic post, or by ordinary fax. The Exchange icon shows
Inbox you all your received messages.

Recycle binis a collection point for all the files you have deleted from your
hard disk. If you change your mind you can get your file back from the

Recycle Bin

Recycle bin.
msi. The Microsoft Network lets you access Microsoft’s international Network.
i The icon is only on your Desktop if you chose this function when you
The Microsoft jnstalled Windows95.

MNetwork
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Exercise 9: Closing Windows95

In this exercise you will learn the following:

« several different ways of closing Windows95

When you want to switch your PC off you must remember to close your programs and save any
data you have entered. Windows95 has a built in close-down routine which ensures that all open
programs are closed and any configuration changes made to Windows are saved before
Windows95 closes.

Close Windows 95

1. Click onStart, chooseShut down. Click on the Shut Down Windows
Shut down the computerradio button, then click uy SR
onYes. o

2. Any Windows configuration changes you have @ sl EEICE

" Cloze all programs and log on az a different user?

made are now saved on your hard disk, and the
messagelt is now safe to turn off your computer
is displayed on the screen. = =

3. If you want to restart your computer, then you should click orfiréstart the computer
radio button and then click ores.
Any Windows configuration changes you have made are now saved on your hard disk and
Windows 95 starts up again.

4.  Now choose th®estart the computer in MS-DOS modeThooseYes.When the
computer re-starts, typein to the DOS- prompt to return to Windows 95.

Exercise 10: Games and the calculator

Patience

Give yourself an entertaining start with Windows95 and play a game of patience. It is excellent
practice in using the mouse.

1. Choosestart » Programs » Accessories » Games » Patience

NB: Depending on what sort of installation you have, Patience may be somewhere else, or may
not be installed. The method above will work for a standard Windows95 installation.
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2. Now you are ready to play. You T - [O[x]
should move the aces up to the tors
row, then lie the 2, the 3 and so on
in their respective suits, right up to
the king. When all the cards have
been laid out in there suits, the gan
is over.

3. You turn the cards in the main pile
over by clicking on them, and you
move a card up to its own suit by
double-clicking on it.

Score: 38 Time: 71

4. Underneath you place the cards over
each other in descending order, such that the colours alternate; A black eight over a red
nine, and red seven over the black eight and so on.

5.  You may move a whole row of cards in one. Move them by dragging them with the mouse-
button held down. When you have an empty place you should move the king there - even
though he may have a row of cards under him. Every time you get stuck, you continue by
clicking on the pile in the left hand corner.

6. If you don't already know the rules, you will soon pick them up. It is impossible to cheat.
Try putting a card down wrong, it moves back as though it was on an elastic ¢
When you have finished playing, close the window by clicking orCtheebutton. X

Calculator

1. ChooseStart * Programs * Accessories * Calculator

2. You can use Calculator just like an ordinary pocket
calculator. Just click on the numbers with the mouse, by =" ¥¢¥ HelP
you can also use the numeric keyboard on the right han | )
side of your keyboard. Press theMLOCK key if the N ek | r | . |

numbers do not work.

S R R A

3. ThekEsc key activates th€ (Clear) functionEnteris the  wr| a| 5| 6| | % |
equals key. ws| o] o] |

Minimise the calculator window when you have

finished your calculations. = | JICCH S 3 D B

Close a minimised program

1. When the calculator is minimised, then you can close the program b _
right-clicking on the button on the Taskbar. Il Calculator

2. ChooseClose in the menu which is displayed.

Close Alt+F4
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Exercise 11. My computer

In this exercise you will learn the following:
* to move around in the folder structure of your hard disk
« to look to different views of your folders and files.

My computer is a Windows95 program showing the objects which make up your system. To
the same time it allows you to manage these objects. In this exercise we will look to little closer
to the structure of your hard disk. The hard disk can be split up into different areas called
drives, which are given letters as names; C-drive, D-drive and so on. All your files are stored in
folders on your drives, so a drive’s structure is very similar to a filing cabinet with hearty of
folders.

My computer

The highest level in your system is Desktop. This contains all the icons which are placed on
your Desktop, likevly computer, Network Neighborhood, Exchange, Recycle biand so on.
Now you will get to know youMy computer a little better.

1. Double-click on thevly computer icon choose th¥iew menu and activate th®olbar .
This toolbar makes it easier to manage the objects in the Window.

I fy Computer

2. Make the window larger by placing the mouse pointer on its frame, Whereﬁ"n}.
pointer will change into a double-arrow and you can drag the frame out so tHe
entire toolbar is visible. Place the mouse over a toolbar button and a small
descriptive box is displayed. Try the last four buttdr@sge icons, Small icons, Lisand
Details on the right of the toolbar.

3. When you choose tHeetails view you are : E o] o]
given a detailed breakdown of the contents™ = —nl TR
of the window set out in columns. Every column has a healiage, Type, Total size
etc etc. Click on th&@ype heading and the column is sorted in ascending alphabetical
order. Click on the heading again and it is sorted in descending alphabetical order. Placing
the mouse pointer on a vertical line between the headers, hold the mouse button down and
drag to left or right the width of the columns is changed.

4.  TheMy computer window contains icons A: (3,5” floppy disk drive ), C: (your hard disk
drive) D: (your hard disk drive), F: (CD-ROM), Printers and Control Panel. But, as we
pointed out earlier, the number of drives on your computer can be different.

In and out Of WlndOWS = Browse folders by using a single window that changes as

you open each folder.
1. Now you are going to go into the C drive on _
your local drive and see what sort of structure ~ Bamrle
has. By first choos¥iew, options and check theBrowse folders by using a single
window that changes as you open each foldeadio button.
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2. Double-click the C: icon and the window changes to show the
yellow folders and the files which are on your C: drive. Try the
toolbar buttond.arge icons, Small icons, List and Details.

3.  Choose th&VINDOWS &0 C:\WI5US Bl M=l EY
. . File Edit View Help

folder and double-click on it Swes. <] ol sele] o X&| L Em
to see Wht |t COI’]'[aInS, |2 Command OJava O System [#Bubbles.b
. . I Config OMedia OTemp @cCalc.exe
ShOWI‘] here W|th '[hEISt |2 Cookies O Msapps O Temporary Internet Files .Carved St
H I3 Corel O oecache O Twain_32 @Charmap.n
bUtton aCtlvated |2 Cursors Qpif [BlAccessor.grp [®] Chkstate.s
|2 Desktop ORecent & Accstatexe [# Circles.bn
|2 Favorites O5endTo EArp.exe [#Clouds.br
= |2 Fonts DShellNew = Aspi2hlp.sys =1 Cmd640x.
|2 Help D spool El Barcode.ini [ Cmd640x:
History D 5tart Menu [#Black Thatch.bmp Fcommand
Inf OSysbekup [#Blue Rivets.bmp #command
< o

234 object(s) 12,1MB

4. Go back to the previous level (C:) by clicking on thzone levelor by pressing
BACKSPACE, which is placed just abonter.

5. Now you will try moving around in the folder hierarchy again. First double-click on the
wiNDOws folder, followed by thesTART MENU folder. We want to go further, so double-
click on therroGRAMSTolder, then on theccessoRriedolder, and finally on theAMES
folder. . Here are the shortcuts to the games which can be opened when you click on the
Start button on the Taskbar and move through the hierarchy @adhesmenu

You have now moved out on this ‘path’:
C:\WINDOWS\WMENUEN START\PROGRAMS\ACCESSORIES\GAMES

It is important that you train yourself to be a good ‘pathfinder’ to you can understand

where Windows95 has put your programs, folders and documents. Then you can learn how
to create shortcuts to the objects which you want to have immediate access to, either via
the Start menu or on the Desktéjead more about shortcuts in Exercise 15.

6. Click a few times on th&lp one levelbutton, or presBACKSPACE until you have
returned to thdly computer level.

7. From here go into the PRINTER folder, and if you have a printer installed
double-click on its icon. This window is used to look at, delete or stop the
printer jobs which have been sent to the prirRead more about printers in  Printers
Exercise 18Return to thevly computer level.

8. Double-click on the floppy disk drive icon (A) and you will be shown the ,_;
contents of the diskette in the A-drive, or if the drive is empty, the message
The device is not readywill be shown. Choos€anceland close thély computer
window.

You can also uskly computer to delete, copy and move files and folders. In the next exercise
you will try doing this, but by using the Explorer program, which is more friendly and easier to
use tharMy computer for these functions.
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Exercise 12: Explorer

In this exercise you will learn the following:

* to save files with long file names

» to create folders

« to delete, copy, move and rename files
» to find documents

« to display the contents of a document
e Explorer’s options

It is very important that as soon as you start working with your PC you spend some time
considering how you can organise your files in a manageable way. Imagine that your hard drives
(C:, D:, etc) are just ordinary filing cabinets which can be organised in a structured way.

