Introduction to Computing

Introduction to Windows 2000/XP
The following exercises are designed to familiarise you with using Windows 2000/XP.

When you have completed them you will be able to:
e Start programs using the Start menu and Desktop icons.
e Switch between programs using the task bar
e Use Windows Explorer to:
= Identify Drives, folders and files
= Create a new folder in your home drive
= Move, copy and delete files
= Open a file and its associated application
= Create a shortcut on the desktop
= Find files

Terminology

Once you log in you are placed on the desktop.
You can use icons on the desktop to open programs and files.

The taskbar is at the bottom of the screen. You use this to switch between the different

applications (programs) that
you are using.

At the left of the taskbar is
the Start button. You use
this to start programs and
also to log out of (close)
Win2000/XP when you have
finished.

Exercise 1: Use the Start
button to start a
program

1. Click the Start Button

2. Move the mouse over the
Programs icon to display
the program menu.

3. Click the Microsoft
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Introduction to Computing

Exercise 2: Start a program using an icon

This time you will start Word by using its shortcut icon on the desktop. Find the Word
icon and double-click to start the application. (Double-clicking can be a difficult but it's
worth persevering. Alternatively you can click once on the icon and then press the Enter
key on the keyboard.)
Instead of closing the program this time, use the minimise (the one with the _ ) button.
You will be returned to the desktop and you will see an icon in the taskbar representing
the minimised program.

[iesavaso| YOU Can click this to return to Word.

Exercise 3: Switch between programs using the taskbar

Find the icon for Windows Explorer (or using the right hand mouse button and “right
click” on the Start Button and select Explore). Open the program and then minimise it.
You will now have two program icons on the taskbar. You can switch between the
programs using these icons.

Close Word by right-clicking on its icon and then clicking

close. The icon will disappear from the taskbar. | Aerpling -ty | By Micosott Word-D..

Exercise 4: Familiarise yourself with Windows Explorer
Make Windows Explorer the active application and maximise it to fill the screen

Take some time to familiarise yourself with the contents and layout of the Windows
Explorer screen.

e Identify the icons representing drives, folders and files.

e Experiment with expanding and collapsing the drive listing in the left pane.

e Try displaying the contents of different drives and folders in the right pane.

e Double-click a folder icon in the right pane to open it and display its contents.

e Finish your exploration by closing everything in the left pane except for My
Computer and your home drive.

Exercise 5: Create a new folder

1. Click on your home drive to display its contents. Make sure that its name appears in
the box at the left of the toolbar.

Wiew 3

2. Click the right mouse button anywhere in the blank space in the brtange oons  »
right pane to display this shortcut menu. Move the mouse down to ;tp'
New and then click Folder (with either button). Pasi St

3. A new folder with the temporary name New Folder appears at the hopoties . Shotek
bottom of the listing in the right pane. Type a new name for the . ohe
folder. In this case call it itc.
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Introduction to Computing

Note: Folders are normally displayed before files in the listing but new folders always
appear at the bottom. Click the View menu and then Refresh to update the display and
show the folder in its correct position.

Now try creating a subfolder called temp inside the itc folder you have just created.

Exercise 6: Download a file

You will now download a file to the itc folder that you have just created. The file you are
going to download is called Welcome.doc and there is a link to it on the ITC course page
on the web.

1. Open the itc course page in Netscape.

2. Click the link for Welcome.doc in the Files section of the Course Outline.

3. You will then see this dlalog box. | W arning: There iz a possible security hazard here.
Choose the option to Save to Disk

. i Opening:
. EthfhdegaUIt)Aandq CI“CkbOK- | <\) Welcome. dos using WINWORD EXE.
. In the Save As dialog box, !

navigate to your home drive and

the itc folder you just created and “wéhier you download a file from the netwark, you should be
then click Save aware of zecurity conziderations.
5. Go back to Windows Explorer & file that containg malicious programming instructions
and open your itc folder to check . could damage or otherwise compromise the contents of
- i Ler.
that the file has been downloaded HOUTCEITREEET

to it. | “ou ghould only uze files obtained from zites that pou brust.

“WWhat do you want ta doowith this file?

¥ Always ask before opening this type of file
™| Upen GLE sewerinplace

—F

oo T T

The full filename and path for your file is shown below

/J:\itc\?velcomex.doc \

Drive Folder Filename Extension
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Introduction to Computing

Exercise 7: Open a file and an application at the same time

You can double-click on a file name in the right pane to open the file and start its
associated application at the same time. Try this by double-clicking on the welcome.doc
file in your itc folder. Word will start with this file as the active document.

Return to the Explorer window.

Exercise 8: Rename a file

First make a copy of the welcome.doc file to the temp subfolder. Open the temp
subfolder and right-click on the filename and then click rename from the shortcut menu.
You can now type a new name for the file. Rename it first.doc.

