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Installing and Managing a GUI

Using On-line Help in Windows

Windows comes with an extensive Help facility. To access the Window's help
choose:

o Start
* Help

The following help screen appears:
Help Topics: Windows Help I
Cantents | index | Find |

Click a topic, and then click Display. Or click another tab, such az Indes.

@ Haow To..

@ Tipz and Tricks
@ Troublezhooting

Display I Brrint... Cancel

Using Contents in Help

From the diagram above it is possible to see that help can be accessed through
Contents, Index or Find. The contents area has four main areas of help:

e Introducing Windows
e Howto...

e Tips and Tricks

e Troubleshooting
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To use contents, double click on any of the topics and a further list of topics appears.
A topic shown with abook beside it has further topics within it.

A topic shown with a? has a help screen within it.

Once a help screen isfound it can be printed by choosing Optiong|Print Topic.

Exercise
Using Contents in Help find out the following:

a) How to.
=  Safeguard your work
= Backing up files

b) Tipsand Tricks
= Setting up the Desktop
= Customizing the taskbar



Installing and Managing a GUI

Using Search with Help

In addition to categorising the help, it is also possible to search through help by
keyword. To search help:

. Open Help using Start|Help
. Click on the Index tab and the following dialog box will appear:

Help Topics: Windows Help i

Contents  Index ;Find ;

1 Type the first few letters of the word pou're looking for,

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

12-hour clock, changing to i!
24-hour clack, changing to
22-bit PC card
dizabling zuppart far
dizplaying the status indicator
enabling support for
Flash memary card, inztaling suppart for
remaving a PC card
glotz for PC cardz, specifying the number of
SRAM memory card, instaling support for
troublezhooting
turning off zound effects
about new features
accesz control
controlling access to shared resources
folder pagswords
Met\w are zerver paszword _‘_'_j

Display i Eint... 1 Cancel i

. Enter the first letters of the word to search for in the Text Box labeled 1 above.

. The bottom dialog box will display topics beginning with the letters entered in
box 1.

. Select the topic listed and click on Display. A further list may appear in which
case a further selection will need to be made and then a click on Display again.

A help screen will appear.
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Installing and Managing a GUI

The Disk Management Program - The Explorer

Within Windows 95 file maintenance tasks, such as copying and deleting files, are
carried out using a program called Explorer. The Explorer is an integral part of the
operating system and does not need to be added as an extra.

To open the Explorer:

. Click on the Start button in the bottom left-hand side of the screen

4 Start |

. A menu similar to the following will appear

Programsz L4
o Documents J

Settings k

Eind k

Help

Burn...

Shut Down. .

t (2 Exploring - Hi202

. Click on Programs to display another menu

. Select Windows Explorer from this menu
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Installing and Managing a GUI

A picture similar to the one shown below will appear giving a view of the disks on the
current system:

BY Exploring - [C:)

Fil= Edit “iew Toolz Help

|.-’-'l.II Folders | Contents of * [C:]
- &3 3% Floppy &) [N | (0 Windows
(SR = I ] |1 Adobeapp @.&utaexec.bat
B0 Acrobat3 " Batch =] Autoesec. dos
{1 Adobeapp " 1Ech Bootlog. pry
(] Batch £3 Bde? % Bootlog. kst
gg 23532 "1 Books ™ cammand.com
o . .
Cabinet Config.d
# 0 v s
~(3 Cabinet K ’ Flco P'?IEIPF AUTOEXEC [BEFORE 1
{21 Exchange pems- = i [
E-E Kpems 1 Multimedia Files @ Cr_atapi.sys
5120 Mulimedia Files 23 My Documents Chrrmsys. sps
{23 My Documents - Medires Dethog. tat
{27 Mediree - Profs E Emm386.exe
-2 PmE5 % Frogram Files % ffastun. ffa
{23 Pragram Files pafonts | fastun fl
-1 psfonts I@F!eu:_l,lc:lecl @ ffastun.ffo
% Recycled | temp @ ffaztun. ffx
{1 temp 2] Ul Q Hirmern. sps
-3 Ut | 'webPage? 9 lozps
- WFbPEQEE 0 'wWin32hpp Iplap.clg
F-20 Win32app
-0 Windows :J 4| _pl
|52 object(z] {20 MB [Digk free space; 1.47GE]