So you should have some idea of what you want to call the folders where you will put your

documents.

Remember that each folder can also contain under-folders which can be used to further define

the structure you want.

Long file names

Firstly you should create three documents in WordPad, so you have some documents to

experiment with.

1. Open théNordpad program and type in the following text:

A little greeting from us on holiday in Austria. The weather is fantastic. The sun
is shining from a cloudless sky, lighting up huge masses of granite in subtle

shades against the blue sky.

2.  The document should now be saved\&sHOLIDAY IN AUSTRIA in theDOCUMENTS H
folder. Click on the Save button on WordPad’s toolbar and the following dialo¢, =]

box is displayed:

3. ClickontheUpone g level button
and you will be back to the (C:)
drive. There are two possibilities, either the
DOCUMENTSfolder exists, or it does not and
you will have to create it yourself.

Save As

Save jn: I 4 windows

|__|Backup _ | Cursors

|1 Calibrat ;IDasktDp Cllava

|| Clipbook AFavorites CKmltays

|1 Command L IFants IMadia

| ICanfig CFams " IMsapps

| ICookies ;IHaIp " IMetHood

K |
File hame: ) ocurnent. do Save I

Save as type. I\/\lord for windows B.0

j Cancel
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4. If the bocuMENTSfolder exists, then -
check that it is chosen in tiSave infield ~ Savein | 4 Documents x|
by double-clicking on the yellow
pocUMENTSfolder. ThebocumENTSfolder is one level under the (C:) drive level.

5. Type in the documents name HOLIDAY IN AUSTRIA in theFile name field and click on
Save You may use both capital and small letters in the file name.

A long file name can consists of up to 255 characters in contrast to earlier versions of
Windows and DOS which allow no more than 12 characters (8 in the name, a point and
then 3 characters in the extension).

6. If the bocumENTSfolder does not exist on the level under (C:) first check that ((ﬂ
is chosen in th&ave in field. Click on theCreate new folderbutton. A new folder
will appear which you can name aSCUMENTS- again, both large
and small letters are allowed in a folder name. When you have
this follow the same procedure as specified in point 4.

7. Make another document and save it @ag HUNGRY. Click on theNew button on D
the toolbar, the New dialog box is shown, chod&ed 6-document, as the
document type, choo$eK. Type in the following text:

The second I open my eyes in the morning, the rest LKEJ (2]
of my body continues to sleep. With the exception

Mew document type:

of my stomach. Good morning! A voice bellows out [fich e Document
. TextD b
from downstairs. et Documeri Concel_|

8. Click on theSavebutton and write in the filenameam HUNGRY. Click onSave
Create a third document, and save iMasOWN DOCUMENT
You have now creted 3 documents and saved all of them in the faldemENTS

Creating folders

Now you will make a structure for your storage needs. The first thing you should do is create
some folders and give them meaningful names.

Let us say that you write letters to both friends and customers. This is a very simplified
structure, but no matter how complicated your structure is this is the method for creating

folders. _
| N e {0
Imagine that your filing cabinet is call€, and the tree P

structure you want looks like this: E|_| EEHETE
- el | Customers
You will now be introduced to thExplorer program. L] Private

Explorer is a more advanced versiorFdé Manager which
was included in earlier versions of Windows.
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1. Click on theStart button, choose
Programs » Windows Explorer . The Flo Edt Yew Tock Heb :
f . . . . |ﬁDesktop j J = % s
ollowing is displayed: —
All Folders Contents of 'Des
. . . [rezkl -
2. If Explorer is not showing its toolbar,  |[Z & tompue: o [y
choose the/iew menu and the menu poirj| =z &) ‘NebtworkNeighbor...
" noox
Toolbar . 2 g :L?_g_l'am Files & Intermet Explarer
This toolbar makes it easier to manipulats 2 Fecyele Bin

the objects. Make the window larger by placing the mouse pointer on the window’s frame.
The pointer changes to a double arrow and the frame can be dragged to be wider so the
entire toolbar can be seen.

3. Point the mouse pointer over the toolbar and a small descriptive| Y e s
will be displayed. Try the last four buttorisafge icons, Small i
icons, ListandDetails) on the toolbar.

You will be in (C:). Explorer is divided into two panes. In the left hand panel you can see
the folder structure, and in the right hand map you can see the contents of the folder you
have selected, which in this case is (C:). The right hand panel can display files, the left
panel cannot. You move around in the folder hierarchy by choosing a folder, ie you mark
the folder you want in the left hand panel.

4. If you want to move up a level, then use ttheone levelbutton, or press
Backspace. The top level in the hierarchy is tbesktop. If you want to drop a
level down under a folder, then double-click the folder.

5.  Move up toDesktop, the top level. The [z peskop

level under Desktop shows the icons | _____ Contents of Deskiop!

. . oo Op: = ame I
which are displayed on the Desktop, [575 Mo Computer My Compter
such asvly Computer, Network o nple) Waste of space ¥ Recyse b
neighborhoodand theRecycle bin B please redo Erercises

E ] Documents _IPragrams
Mark (C:) in the left hand panel. Sometimes you will s[5 =]
a little =!I by the side of a folder, this means that the (&l Folders
subfolders under this folder are shown. Click on=he Doskiop

by the side of (C:) and the subfolders are hidden. |=he| = & My Computer
symbol is now changed tol#/ symbol. Click on the+ | w5 3% Floppy ()
and the subfolder structure is displayed again. :g i Floeey (8]
. """ 1 Documents
The+ or- keys on the numerical keyboard can also be - Dos

used to show or hide subfolders for a selected folder ori driive'.
The right hand panel shows the files and folders which are in (C:).
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10.

11.

12.

REMEMBER : If you mark any folder, its contents will always be[=s is_ui_con ) =
displayed in the right hand panel. If you click on {+keor[= ﬁﬁ =
symboils the display in the right hand panel dustshange until = [E]
you mark another folder in the left hand panel. i

=3 Zip 100[H:]

(521 Contral Panel

TIP: There is a quick shortcut to change your position in the lef ﬁgr_inlfzrsN o —
hand window. If you click on the arrow to the right of the field | & reetin - |
where (C:) is shown, a drop down list is displayed showing other

places you can select. This is very practical if you want quickly to move to another drive.

Now theLETTER folder should be created one level under (C:). And ureerEr we want
two further folderspPRIVATE andCUSTOMERS

First check that you are in the (C:) folder. Choose HElEll Edit View Tools Help

the menu poinkile, New, andFolder . [ New | Folder |
In the Explorer will create a new folder inthe righ .. o oricu Shortcut
hand panel.

Call the new folderETTERS by typing over the existing textitw FOLDER with
Letters, and then pressirgnter. You may use capital and small letters for the
name of your folder. In the left hand panel Explorer will show this newly created folder as
a subfolder of (C:).

Place the mouse pointer on tlerTERSfolder in the left hand panel. Q Desktop
Choose the menu pointdle, New, Folder Explorer will display a ""_9 ngémel”‘EF )
new folder in the right hand panel, which you call PRIVATE by i ﬁ 5% FIEEEi (B:)
overwritingNEW FOLDER with Private, and pressingnter. = :

You can see this new folder in the left hand panel in Explorer by

clicking onl#l , and it will be displayed as a subfolder FGTERS

: J Documents
Create a folder calledusToMERSas a subfolder to thesTTERSfolder by using the
method outlined above. Remember that you must start fronetiersfolder.

Copying, moving and renaming documents

Now you are going to use the three documents you created earlier in this exercise. First they
should all be copied to the PRIVATE folder, and then they will be moved from PRIVATE to the
CUSTOMER folder.

OpenExplorer and select theocumeNTsfolder. The following %S;‘DPE t
window is displayed. g __f 32'%2;;”#]
- B 5% Floppy (B
Select the first document, then hold do8hift and click on the last | 2<(C)
document in the list. This is the way you mark a sequential group . = F ] Letters

1 i ; . . . : o
files. Click on any single file, and the selection disappears. L) Customers

B | L CCumments

Mark the first file in the list, then hold dowg@trl and click on the Iasti
file. This is the way you mark a group of files which are not next to each other.
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The three files are now going to b| 4 Private =] _| el % |h|l’§.|
copied. Mark them all and click o5z [Conps
the Copy button on the toolbar. 5 H i ) 5 Nam:”

The files are now prepared for
being copied.

|

Select the folder nametRIVATE
in the left hand pane. Remember that it is a subfolder tosthe=rsfolder. Click on the
Pastebutton and the files are copied from the clipboard intetheaTE folder.