Note 1: You must type the extension for the file if you rename it in Explorer although
this is added automatically when you save the file in Word.
Note 2: You can use the same method to rename a folder.

Exercise 9: Move afile

When you copy a file there are two copies of the file, one in the folder you copied it from
and one in the folder you copied it to. When you move a file there is only one copy. You
remove it from its original folder and put it in a different one. To do this you follow the
same process as for copying except that you click Cut instead of Copy in step 2. Try this
out by moving the file you renamed first.doc from the temp subfolder to the itc folder.

Exercise 10: Delete a file and a folder.

To delete a file you simply click on its name to select it and then press the Delete key on
the keyboard. Delete the file first.doc that you have just moved to the itc folder.
Now delete the temp subfolder.

Exercise 11: Create a shortcut on the desktop

You can create your own shortcuts on the desktop for files or programs that you use
frequently.

You will now create a shortcut for the welcome.doc file so that you can open it from the
desktop.

First arrange your windows so that you can see the desktop as well as the Explorer
window. Right-click the filename (welcome.doc) that you want to create a short cut for.
Click Create Shortcut from the shortcut menu. An icon named Shortcut to
Welcome.doc will appear at the bottom of the listing. Use the mouse to drag this icon
on to the desktop. Double-click the icon on the desktop to open the file.

School of Computer Science & Information Systems
Birkbeck College
October 2002
W2kintroexs.doc

Page 4 of 6
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Exercise 12: Find a file

Click the Start Button Search Icon on the Toolbar to see the Search for Files and Folders
dialog.

=10l
J File Edt View Favorites Took  Help ﬁ
Type the name of the file you J “PBack - = - || QSearch [ Folders @History | FERLr M | -
are looking for. | Address = 1 ] @6
You can use “wild cards” Search X || Name £ | Slzel Type | Modified | o
Ct Mew ‘ @ | Birkheck File Folder 24j09/2002 15:33
[} CD-Copies File Folder 08{07/2001 19:50
Enter text found in a document f] Search for Files and Folders 24 (™ compag File Felder 24j09/2002 11,27
you are searching for (_JDacs File Folder 27102/2002 20:16
Search for files or folders named: " 1Documents and 5., File Folder 24{09/2002 10:39
¥ (" drivers File Folder 24/09/2002 11:23
X DHPRDQ File Folder 05/08/2001 07:15
Cortairing test: (IProgram Files File Folder 25/09/2002 10:26
? _IRECYCLER File Folder 07/07/2001 16:14
Select the drive to search - I System Volume In... File Folder 07{07 /2001 13:29
from dr whn i (1 Temp File Folder 0%§08/2001 07.07
om dropdo . \4ﬁ Local Disk [C: j [ ils File: Folder 03j02/2002 11:57
D WINNT File Folder 25/09/2002 10:28
Stap Search | i)| _MNavCCltLog 3KE  Text Document 05/08/2001 11:30
/" i arcldr.zxe 146 KB Application 07(12/1999 13:00
Start Search Seaich Opfions »» [Tarcsetup.exe 159KE  Application 07]12/1992 13:00
Seach for othar items [ aumoEsEC.BaT OKE M3-DOSBatchFle  07/07/2001 13:08
Fles o Folders j baot.ini 1 kB Configuration Settings  07/07/2001 14:00 o
R ] COMFIR.5HS OKE System file 07j07/2001 13:08
Computers
Peogls ] hiberfil.sys 65,072 KB  System file 2509/2002 08:51
=1|[#]10.5vs OKB  System File 07072001 13:08
Internet 2 | =] manos.svs MNKR_ Swstem File M7 (200 1308 =
|25 objects) 160 mB = My Computer 4

Type welcome.doc in the Search for files and Folders box and select your home drive
in the Look in box.

Click Find Now.

You should see the name and path of your file in the listing.

You can double-click on the file to open it in the same way as from the main Explorer
window.

If you are not sure of the name of the file you are looking for you can use wildcards.

* replaces any sequence of letters, ? replaces a single letter.

For example, *.doc would find all files with a .doc extension (i.e. all Word files).

You can also use the Search Options tab to restrict your search. By clicking on Date
you can search for files modified between certain dates; Type allows you to limit the type
of files which will be returned by the search. Size allows you to specify a minimum or
maximum size. Advanced Options has one feature that should be set as default; Search
Subfolders. This allows the search to look in folders within folders

Try out some of these options for yourself.
Try searching for a file containing the text “Congratulations on successfully copying this
file”
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Logout

It is important to log out once you have finished your Windows 2000 session to prevent
unauthorised access to the network.
Click the Start Button and click Log OFF.

Shut Down Windows

@ what do wou want the computer ko da?

zmbla

Ends wour session, leaving the computer running an
Full power,

(0] 4 I Cancel Help

When the Shut Down Windows dialog appears you will normally want to accept the
default choice to End your session, leaving the computer running. This returns to the log-
in screen to allow another user to use the computer.

Click OK to do this
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