ﬂ Staltl ¥ Microsoft \Word - | A% Microsoft Excel I E untitled - Paint “@ Exploring - [C:) |m<€i: 12:06 P

The scroll bar in the middle of the two window panes scrolls the left sidéo(tier

window pané showing all the secondary storage drives on the system. The right hand
side of the explorer (theontents pané shows the files and folders within the

currently selected secondary storage area.
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Installing and Managing a GUI

Interpreting the Explorer Windows

Any computer system has a number of disk drives (secondary storage areas), with
each allocated a unique letter. The following are the most common drives found on
computer systems:

Drive Letter Location

Disk in the first floppy disk drive
Disk in second floppy disk drive
Main hard disk

Second Hard disk drive

CD Rom drive

Network Storage areas

TmoO|(w »

Each disk can be subdivided into folders (formally called subdirectories) that can be
further broken down into more folders. In this way an area can be treated as smaller
sections so that it is easier to find files. The folders for a certain drive produce a tree
structure with branches coming off the main drive. For example the following shows a
typical tree for the A: drive:

BX Exploring - 1998

File Edt “iew Toolz Help

| &l Folders
@ Dezktop -
- =) My Comnputer
This grey line ~| (=1 3% Floppy [4:)
indi [ =7 Letters
indicates these arg T~ 5=
the first level of A 0 Inward
L ] -] Reports
folders inside A:
-] Extemnal

~|
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Installing and Managing a GUI

The dotted lines show the branches of the tree. In the above example the Letters,
Reports and Tables folders are all at the same level. Inside Letters is the folder Inward.
The Reports folder has the two folders named External and Internal. The tree shown
above in the Explorer could also be drawn thus:

A\

|

]
| Inward | | Internal || External| | 1997 | 1998
[

| New || oOld |

The Explorer indicates the existence of further folders using the + sign. For example
the following shows folders oop and Pwa have more subfolders within them. Folder
Pascal has no further subfolders:

(0 oop
] Pascal
-] Pwa

A single click on the + sign will open the folder to show the folders within. A minus
sign indicates that the folder is open.

Valid file and folder names

It is possible with the introduction of Windows 95 to use almost any name for a folder
or filename. Even spaces are allowed in the name. Quite often filenames also have
what is called an Extension. The Extension used with the filename is the three letter
portion of the name placed after the full-stop. For example:

Demo.Doc

has a filename of Demo and an extension of Doc. Folders do not normally have an
Extension on their name.

The extension is generally added to the filename by the program in which it was
created. Using the filename Extension, the Explorer can tell which program the file
was made with. This can then be used to open the appropriate program when the
filename is double clicked from the Explorer. For example the following shows a list
of files in the Explorer:
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Installing and Managing a GUI

B CRMDFul<LS

ﬁ Crndpp. =lz
ﬂ Letter].pE5
'@ PPErw.Doc
B PPList1 . sl
T TAFEEnv.doc
T TAFE List.doc

ﬁ Tral.xlz

The small icon beside each filename shows the program that is associated with each
file. The file PPEnv.Doc is associated with Microsoft Word while the file Trial.xls is
associated with Microsoft Excel. Instead of opening Word and then opening the
document PPEnv.Doc, for convenience the user can double click on the name of the
file in the Explorer.

If the Explorer is not showing the file extensions after the filenames click on:

e Tools in the menu

e Options

» Make sure the View tab is visible

» Take off the tick in the Hide MS Dos file extensions ...
e Click OK
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Installing and Managing a GUI

To change Drives and/or Folders

To look at the contents of a certain disk drive find the correct drive on the left-hand
side of the Explorer and click on the + sign beside the name of the drive. The folders
in that area of the system will appear under the Drive name on the left-hand side of the
Explorer. To view the files in a certain folder, click on the small yellow folder icon
beside the folder name and the folder will open with the files displayed on the right
hand side of the screen.