Mark two of the documents in tlrRIVATE folder and then click on th@utbutton, clﬁl:-
then select theusTomMERfolder and click orPaste The files are now moved to th——_
CUSTOMERfolder.

The next thing you will do is delete the two files in tiecuMENTSfolder. Move to the
DocUMENTSfolder, mark the first and the last files by holdiigi down while clicking on
the files one to a time. }(
Click on theDeletébutton and the files are sent to the Recycle .b@hooseres R

Undo the last action by clicking on thido button. You can use théndo button
to undo other actions like copying, moving, creating folders and $®ead more |
about retrieving files and folders from the Recycle bin in Exercise 14.

MY OWN DOCUMENT should now be renamed ta&TTER TOOTTO HANSEN. Mark the
document and theFile, Rename , type in the new name and pr&sser or using the
keyboard, press2, type in the new name and then prestr.

You may well be asked if you want to change the file extension, and be warned that this
may mean you cannot open it. Chobse If you are asked this you will have to write the
name of the file including the extensidnc, ie you must writd_etter to Otto

Hansen.doc so that the file type is not altered.

You can also copy or move files using the drag and drop method, described here:

First delete all your documents in thesToMERandPRIVATE folders. Mark the three
documents in theocuMENTSfolder.

Right-click on the selection (do not release the mouse button) and drag the documents over
the left hand pane in Explorer so thesToMERfolder is marked. Release the mouse
button and the following object menu will be displayed.

ChooseCopy here . Try moving files using this Move Here

method. o ' _ Copy Here

Undo your action immediately after moving by Create Shortcut(s) Here
using thelndo button. "] | =
Cancel
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Copying or moving using the object menu is done as follows:

Mark all the documents in tiocuMENTSfolder. Click on the Open
selection with the right hand mouse button, and the following Print
object menu is displayed. New
Quick Yiew

ChooseCopy . Choose theRrIVATE folder Send To ’
in the left hand pane. View , Cut
Right click and this object menu is Arrange lcons  *
displayed. Chooseaste, and the files are ~ Line uplcons Create Shortcut
copied into the>RIVATE folder. HEE

— Rename

Paste Shortcut
Try moving the files by using the method = Undo Delete Properties
described in the aboymints. 1-3 New R

Properties
Undo as soon as you have moved the files by usingide button. K |

Explorer lets you do same things in many different ways.
Here is an table showing the keyboard shortcuts for such actions as copying, moving,
deleting, renaming etc etc.

Try experimenting with them, you may well find that you think they are better and faster
than clicking with the mouse.

Keys Function

+l orl=l on the Expand or hide subfolders to the selected folder.
numeric keyboard

Backspace Move a level up in the folder hearty..

Ctrl+C Prepare the selection for copying.

Ctrl+X Prepare the selection for moving.

Ctrl+V Paste the selection.

Ctrl+Z Undo the last action.

Ctrl+A Select all objects in right pane.

Del Throw the selected files away into the Recycle bin.
F2 Rename the selected folder or file, end by predsitey.
F5 Update the panes.

F6/Tab Move between the panes and the toolbar.
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Finding files

This function can be extremely useful after you have produced a number of documents. One day
you will want to open a document, but all you can remember is a bit of its name and some of the
text it contains, but not the documents full name or where it is stored.

First of all you will try and find the fileETTER TOOTTO HANSEN, and then for the document

which contains the worgstomach

&N Find: All Files J[=] E3
File Edit View Options Help
1. OpenExplorer and choos@&ools, Find » Files or e e
folders (or F3). The following is displayed: ot | 5 | == |
Lookin [ 7] Bows New Search
2. Type in the wordtto in theNamefield. Choose bt Q
(C:) in theLook in field, and mark thénclude
subfolderscheckbox. Click on th&ind now button.
3. Explorer now searches the entire (C:) [Hane [ in Folder | siee] Tupe [ e
. . . . . Letter to Otta Han...  C:A\Documents 10KE  Microsoft Word Doc... 27
drive looking for a file which includes

the nameDtto in its file name, and to the bottom you can see the result of your search,
which is that the document is found in the foldBDOCUMENTS

If you want to limit the search to a particular folder, then you can chooBedhese
button to choose a folder.

4.  Now you are going to search for the name and path for a document you wrote some time
ago. You remember that the document contained the stondach but cannot remember
what the file was called, or where you put it.

ChooseTools, Find » Files or folders again. On thé&lame & Location tab it should be
specified that the entire C: drive should be searched, amdcthde subfolderscheck
box should be marked.

5. Choose the@dvancedtab and type in the wordomach in the  nemesLocsion| paeodiiee Advanced |
Containing text field. Click on theFind now button. orype: M —

Cantaining text ’mag\\—

6. Explorer now searches the entire (C:) drive for a file containing the text stantach
and to the bottom you can see that it has found a file named UNGRY which is in the
c:\DocUMENTSfolder.

Mame | In Folder | Sizel Type | Modified ;I
7. The Date modlfled tab a.”OWS iﬁlam hungry.doc C:A\ Documents 11KE  Microsoft Word Doc...  27-06-97 22.01
you to search for files and =
folders created or altered on a specified date, or over a specified interval.

TIP: You can also search for files by clicking on 8tart button and choosing
Find » Files or folders.
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Displaying the contents of a file

Explorer can also be used to display the contents of a file in a window. For this the function
Quick view is used

If this function is not available, then it can be installed from the
Windows95 CD or disketteRead more about Adding or
Removing programs on page 50.

11KB
10KB
10KB

| am hungry.doc

1. Open Explorer and go to timedocuMENTSfolder.

New

Right-click on a file name and the following menu is
displayed.

2. ChooseQuick view, and the contents of the file will
be displayed in a separate window. If you sty holidayin Austriadoc_ Quick View BIEIES

. . . File ¥iew Help

want to open the file, click on ti@pen file ﬂ| = A<| B
fOI’ ed|t|ng button. The f||e iS now Opened Alittle greeting fr0|_n us on P!olidayin Alllstria. B
in its associated program and can be edited. <hining from a cloudiess sky, fghting up

huge masses of granite in subtle shades
against the blue sky.

3. Try experimenting with different files, displaying the
contents and then opening them.

Configuring Explorer

When you create a file in WordPad it will automatically be givesoa extension. Other

programs give other extensions to the files they create. For example, the NotePad program gives
the.txt extension to its files. Explorer is usually configured not to show the extensions of files
which are registered and associated, which is a technical way of saying they are well known by
Windows95 Read about file types and associations in Exercise 21.

Now you will change Explorer’s configuration so that the full file names are displayed.

1. Choose th®etails view. Choose/iew, Options and the
following dialog box is displayed. VHdd'”H”P'
™ Show a\.\ files
2.  Remove the check in thdide MS-DOS file extensions Ll
for files types that are registereg then clickOK. The B ttoncarion j
entire file name is now seen in the window. S (il diee el -]

3. Move around in the folders and notice all the different " Pti=iiMs0s s e e b
. . ™ Hide MS-DOS file extensions for file types that are registered
types of file extensions.

¥ Include description bar for right and left panes

4. You will have noticed that the dialog box included a
check boxHide files of these typeswhich is checked.
This means that files with the extensions shown in the o | cocel |_ o |
list next to the check box are not shown in Explorer. This
is done to protect important system files so they cannot be moved, changed or deleted.

5. If the Show all filescheckbox is marked, then all file types will be displayed in the
Explorer window.



36 Rename, copy, move etc. a folder

6. Right-click on a field in the dialog box and you will see a b ¥ Display - avie nne o v bar

What s Thls?

containing the wordgvhat’s this? Click on this box and you I Hidet=:
will get a help text about the field you are in. Try doing the same thlng with other fields.

7. Choose thé&ile typestab. This shows you the file types which are registered in
Windows95 to the moment. When a file type is registered, information is stored specifying
which program should be used to open the files of that type.

Exercise 13: Rename, copy, move or delete a folder

In this exercise you will learn the following:

» to rename, move and copy a folder
* to delete a folder
» to search for a folder

Manipulating and managing folders is done in exactly the same way as manipulating and
managing files, so you can look upon this exercise as a repetition of the functions you learnt in
the previous exercise..

Rename a folder

1. Right-click onStart and choos&xplorer.
Go to thecusToMERfolder which you will now rename tcOMPANIES

2. Chooserile, rename , type in the new file name Companies and pEessr or use the
keyboard and pres=, type in a new name and pré&sser.

3. Rename theRrIVATE folder toMESS

TIP: You can also right click on the folder name and ché&esame from the menu which is
displayed.

Move or copy a folder

1. You will now move thevessfolder to thecomPANIESfolder. Mark theviEss
folder, click on theCut button, mark theompPANIESfolder and click on th@aste
button.

2. Click on thetl symbol next to theompPANIESfolder and the branch
will be displayed. Now you can see that the folder has been move
under thecomPANIESfolder.

...... _| Mess
P | Documents

3.  Mark themessfolder. Click on theCopy button on the toolbar. Mark the TTERS
folder, click on thePastebutton and the folder, with any contents, is added as a
subfolder to theETTERSfolder.

TIP: You can also move or copy a folder by using the drag and drop method or by U'§rh'g
an object menusee how this is done on pages 30 and 31.
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Delete a folder

1. Itis about time you deleted all thi=ss Now you are going to delete the folders }( |
MESsandcomPANIES Mark thecompPANiEsfolder, click on théDeletebutton, and :
thecompaNIESsfolder and its contents will be moved to the Recycle bin. Chdese

2. Then mark thenessfolder and press theelete key. Chooséres.

3. Undo the last action, the deletion, by clicking onltimelo button. You can use the |
Undo button to undo the actions like moving, copying or creating folders.

Finding folders

You want to look for theETTERSfolder, to see where it is on your drive.

i e A . I Find: Filos named Letters MK

1. Presgs3. The following is displayed: R e

) ] ) Nare & Location | Date Modfied | Advanced|

2. Type in the word.etters in theNamefield. i [ o | e
Choose (C:) from the list in tHeook in field, and e i3] g %
check thanclude subfolderscheck box. Click on T — C’%
the Find now button.

3. Explorer now searches the entire (C:) drive for | Lo e L ool tee 'j
folders and files which include the WarBTTERS [0l Ditimmums e on :
in their file or folder name. To the bottom you call{ i of

[6 flefs) faund [ =

see the result of the search. Maybe you have a
different search result. Try looking for other
folders.

Exercise 14: The Recycle bin

In this exercise you will learn the following:
« to see what the Recycle bin contains
* to restore deleted documents and folders

When you delete a file or a folder it ends up in the Recycle bin. Everything which has been
deleted can be ‘recycled’ if you have second thoughts. But if you delete it from the Recycle bin,
it is gone forever.

Restore a deleted file
What do you do is you have mistakenly deleted a file and wish to get it back?

-

1. Minimise all open programs so you can see your Desktop. Double-click &
theRecycle binicon. A list of all deleted files will now be displayed. \#’

Recycle Bin
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2. Right-click on the file you want to undelete. ClickRestore iN  ommm—— T

the menu which is displayed. EElE b 4T
HOM.FHI
I.PHM
Tip: Instead of usingRestore you can choos€ut. Then, using Delete 4 doc
Explorer, go to the folder where you want the file restored to. You thS  preperties i
put the file there by holding down tkarl key and pressmg, or il =wmbannnt 8l nsnbrusse i

clicking onPaste

Emptying the Recycle bin

1. Double-click on th&kecycle binon the Desktop.

2. Mark the files you want to delete by clicking on them while holding dowiCthidey.
Click on theDelete key, then click or¥esto confirm that you wish to delete the files.

3. If you want to completely empty the Recycle bin, then choosEilthé&mpty Recycle bin
command.

Exercise 15: Shortcuts

In this exercise you will learn the following:

* to create shortcuts to objects (documents, folders, programs, printers).

It is a good idea to create shortcuts to the most used folders and documents - >
shortcuts save time! Shortcuts are placed on the Desktop, but they are not the IEI—I

as folders or documents which are saved directly on the Desktop. Shoraut fo

Documents

A shortcut to a folder, for example, is a signpost, not the folder itself. One could also say that a
shortcut is a direct route from the Desktop to a folder which actually lies further down in the
hearty.

As you can see in the illustration, a shortcut has a little arrow on it. All icons with an arrow like
this are shortcuts! The method described in this exercise can also be used in Explorer.

Create a shortcut to a folder

N . by Computer
1. Minimise all programs, so you can see the Desktop. Double-click on Y P

My computer icon.
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2. If the window opens maximised, ie it fills

the entire screen, then restore it to a E«My Computer [_[O]x]

normal size by clicking on thRestore |  Ele Edit View Help

button in the top right hand corner. The | y compuer | . B =

window should be sized so that you can 3% Floppy (&) 5% Floppy (8] Ds_uti_com

easily see the Desktop behind it. L (=]
Sharteut to = =
Documents Al 55

3. Double-click on the symbol or tH{€:)- ContiolPanel  Printers  Diallp
drive. The folder (C:) opens. This contai Metworking

a number of other folders, including the |  Recycle Bin
DOCUMENTSfolder.

1 obiect(s] selected

4. As before, check that the window doesn't fill the entire screen. You should k
able to clearly see the Desktop behind the window.

[C:]
5. Using theright handmouse button, drag
thepocuMENTSfolder our on the :\ — B[E B
Hne I ew e
Desktop. When you release the mouse ) e ‘: :
button, a menu appears. Cho@seate e EEEC e E—:, =
shortcut(s) here @_I L || L =
Shartcut to Letters Documents Copy Temp
' Documents
..... Move Here - . . . ~
Doc. Copy Here AW
g | o1
Recycle Bin Cserve Doz Encript Scai LI
Cancel | |1 object(s] selected | v

6. Close thgC:) window andMy computer. You have now created a shortcut to your
DOCUMENTSfolder. When you double-click on your new icon on the Desktop, a window
will open showing the contents of thecumenTsfolder!

Tip: You can create shortcuts to files in the same way. -Find the ™

in Explorer or My computer and drag it out onto the Desktop witl a

the right-hand mouse button. Cho@Beate shortcut(s) here . Shotoutte  Exercises
Test yourself: Can you describe the difference between these tw  Documents

icons?If not, you can find the answer by reading the introduction w

this exercise and exercise 6 again.

Shortcut to a program

Most programs are called something endingeie- like Wordpad.exe If you can find a
program file, you can create a shortcut to it. This will make it quicker and easier to open the
program next time. Let us create a shortcut to WordPad.

1. Minimise all programs so you can see the Desktop. What you have to do now is find the
program file for NotePad. It is called NotePad.exe. The quickest method is to find it using
Find . Click on theStart-button and chooseind followed byFiles or folders .
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2. Search for the filenaméotepad.exe. When you have found the file, drag
it from the results list and out onto the Desktop using the right hand mi @
button. Choos€reate shortcut(s) here after releasing the mouse button

Shortcut to

Maotepad
Shortcut to a printer

If you have a printer installed, you can create a shortcut to it on the Desktop. Doing this lets you
print things out in a very smart way. All you have to do is drag an document’s icon over the
printer.

1. Click onStart. ChooseSettings andPrinters - and a =y M= B

window opens full of printer icons. There should bé Fijle Edit View Help
an icon with the name of your printer.

- &7 =
2. Drag the symbol for your printer out on the Desktof| AddFrirter  Epson Stylus Gereric / Text

using the right hand mouse button. Release the m¢| . o Jnly
button and choosereate shortcut here . & ¢

HF Lazenlet .
L HPF PaintJet

3. Try out your new printer icon. Go into the
DoCcUMENTSfolder. Drag the AM HUNGRY.DOCicon
over the printer icon. When you release the mouse
button, the document will be printed out, assuming your printer is switched on.

1 ohject(z] selected

Read more about installing a printer in Exercise 18.

Exercise 16: Managing diskettes

In this exercise you will learn the following:

» to format a diskette

« to copy files to and from a diskette
» to delete files from a diskette

« to make and use a system disk

If you have some new, unformatted diskettes, you shown prepare them for receiving data, ie
they should be formatted. If you want to re-use a diskette with data on, it is a good idea to delete
its contents. This can easily be done with what is called a quick format.

Format a diskette

1. Put a diskette in the floppy disk drive ang
open Explorer.

Desktop MName
=S My Computer

il Bl L fi=1

2. Choose the 3,5” -diskette (A:) object in the left hand pane. There copy Disk..
two possibilities: if the diskette is not formatted a dialog box will k' Contents »
displayed which say&:he diskette in drive A is not formatted.
Should it be formatted now?AnswerYes and you can follow the
procedure outlined in point 4.

Paste




Managing diskettes 41

If the disk is formatted, any files it contains will be shown in Explorer’s right hand pane.
You cannot format the diskette if its contents are displayed in the right hand pane, so mark
another object, likeocUMENTS Right-click on the 3,5” -diskette (A:) object in the left-

hand pane and an object menu will be displayed. Chemseat and aFormat dialog

box will be displayed:

Choose the diskette’s capacity in the list box, the default is  FETEEAGEITIC NN
1.44MB (3%2"). Checleull in theFormat type . This format type . Casci:

will delete any files and check for bad sectors (areas) on the | 1440 35

diskette. ChoosBtart. RS-

" Copy system filez only

The disk is now formatted and information about the state of tI

diskette is shown when the formatting is finished. [

Tip: You can also seleQuick (erase)in theFormat type field. : | r oo
This formatting deletes any files, but does not check for bad I'Z Zoply summan uihen e
opy system files

sectors. It can only be used on diskettes which have already b ..
formatted once.