All Folders | Contents of 'Lewel007"
=] Games (& ] |8] Blocks0.raw
[ AiHockey 8] Blacks1.raw
(] Che @ Colours
""" {1 Dare ] Colours.000
C:! Dd @ Colours.007
- Qe =] Caltahy
L el ] Leveln01 000 The contents
1 el Levell2 =] LevelDD1.001 of the folder
Click here ”'g t::::ggi =] Map appears here
to open the ,__3 Levellls 8] Map2
folder 13 Levellns
{2 Levelld?
7 LevelD02
{2 Levellld
{1 Replay
{1 Samples
¢ LI Saves
Cj Doam
(23 Doom Level Editor
#-{Z] Doom?
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Exercise

1. Open the Explorer using Start|Programs|Windows Explorer

2. Write down the names of the different Drives on your computer.

3.  Open the C: Drive and write down the name of the Folders on the first level.

4.  Draw a tree diagram of the folder structure on the C: drive.

Bgsford 26
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Installing and Managing a GUI

Formatting a Disk

Most floppy disks bought today are already formatted ready to hold work. Sometimes
however, when a disk has been filled and the user wishes to wipe the disk clean
formatting of the disk may be required. Formatting of the disk sets up the filing
system on the disk ready to hold work.

Formatting deletes ALL files from the disk.
To format the disk in drive A:

. Ensure that the A: drive is not selected. To do this select one of the hard disks
for example C:

. Click theRight Mouse Button on the picture of the disk beside the A: Drive

Click the Right
Mouse Button here

./
+-i=D 3% Floppy [&:)

. The following menu will appear:

Explore
Open
YET
Fird...

Copy Diizk. ..

Format...

Create Shortout

Froperties

. Select Format and the following dialog box appears:
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Format - 3% Floppy [A] !

Capacity:

1.44 Mb [3.5" Skart

—Farmat type -
% Quick [eraze]
™ Ful

i~ Copy system files anly

— Other options
Label:
[MAHYANNE ML

[T Holabel
¥ Display summary when finizhed
[ Copy system files

. Select the type of format required: Quick or Full
. Enter the label if required
. Click on Start

Wait until the formatting is complete. Press Close and then Close a second time.

Creating a New Folder on a Disk

To create a new folder, in the left-hand window of the Explorer click on the drive
name or folder name, where the new folder is to placed. Select:

* File
* New
» Folder

A new folder appears on the right hand side of the screen with the name New Folder:

Desktop

= = My Computer

. &2 3% Floppy (&)

- @0 Letters
= Memos
3 Mew Folder

While the name is blue enter a new name for the folder and press Enter. Note: There is
no need to delete the old name, while it is blue it is ready to be replaced.

Bgsford 28
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Installing and Managing a GUI

Renaming a Folder

To rename a folder:

* Click on the folder name it will turn blue
» Click once more on the folder name - wait and a cursor will appear in the filename.
» Delete the old filename and enter the new name.

Removing a Folder

To remove a folder from the tree:

* Click on the folder name and it will turn blue
» Press the Delete key

» Windows will ask to confirm the deletion
e Press Yes

Alternate Technique

Creating, renaming and deleting folders and files can also be achieved through the
pop-up menu accessed with the Right Mouse button.
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Exercise

Open the Explorer in Windows and perform the following operation:

1. Format the disk in the A: drive.

2.  Create the following tree structure on the disk in A:

% Deskhop -
= & My Computer
. [E-&2 3% Floppy (&)

:H::i Graphz

{:! Frojections

; L Trends
= Macros

3. Check that the folder names are all spelt correctly. If not then use the rename
facility to correct them.

4.  Remove the following branches from the tree:

Personal
Sheets
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Managing Files in the Explorer

Selecting Files or Groups of Files

Many of the operations in the Explorer require that one or more files be selected
before the operation is carried out.

To select a single fileclick once on the filename in the right hand window pane of the
Explorer. The filename indicates it is selected by turning blue.

To select a set of files in a list
 click on the first required filename in the right window

* hold the SHIFT down and click on the last required file in the list.

IZ! (4305 ;I 1 E nercises

-0 14306 20 Images

=3 14309 T\ 0TP doc :

-2 Disk Click here
1423 PMakers

- -] PMakerES

(-0 1405 I

:_H:! [kFA0E .'......._::T:

- 415 ——

:._-l j [t l@t':":-d':": Hold down

[ th203 toc bt SHIFT and

-0 1th302 click here

To select filesfrom an area of the tree where the filesrakin a continuous listuse
the CTRL key to click each filename:

/ Click here
OTP.doc

=] DTRCover.pr Hold CTRL and
| = .