Copying files to a diskette

Your diskette is now ready to receive data. You will copy your documents to the diskette. Your
diskette will then contain what are called backup copies of your files.

11KE  Microsoft Word Doc. .
11KB  Microsoft \word Doc...
11KE  Microsoft Word Doc. .
11KB  Microsoft \word Doc...

Choose th@ocumeNTsfolder in the Explorer
window. Mark all your files in the right hand pane

and right click on the selection, which will display Open

object menu. Choosgend to » 3%" floppy(A). The .

documents are now copied over to the diskette. Quick View

Check the contents of the diskette. Try copying thd =/ 3% Floppy (A) |
files from the diskette to thesTTERSfolder. Try Cut 3 5% Flopey ©)

using the drag and drop method described on page 30.

Deleting files from a diskette

1.

Choose the 3%2" floppy (A:) object in the left hand pane. The contents are displ x

in the right hand pane.

Mark two files and presBelete or theDeletebutton, then presgesto confirm your
deletion.

Note that files which are deleted from a diskette are not transferred to the Recycle bin,
which means you cannot undo the deletion by usinytido button.
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Startup diskette

Luckily it is extremely rare for a PC not to be able to start from its hard disk. But it is still a
good idea to be prepared for such an eventuality by making a startup disk. This should allow
you to get into contact with your hard disk again.

1. Click on theStart button, choos8&ettings » Control Panel .
Double-clickAdd/Remove Programs Choose th&tartup disk tab.

2. Put an empty formatted diskette into the
drive. Click on theCreate disk button Install/Uninstall | Windows Setup - Startup Disk |

ﬂ Ifyou have trouble starting \Windows, you can use a startup
disk to start your computer. run diagnostic programs. and fix

3. FOIIOW theInStrUCtlonS YOU WI” be a'Sked any problems. To create a startup disk. click Create Disk
for your Windows95 CD-ROM or your TR
installations diskettes.

4. A number of files will now be copied over to your diskette, including a single copy of the
files CONFIG.SYSandAUTOEXEC.BAT.

5. Check the diskette by placing it in the floppy disk drive. Shut down your PC and then start
it up again.

Exercise 17: Help

In this exercise you will learn the following:

* to use the three options in the Help-program: Contents, Index and Find
» to display context sensitive Help, ie in a dialog box.

Get used to using the Help function whenever you are in doubt. Firstly it is a quick and easy
way to find out things you did not know, and secondly Help is common to all Windows
programs, so you will certainly be happy you can use it.

You activate Help by clicking on tHgtart-button and choosingelp. In many situations you
can also call up Help by pressiAg

Help is built up in three different way8Sontents, IndexandFind. Tl l Indes ] Find ]

1. Contentsis like the contents page of a book.
Index is an index where you can look up entries in alphabetical order.

3. Find is a database where you can perform a free search for certain words or word patterns
in the Help text itself, not just in the headings.
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Contents
This example shows how to find a help text which describes how programs are started.

1. Start Help by clicking on thé&tart button and choosing Contents | indes | Find |
Help.

Click. a topic, and then click Display. Or click ano

2] 1 you've used Windows before

2. Click on theContents button. @ Inroducing Windows
WL How To...
YR Prograrns
. . . ] Starting & program
3. Double-click on théHow to... subject. This opens the folder 2] Switching between programs

and you can see what it contains.
4. Double-click onRun programs. Once again you can see a list of contents.

5. Double-click onStarting a program. The point is marked with a? to show that it leads
directly to a “this is what you do” window.

6. A special window now opens which contains Windows Help _10] x|
instructions on how to start a program in Windows95 | el Topics Dptions
The window is designed to stay open while you folloy| To start a program
the inStl‘UCtionS. 1 Click the Start button, and then point to

Pragrams.

2 If the program pou want iz not on the menu, point

7. Notice that some words in the text have a dotted ; tcol_u;e Lolda that contains the program
: \ . : _
underline are and in a different colour. You can see o progEm
more information abput them by clicking on them. © it g st 3 progan. 3 bt appess on
When the mouse pointer gets near to them it change|  thetaskhar To switch from one nnning program
into a little hand ta another, click its taskbar buttan.

Tips

= If the program pou want ko start doesn't appear
an the Pragrams menu ar one af itz submenus,
paint ta Find an the Start menw, and then click

8. Atthe top of the window you can click on tHelp Files O Folders, Use the Find dislog bor to
topics button. This will bring you back to the Help lacate the pragram fe.
window from where you can find help on other _IRelated Tapics
subjects.

Using the index in Help

The index is often the fastest way to find something. In this example you will find some help by
looking up the words Screen saver.

1. Start Help by clicking g on th8tart-

) Contents  Index lFinu:I ]
button and choosingelp.

1 Tupe the first few letters of the word you're looking for.

2. Click on the hdextab. Type the subject
you are looking for in the field, in this |screen savers
case:screen
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Help

Double-click onSetti ng up or Customising(under 2 Click the index entry you want, and then click Display.
Screen Saverﬁ SCIEEN SaVErs

azsigning a pazzword for

combining with energy-zaving features
inztalling
zetting Lup or customizing
themes for the desktop

Just as in the previous exercise you will n¢ [ el M= E3

get a “how to do it” window, which will Helplopics| Back | Tptions |

remain on your screen while you follow the
instructions. To protect your screen by zetting up a
FCreen saver

you will be sent directly to 2 Inthe ligt in the Screen Saver area. click the

If you click on this symbol, 1 Click here ﬂ b wiew Dizplay properties.
the function you are asking J

about, in this cBssplay properties.

Searching in Help
The third tab in Help is calleldind. The difference between this aimdiex is that here you are

searching in free text, not just in subject titles. This allows you to find every Help text where a

particular word is mentioned, a word like ‘mouse’ for example.
If you have never usdeind before, Windows95 will automatically guide you through the
creation of a database.

Start Help by clicking on th8tart button [ Find Setup Wizard

and choosingjelp.

. . Find enablesz you to zearch for specific wardzs and
Click on theFind tab. phrazesz in help topics, instead of searching for
infarmation by category.

Click onNext andFinish in the next _ _ , ,
dial box. Wait for a minute while the Before you can use Find, Windaws must first create a list

1alog bo N a o [or databaze], which containg every word from pour help
database is created - and then it is ready file[s].

using to search in. To create this list now click Nest,

* Minimize database size [recommended}

" Mazimize search capabilities

" Customize zearch capabilities



Help 45

4. Type your search term in Field 1. In this example
- ontents | Index  Find
the word isShortcut. —L
1 Type the word(s] you want to find
[shorteud | Clgar
5. Narrow down our search by using Field 2. Choos|  zssec:m nsshiguods o narowou sescn oy

the word...key. FidSiier

Find Now
6. Asyou can see to the bottom of the dialog box, ' | o i |
. . Click a tapic, then click Display
three topics have been found in all. They do not  peErEmEEmmEGrm=T—-
necessarily have the wordBortcut key in their o e Vs
titles. Bkl 2amcig o 6 s i =

[15 Topics Found | [(Anwords, Begin, Auto, Pause ]

7. Double-click on the topic you want to see in field

[ O

Help in a dialog box

1. Dialog boxes have their own brilliant built in Help function. This is based on the simple
principle that you right-click anywhere in the dialog box where you want some help. A
message box sayiMyhat’s this? appears next to the mouse pointer. When you click on
this, a small yellow help text is displayed.

2. Tryin the Search dialog box. Click on tBeart % Find: AllFiles &

button and choosénd » Files or folders File Edit ¥iew Options Help

. . . - Name & Lacation | Date Modified | Advanced
3. Right-click on different places, clicking on the amotLocaton | Date Modifed | Advenced |

What's this? box when it appears.

Hamed: |

|__Cll:l|'<. B T -
What's This? | =l

W Include subfolders

Exercise 18: Printing and printers

In this exercise you will learn the following:

e to print a document
« to choose a printer, and stop a print out which is in process
« toinstall a new printer

Printing of documents
1. When a document is open it is usually printed by using the commRilan@rint .
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2. Inthe dialog box which is displayed you can choose
between the different installed printers by clicking on the
list arrow to the right of thélame field.

little printer icon
B the right of the

While printing is going on, a
appears next to the clock on
Toolbar.

Frinter
Mame: | .25 HP Laserlet 4L
Status: Idle
Type: HF Lazer)et 4L
‘where: LPT1:
Comment:

On page 40 you can read a description of how you print an document which is not open by

dropping its icon on a shortcut to a printer.

Cancelling a printout

1. If you want to cancel CIIEIEEEEN BEl &
a print out. double- Printer Document Yiew Help
I, k h, I | Document Name |Status |Dwner |F'logress |StartedAt
C I.C On. the little =] Microzoft Waord - | am hungry. | Printing Anthory 1 of 1 pages 143226 28-06-97
printer icon on the
Taskbar.
This displays a
printer window with Lt— L
1 jobsz in queus

a list of all the
documents which are in the queue to be printed.

Tip: You can view the same window by choos8igrt » Settings » Printers . Then
double-clicking on the icon for the printer in use, if you will stop the printout.

2. Right-click on the printout you want LI E L

Printer

to stop, then choose eitheause Document

Yiew Help

printing or Cancel printing .

| Status

| Dwner | Progre

" v Pause Printing
Cancel Printing

Fed... Anthony 5 of 3¢

Installing a new printer

When you want to attach a new printer you must install it first. This is made very easy by using

a special installation guide.

1. Click Start » Settings » Printers. Double-click on théddd printer icon.

2. Follow thePrinter installation guide. You will be asked for your :
Windows95 CD or installation diskettes during the process, in order to ¢ 4dd Frinter

the printer driver from it to your hard disk.
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Exercise 19: Control panel

In this exercise you will learn about the following:

* Regional settings, for example: numbers and currency formats

* mouse settings

» Keyboard settings, including the installation of foreign language keyboards.
« Help for handicapped users

* Adding new hardware

« to display information about your system

« to change sound effects

« to see information about your modem, or install a new one

Control panel consists of a LTI HEE
number of programs which e Edit Yiew Help
are used to adjust the basi(|« CortrlPare = |e@| o X[ = |s
. i m—i - —) 112 -
- e AA —
functions of your PC. & ¥ 5& i
Accessibility AddMew  Add/Remove  DatedTime Dizplay Fants
Optionz Hardware Programs Metuark
. . g S !J
Contr_ol_panel is a window .ﬁ é) i D \ =
Contalnlng a number of %Zﬁ'ﬁg:l Jopstick k.eybaard Madems Molze Multimedia System
program icons. They are
used for such things as %k I > % -
Settlng up the mousea Pazswords Printers chiﬁ:;]:t Sounds
altering the computer’s |
Calendar and CIOCk and Selects and tests your Scanlet scanner

national number formats and time zones.

1. Control panel is opened by clickirggart » Settings » Control panel .

Regional settings

The settings under thigegional settingsicon are very important. You might have .
already experienced that numbers and dates are presented completely differe a
two different PC’s in the same company. This can be in a program like Excel

Access where different people work with the same data on different machines FR=gional
explanation is that these setting are individual to every single PC. Settings

The tabs in th®egional settings
properties dialog box shows wha
can be set. This has special
relevance for how values are displayed.

Fegional 5ettings ]Number] Eurrenn:y] Tirne ] Date ]

International Choose Nationality (English - British) to tell other programs how they
should manage numbers, dates and the like.
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the number one thousand, five
hu_ndred a_nd fl_fteen Regional Seftings  Mumber l Currenu:y] Tirne l Date l Input
point five is written
1,515.50 in english Appearance samplas
speaking countries, Positive: Negative:
but as 1.515,50 on
continental europe. If _
you want to change Decimal symbol: I [
the number format so Ma. of digits after decimal: |2 j
it is correct for where N _
you live, this is where Dignigreuplng simash | |
_you do _it- The MNa. of digits in group: |3 j
illustration shows how
the settings should be Nosative o - r B
for United Kingdom. EFEE SN SRt

Megative number format: |—1.1 j

Currency Is it to be called _ _
$25.00 or 25.00$.1 anc Display leading zeros: |IJ.? j
how should negative Measurement system: |Metri|: j

mount hown?
amounts be sho List separator: |.' j

Time Should seconds be shown, and should it be a 24 hour clock, or with AM and
PM?

Date How should the date be shown? As 1st October 1997, or 01:10:97? These
functions can be important if you work with a database system and you find
that these values are shown in a confusing manner.

Mouse Mouse Properties HE

If you are left handed you should swap you 24 |Paie | Wotin | Genecl]

mouse buttons over. You can also alter the | Buttan configuration

speed of response for a double-click, andt = & Bihthanded " Left-handed

speed of the mouse pointer on the screen. (et Button: . Right Button:

_ _ Nomabiag! P oo by

1. Double-click on theMouseicon.

2. To the top of the window, choose

whether your mouse should be setup — p s ek spesa
for a left of right handed user. Tact e
Slow | Fast
3. To the bottom of the window specify 4 A
how fast a double-click should be for i =
to be understood as a double-click an
not as two single clicks. Move the
speed control to the right for this to be
ak Cancel Apply

fast, to the left for this to be slow. Mos

people find that a position somewhere
in the middle is best.



Control Panel 49

4. Test the double-click speed by double-clicking on the jack-in-the-box. If the figure pops
up, then Windows95 can understand your double-click!

5. The speed of the mouse pointer can also be adjusted. Click blotioa tab.

6. The top control regulates the speed of the e S
pointer. The further to the right it is, the fastert =  sow | Fas
pointer moves with the smallest movement of t = B
mouse itself. Puinter bai
If you set the control right over to the left, your ¥ Shaw pointer ras
mouse will beverysluggish. B | Long

7. ThePointer trail control gives your pointer a tai.
which follows it like a shooting star when you move the mouse. The control lets you
specify how long this tail should be. This can be a good thing if you think that the marker
is hard to see when you move it. Finish your alterations by preS$ing

Keyboard

The keyboard can be configured in many ways. You can adjust the speedo =
cursor and how fast a character should begin to repeat when you hold dowr ﬁl
key. Double-click on th&eyboard icon and experiment with the different

options in thekeyboard Propertiesdialog box K.evboard

Foreign language keyboard

TheKeyboard icon can also be used if you want to use a keyboard configured for a foreign
language. In France the keyboard in use follows what is called the AZERTY layout (these are
the letters in the upper row) whilst in England and the United States QWERTY is used. If you
can only touch type in French, you will have to install a french keyboard. After it is installed it
is easy to then switch between the two using the Taskbar.

This is how you install a foreign language keyboard:
Add Language

1. Double-click on th&keyboard icon. Language:

|Afrikaans

(Ere ¢

French [Swizz)

German [&ustian)

German [Liechtenstein)
German [Luxemnbourg) -

2. Choose théanguagetab

3. Click onAdd.

4. Choose the language you want and click on
OK.

5. Click OK - and put the Windows95 CD or diskette in the drive if the installation routine
asks for it. The keyboard layout is how installed.

6. The same dialog box lets you choose which of the installed keyboards you will have for
your standard keyboard.
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7. Remember that you should check Eheable indicator
. ged Language | General
on Taskbar checkbox. This means that you can alway == >/
see an indication in the Taskbar (next to the clock) Lorguege Lot

which keyboard is active. You can also move betwee  |@remniris P
your different keyboards by clicking on the indicator.

) ) ) Add Propetties | Remove ‘
So now you are all ready to write your memoirs in french, | T —
touch-typing in french! All that is necessary is that you leal

the language, if you cannot already write it. o o o

¥ Enable indicater on taskbar

Accessibility Options

The iconAccessibility Optionsgives access to a number of settings which can t j
those with disabilities: impaired sight or deafness, for example. But there is to &
one function which is useful for everyone. A beep wherCtiyes Lock key is Accessibility
pressed. This is not a bad idea if you are one of those who often hits this key L, IPtions
accident, and only later notices that you have written an entire page in capital letters!

1. Double-click onAccessibility Options ToggleKeys

14 Usze Togglebeys if pou want to hear tones when
\E ) preszing Caps Lock, Mum Lock, and Scroll Lock.

2. Click on theKeyboard tab. .
Mark theUse toggle keysheckbox W Use Togglekeys _ et |

Add new hardware

If you add a new physical component to your PC, you PC will be ‘clever’ enou
to find it itself. TheHardware installation Guide will start automatically next

time you switch your PC on. But in some cases this does not happen, and yo! 44 new
have to start the Guide yourself. Hardware

1. Double-click on thedAdd new hardwareicon.

2. The Guide will begin to look for any new Do you want YWWindows to search far pour new hardware?
components itself if you follow the
suggestion shown in the illustration. * Yes [Recommended]
" Nao
3. Click your way through the Guide. In most
circumstances everything will work as it should, even if you do not have any technical
know-how.
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System

Behind theSystemicon is a program which will show you general informatior

about your hardware and software. " |I
The Generaltab shows the Windows 95 program version, your registration Sz
number, and what sort of computer you have. Spstem

Device manageipresents all your computer’s technical devices in a tree structure.