Fage2¥a.pmb click here
pagedZa.pmb

2] page34a.pms <« Hold CTRL and

page3da.pmb

- pe—— click here
I@ ey — Hold CTRL and
click here
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Deleting Files

The simplest way to delete a file from a folder is to move to the disk and/or folder
where the file is located. Click on the filename and it will become blue. Press the
delete key, then Windows will ask, Are you sure? Click Yes.

Copy Files

Copying a File or Many Files from One Folder to Another on a Different Drive

. Select the files to copy as described above - they will turn blue

. Scroll the middle scroll bar so the folder to capty is visible in the left
window

. Position the mouse pointer over the selected files in the right-hand window pane

. Hold the left mouse button down, then drag the file to the new folder - when it is
over the new folder the folder name turns blue

. Release the mouse button

. A window will show the files copying

Copying Files into another Folder on the same Drive

When a file is dragged and dropped into the same drive it will actually move the file
not copy it. To make a copy of the file hold the CTRL key down while the file is
dragged and dropped.

Moving Files

To move a file means its location is changed, the file at the original location will be
removed. When a file is copied into a different folder on the same drive the file will
actually be moved. To make a file move from one drive to another uS¢th@ key
while dragging and dropping and the file will move, not copy.
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Install and Configure a Printer

To install a new printer onto a system:

. Choose Start

. Settings

. Control Panel

. Double click on the Printers icon

The following screen appears:

B3 Printers =] E3
File Edit “iew Help
I'E%_} Printers j I 3 II@' x":u! }(ll
__________ 0 @
i b
HP Desklet  HP Lazerlet  HP Lazerlet  MS Publisher
BA0C Series AP AP /AP Color Prinker
Printer FostScnpt
M5 Publisher
Imagesetter
|E ohject(z) Z

Double click on the icon marked Add Printer. The wizard to add a printer will begin.
Answer the questions as follows:

1. Indicate if the printer is local or networked.
Choose the Printer Manufacturer — usually located on the printer e.g. Hewlett
Packard, Epsom etc

3.

continue
4.  Select the port — LPT1:
5.  Give the printer a name
6.
7.

Pause, resume and cancel print jobs

If a separate disk has come with the printer place it in the drive now otherwise

If the printer is to be the default printer click on the radio button
Print a test page to ensure the printer is working.

To work with the printers that are installed on a system choose:

asford
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Installing and Managing a GUI

. Start

. Settings

. Control Panel
. Printers

When the window shown above appears double click on the name of the printer to
maintain. The following screen appears for managing print jobs:

& HF Lazerlet 5P/5MP PostScript - OFf Line

Printer  Document  Wiew Help

D ocument Mame | Statusz | Dwner | Progrezs | Started At
Microzaft \Ward - ManagingGUl doc Printing 0 bytes of 985KE  2:54:38 PM 02-May

< |

1 job= in quewe

N =

The Printer menu option allows the printer to be paused. The Document menu allows
the actual print job to be paused or cancelled. To remove all jobs from the printer
gueue the Printer menu option Purge All jobs is used.
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Altering Settings for the Taskbar

The taskbar located at the bottom of each window can be modified using the options
given by choosing:

. Start
. Settings
. Task Bar

. The following tabbed dialog box appears:

Taskbar Properties [ 2] !

Taskbar Dptians I Start Menu F'r-:ugramsl

W ardpae

B

[ Auta hide

[T Show emall icons in Start menu

¥ Show Clock

] I Cancel | e[

. The first tab changes the options for the appearance of the taskbar, such as
whether it is visible always and the look of the buttons for program selection.
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To add or remove items from the Start menu:

. Choose the Start Menu Programs tab and the following dialog box appears:

Taskbar Properties [ 7] !

Taskbar Options ~ Start Menu Frograms |

— Custarmize Start kenu

You may customize your Start Menu by
adding ar remaving items fram it

Remowve... Advanced...

— Dacuments Menu
I Click the Clear button to remove the
i contentz of the Documents Menu.