Hardware profiles is rarely used. It is used when you want your machine to start up with
different hardware configurations.

Resourceshows how your computer is using its resources.

Fonts m
1. For every font on your machine there is a file in the C:\WINDOWS\FONT¢ ﬂ'
folder. You will usually find a shortcut to this folder in Control Panel. Douk

click on the shortcutonts. Fonts
2. Double-click on the font you want to se|["TIE Iy AT o) [ =[]
A test page will be displayed which can [ Brint

be printed by clicking on therint ———

button. PalmSprings (TrueType)
Close the test page by clicking Glose  [Typeface name: PalmSprings

[File size: 39 KB

[Version: 001.003

Copyright (o) 1992 Corel Corporation. All Rights Reserved.

3. You can delete a font by clicking on its
icon and choosindelete

abcdefghijklmnopgrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ

4. If you wish you had not deleted the font 1234567800..,("*12')

it can be retrieved from tHeecycle bin
See page37. 12 The quick brown fox jumps over the lazy dog. 1.

1z The quick brown fox jumps ovei

If you have also deleted it from the Recycle h ok b f .
bin, you can get it back by installing it again, [** The JqUICK PTrown 1ox jur

which is described in the following section.

. The auick brow-

Installing a new font

If you want to install a new font, you need the file from somewhere. In this example the file
RRKeyCap.TTF is on a diskette. The diskette is put in the drive, and you are ready to install the

font.
1. Double-click on thd-ontsicon. Choose thé&ile, Install new font...

2. Choose a drive and folder from the bottom of the dialog box. In this case it will be drive A

as the font will come from a diskette. Check that the checlclmpy font to Fonts folder
is checked.

3. Click on the file name - in this case RRKeyCaps Normal (True Type) - irathies field to
the top of the dialog box. This will select it.

4. Click onOK. And the font is now installed.
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Add/Remove programs

The Add/Remove programsgives you the option, among other things, of installing or deleting
Windows95 component&n page 33/ou can read about how you can view the contents of a
text file without using the program which created it, by u§ygck View.

Quick View is not necessarily a part of a standard installation, but if you have your Windows95
CD or diskettes to hand it can easily be added.

1. Double-click on theAdd/remove programsicon. AdFl‘:I#Fign:n
Click on theWindows Setuptab.

2. Find theAccessoriescheck box in Companents:
the list of components. It is quite v Elﬁccessibility Dptions 03ME =
likely that the tick is in a shaded box ie:s
This means that this group consists  |¥ <2 Lommunications 0.8 ME
several programs, and that only som |¥ “—Disk Tack 1.0ME
of them have been installed. (i Microsoft Exchange 0OME |

3. Click onDetailsto see which programs are already installed.

4. If there is not a tick bYQuick View then the program is  Camponents:
not installed. Click in the checkbox to set a tick in. 7 § Paint

5. Click OK and therOK again. The system will ask for P Quick View
your Windows95 CD or a diskette, and the program wi |¥ BScreen Savers
be installed. 4 ﬂﬁystem b onitor

Warning: Make sure you do not remove any existing ticks. If they are removed, then the
programs they refer to will be removed!

Sound

1. If you have a sound card installed you can liven up your computer by I!:
attaching strange sounds to different actions.. Double-click oBdbed e
icon. =]

Sounds
2. You can choose between the different sound ‘schemes’ to the bottom of uie

box. You can also make up your own by combining sounds and actions in the field to the
top of the dialog box. If you want to save your own personal sound ‘scheme’ then click on
Save as

Modem

1. TheModemsicon lets you see information about your modem, as well as ;
allowing you to remove or install a modem. g

2. TheGeneraltab shows whether or not a modem is installed. If you want tc Modems
install a modem, click on th&dd... button. The modem you wish to install
should be physically connected and turned on. The installation is an automatic procedure.

3. TheDiagnosticstab shows you which port the modem is attached to.
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Exercise 20: The Start menu

In this exercise you will learn the following:
e to change the Start menu
« to configure programs to start automatically

You have now opened programs by using the Start menu often enough. So it is about time you
learnt how to change its configuration so the programs you use the most are always at hand.

If you are always using one particular progr&ualculator, for instance, it is very useful to

have the program start automatically when you switch your PC on.

Adding objects to the Start menu
If you have an icon on your Desktop which you woul ) explorer

like to have on the Start menu, then all you need do %8 Start
drag it over the Start button and release the mouse button when = & nc

are there. The object you have dragged down will be added
automatically. The object can be a program, a folder or a docume

- Programs G
"¢ Documents r
I , Settings L4
1. Create a folder called=CTURESON your Desktop.

.| Eind v

Help

2. Drag theLeEcTURESfolder over the Start button and release th = —
mouse button. :

Run._..

Shut Down._.

In the illustration the ECTURESfolder has been dropped on the Start button as described above.
You can also click you way into My Computer or use Explorer and drag the object down over
the Start button from there. This works in exactly the same way.

i i
Removing objects from the Start menu e =
We will now remove theEcTURESfolder from the Start Tl ompes o he St mer, selec the e and
menu again. Stant Mera =]

=10 Programs
. . o= Exnlorer
1. Right-click on the Taskbar. ChooBeoperties . %Nu
: Motepad
2. Choose thé&tart menu Programstab. Click on J
Remove =
1] | f
3. Click on the object you want to remove. Notice that y e

can move up and down in the hearty by clicking on the
small plus and minus signs.

4. Click on theRemove then onClose then onOK.
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Starting programs automatically

If you use your Wmdow; calcglator Sound , X Mouse Focus
constantly, you can configure it to

start automatically when you switch [ &0 4 F] Rebecca Mail
on your PC. This procedure can be [ Ininctall "

used for all programs.
Every program which is under thatartUp menu point in the Start-menu is opened
automatically when the PC is switched on.

1. First try checking to see which programs start automatically on your machineslick
» Programs » StartUp. Maybe there is nothing there. But lets us see how we can make
Calculator a ‘self starting’ program.

2. Right-click on the Taskbar. ChooBeoperties .

3. Choose thé&tart menu programs Click — EizE 2]
onAdd. ChooseBrowse, ook [ windows HIEWE= =
Serifdl Systern |'win32app
. ShellNew Temp 1 ~ppurnins. exe
4. Go to thewinDows folder and click on the | ispl Temporary Intemet Files & Accstat eve
file cALC.EXE. Click onOpen. e g e
Sysbckup Ulead. dat
5. Click onNext. Go down to thé&tartUp
point. See dialog box below: Flensme:  [Caoens Dper_|
Files of type:  [Frogiame =l Tzl
6. Click onNext. Click onFinish. Now ]
Calculator will start automatically when Select Program Folder
you switch on your PC. . Select folder to place shortout i
If you want to remove this function, then you will %J e Netscape avgaio 31
need to use the method describe®é&moving object T Programing
from Start menu on page 51. e iy e
7] caur
7. Check that theALC.EXE program has been added to @g“ : i
the StartUp menu. i b Ulities
Click Start » Programs » StartUp miwim e

Mew Folder...
ok
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Exercise 21: File types and associations

In this exercise you will learn the following:

« to change associations for a file type

When you double-click on a document icon, the program in which the document was created
starts automatically. If it is a Word document, the Word opens and the document is loaded.
Double-click on the icon for a drawing made in Paint, then Paint opens automatically.
Windows95 “knows” which program to open because Word files are always called something
ending with.boc and Paint files always end witBmp - for example JOBSEARCHDOC and

DIAGRAM .BMP

In computer terminology, a file type @associatedvith a program.

If you have Word installed, then any file created with WordPad will automatically be associated
with Word, because they are saved a3 file type. If you want to documents to open in
WordPad you can alter the association. You can also alter the associations for other files, but
this only makes sense if the file can be read by the program you choose.

1. Go to thepocumENTsfolder. Choose the document
AM HUNGRY.DOC Click the program you want to uze to open the file | am
- " hungry. doc'.
I the program you want iz not in the list, click Other.
2. Hold shift down and right click on the icon. hoose the progiam you want 1o use
TUUDECODE -]
fvaisimap
3. ChooseOpen with. Scroll down the list and mark *:;:v“i’nij;'”
WORDPAD. B WINWORD
I@winzipﬂ
;}WDHDPAD ]

4. Put a cross in thalways use this program to open
this type of file checkbox. Click orOK.

¥ Always uze this prograrn to open this tpe of file

QK | Cancel | Other... |

From now all.ooc files will be opened in WordPad - until you
alter the association again.
Displaying file types and other Explorer configurations are described further on page 35.

Exercise 22: Back-up copies

In this exercise you will learn the following:

* to make a back-up copy of some files to diskette using the Backup program
« to re-establish the files on the hard-disk

You should make back-up copies of your data files regularly . This can be done to diskette.
Backup is a useful and easy program, which can also be used to make copies of files which are
too large to fit on a diskette. This could be a file containing a lot of graphics, or a database
created in Access.
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If you want to make your life easy, you will save all your data files in subfolders to the one and
the same folder, for example youbcUMENTSfolder. This makes it easy to take a back-up copy
of everything at the same time.

1. Open the Backup program by usiggart » Programs » Accessories » System tools »
Backup.

Tip: You can also open Backup by openiMyg computer and right clicking the icon for
the (C:) drive (or the hard disk you want to take the back-up from). Crogssties ,
and click on thélools tab. Click onBackup now.

2. YOU m|ght have tO C“Ck ‘wihat to back up: < Preyiaus Step | Mext Step » |
your way through a couple
of help boxes. After this | Zfetliesioback up

Desktop -

| size | Type | Madified

you reach the actual - My Computer lam hungi.doc 11264 Microsoftw'.. 270697 22
i ~[] = 3% Floppy (&) T My haliday in Aus... 11264 Miciosoft .. 27-06-97 22
baCkup picture. Mark the -] &2 5% Floppy [E:] W My awn docume... 11264 Micrasaft .. 27-06-97 1
folders (and subfolders) ‘%‘"% S—E“‘-mm (T M Letter to Otta Ha... 11264 Microsaft .. 27-06-97 21
. . etters
which you wish to backup |  -®& pecumerts

Then click onNext step.

3. Put an empty diskette in the floppy disk drive. Click on the symbol for thet
drive. Then click orStart Backup.

4. Type in a name for your backup copy set, likeily and click onOK .
The copying now starts. You will be asked to put new diskettes in th g0 st
drive at regular intervals if they are needed. Remember to label you [pagea st
diskettes with numbers and other information!
When the copying is finished, save the disks in a place which is secure against fire,
explosions and flooding - a safe deposit box in Switzerland, or between the knives and
forks in the kitchen draw for example.

Restore

This program is used if you want to recopy your files from the diskette copies to the hard disk.
The files will be placed in exactly the same folders as they were in when they were copied to the
backup diskettes.

1. Putthe diskettes in the floppy disk drive and open the backup program as was described
above.

2. Click on theRestoretab.

3. Click on the symbol for the A drive and on the backup set you wish to use, (there can be
several on one diskette). Then clickdext step

4. Place a check mark by the files and/or folders that you want to restore. The clitdion
restoring. The program will now run automatically.
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Exercise 23: Running programs

In this exercise you will learn the following:

* to run a program, including an installation program
« toinstall Office 95 or a similar program from a CD-ROM

Installation

In your new life as a PC user you will probably come to install many new programs. Luckily it
is usually completely problem free.

The installation itself is done by a program which usually needs no more than to be started. If
the everything is as it should be, then an installation will nearly always run painlessly.
Windows95 belongs to the generation of PC’s which have a CD-ROM drive fitted as standard.
There is a huge advantage with this. Installing a program from a CD-ROM goes very fast, and
you do not have to much around with a huge pile of installation diskettes.

Installation from a CD

Microsoft Office is an integrated program pack containing Word (word processing), Excel
(spreadsheet), PowerPoint (presentations), Schedule+ (calendar) and Access (data-base). Access
is only included if you buy Microsoft Office Professional.

MS Office is currently the most used program in the world. KnowWare has published books
covering Word, Excel and Access.

In this example we will install MS Office from a CD-ROM. The same method can be followed
for all other programs which are supplied on CD.

Put the CD in the CD drive. Close all running programs on the PC so you can see the Desktop.
The Taskbar should not have any minimised programs visible.
Run
1. Click onsStart * Run. You will now
see a dialog box. The idea is that yc =y ﬁﬂﬁ;ﬁﬂjﬁ”&jﬂﬁﬁﬁ%’g[‘“ 5210 60 & 2 T, EIe
will type the name of the file to run
in theOpenfield. Open: | =l

You should specify the installation Cancel | Browse. . |
file here. If there is already
something in the box, then delete it
by pressing th®elete key.

The installation program will nearly always be calledTALL.EXE or SETUREXE. In this
example it will be found on the D drive, which is the CD ROM. If you are not totally sure
what the file is called, then you will have to click Browse which opens a window of the
same type as that shown below.

2. Choosevly computer in theLook in field. Double click on the symbol for the CD drive,
(usually D). Click orinstall.exe. Now the right file is chosen, which in this case is
D:\Install.exe. Click onOpen.
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3. Click onOK to start the installation. The Run 2] ]
|nSta”at|On Star.ts' If you ha've not a'l_ready ——=|  Type the name of a prograrm, folder. or document, and
closed all running programs, you will now be & *indaws wil aper t for you.
aSked to dO SO. Open: |D:\Setup.exe ﬂ

4. Before the program begins to copy all the file: ok ] ool | Bowe |

over to your hard disk, it will check to see tha
there is enough space.

5. It will also ask you to make a number of choices. For a standard installation all you need to
do is agree with the program’s suggestions by pre&siteg every time. The installation is
then carried out.

Installation from diskettes Browse

. . . . Lookin: [ 3%Floppy (&)
Installation from diskettes are carried out in exact
the same way as from a CD.

Forts
Setup.exe;

The difference is that you will have to go in and fir
the installation files (still usuallWSTALL.EXE or

SETUPEXE) on the A drIVE File name: |Setup.exa Open |
Files of type: |F‘rograms ﬂ Cancel

In practice there is also the difference that the
installation will take longer and it will usually be
necessary to swap diskettes during the installation. Microsoft Word on its own takes 10
diskettes!

Exercise 24: The Hard disk

In this exercise you will learn the following:

« to check the hard disk for free space
» to check the hard disk for faults and repair them using ScanDisk
« to maintain your hard disk using a disk defragmentation program

In normal use you can really just forget about your hard disk. But once in a while it is a good
idea to give it a long hard look, and repair any problems which may have occurred.

Free (empty) disk space

1. OpenExplorer or My computer. Right B My Computer M= E3
click on the icon for the hard disk (usually File Edit ¥iew Help
C:). ChooseProperties .
. —
2. The screen display shows how much free |3 Flopey (&1 5% Floppy (B:) {50
disk place there is left on your hard disk. . B
Stay with this window open, and go to il _ =
ScanDisk in the next section. Control Panel  Printers Diale
4] | i

1 object(z] zelected Free Space: 5.89ME.
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ScanDisk

ScanDisk is a program which checks your hard disk for errors ;
H . . General ool

fix any problems which may have arisen. It can also be used t¢

check diskettes. Ly, Y bt checkedi dive o e &

~

LCheck Mow..
1. Go intoProperties for drive (C:) as described above.

2. Choose thdoolstab Click onCheck now...

3. Choose the (C:)-drive (or (A:), if you want to check a
diskette). 7

Select the drive(s) you want to check far enors:

.y 3% Flappy (&)

4. ChooseStandard if you want folders and files checked, or |2g™"
Thorough if you also want the hard disk checked for Tgoutics
physical defects. & Stangad

[checks files and folders for errors)
¢ Thorough

[performs Standard test and scans disk surface For errars)

5. CheckAutomatically fix errors, and click orStart. The
disk scanning now begins, and you should be patient as i.
can take quite some time.

[ Automatically fix erors

Defragmenting

'Fragmented’ means that your files have been split up into small pieces. Your documents and
other files are not stored in one whole piece on your hard disk as you may have imagined. They
are split up into little pieces which know where each other are placed. This is done to make
most effective use of the space on the hard disk.

If there is a small space on your hard disk, a free ‘sector’ then a bit of a file may well be placed
there. But after a while this clever system has its disadvantages, the files get too split up and
your machine will begin to run more and more slowly. It takes some energy to split files up and
then re-assemble them again.

By defragmenting your disk you ensure that the files on your hard disk are not split up more
than is absolutely necessary. This means that everything runs as efficiently as possible again.
You should defragment your hard disk every now and then.

1. Go intoProperties for drive (C:) in the [N SCIEEIEIIC [2]x]
same way as described above. Diive Cis 1 % fragmented,

Choose thdools tab. E\]

You don't need ta defragment this drive now. [F pou want
to defragment it arpway, click Start,

2. Click onDefragment now... If there
is no advantage in defragmenting the
drive Windows95 will tell you. In that Start
case just click ofExit. If you want to —
defragment the drive anyway, click on
Start.

‘ Select Drive Advanced...
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