Clear |

0k | Cancel Epply

. Click on Add to add a program to the Start menu or submenus
. Click on Remove to remove a program from the Start menu or submenus

. Click on Clear to remove all filenames from the Start|Documents Menu

Bgsford 39
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. Click on Advanced to bring up the following window:

5“ Explonng - Start Menu
File Edit “iew Toolz Help
Iﬁ Start Menu :_I & Il@l _f:'J X|| Egln.:_“' se:
|.-’-'-.II Folders | Contents of 'Start Mernu!
{:__3 Start Menu ]
-5 Programs
|2 object(s] | 350 bytes [Disk free space: 1.36GE) g

. Using this Window programs can be added and deleted from the Start menu
using the menu options and buttons supplied.

Bgsford 40
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Transferring Data between applications in a GUI

Once Windows and another application exist on the Desktop it is possible to transfer data
from one application to another through the Clipboard. The Clipboard exists once
Windows 9x has been ingtalled. Whenever datais cut or copied from an applicationiit is
placed in the Clipboard. Data is retrieved from the Clipboard using Paste.

Exercise

Open a new document in Word and minimise the screen.

Open Paint usng

Start|Programs]A ccessories|Paint.

Draw asimple picture of alandscape with tree and house. It doesn’'t need to be a masterpiece.
L asso the drawing and copy it to the clipboard using Edit|Copy.

Minimise Paint and return to the Word Document.

Using Edit|Paste place the landscape on the Word Document.

Save the document to the hard disk in a subdirectory (folder) called Demo.

Exercise
Perform the following maintenance on your machine;

= Remove dl documents from the Start|Documents menu
= Turn off the clock display from the Status Bar

= Movethe Paint program from Start|ProgramsjAccessories to Start|Programs
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Customise the Desktop

The Desktop is the area where all the icons are placed when Windows first loads. It
contains the task bar at the bottom, My Computer and Recycle bin icons and any other
program icons (or shortcuts) that have been added to the Desktop.

To change the look of the desktop choose:

« Start

e Settings

» Control Panel

The following dialog box appears:

» Click on the Display icon and the following tabbed dialog box appears:
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Changing the Desktop’s Background

The Background tab in Display Properties shown above, allows the background of the
Desktop to be altered. Using the left hand list box, a pattern can be chosen for the
background, while the right hand list box allows a Wallpaper to be placed on the
background. The Wallpaper can be tiled meaning that a number of copies of the
wallpaper are shown at once or centred where only one instance of the wallpaper
appears in the middle of the screen.

Using the Browse button it is possible to choose any Bitmap file and use it as the
background for the Desktop. Once the new background for the Desktop has been
selected:

. Click on Apply
. Then OK

Bgsford 43

ystems



Installing and Managing a GUI

Altering the Screen Saver

If a computer is left on for long periods of time without being used, it is a good idea to
have a screen saver program running to keep refreshing the screen display. Screens
that are left with a single image on them for a long period of time will find that the
image is etched into the screen.

To change the Screen Saver on a machine:

. Select Start|Settings|Control Panel
. Select Display

. Select the Screen Saver tab

. The following dialog box appears:

Dizplay Properties |

Backgound  Screen Saver |.-'l'-.ppearan|:e| Settingsl

— Screen Saver

Settings.. | Eresien |

[T Bazsword|protected Eharger.. | it |1 3: miUtES

T Eneray sayving features o monitor
=} Lovw-povier standby I'I 3: minutes
I} St aff ronitar I'I E: mirutes

] I Cancel | Spply |

Using the drop-down list box under the words Screen Saver it is possible to alter the
screen saver being used on the machine. After selecting the screen saver press the
Apply button and then OK.
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Changing the Appearance of the Desktop
To change the colour scheme and font for the desktop choose:

. Start|Settings|Control Panel

. Choose Display

. Select the Appearance tab

. The following dialog box will appear:

Dizplay Properties [ 7] !

Backgruundl Screen Saver  APpearance I Settings!

Inactive Window

Active Window M=l

Haomal  Dizabled REEEEE

Window Text

Meszage Box

M eszage Text

0K I
A - |  covcis. | Delete |

Scheme;

[term: HEE] Color;
IDesktDp j I ::II -|*|
Eont; BiZE] [Emlor

| e | e
] 4 I Cancel | Apply I

. Choose the down arrow beside the Scheme box to choose a colour scheme for
the Desktop

. The Item drop-down list is used to change the object to alter rather than the
whole desktop.

. The font box allows the size of font for an object to be altered.

. Once all selections required have been selected click on the Apply button and
then OK.
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Changing the Settings for the Desktop

To change the number of pixels on the screen and the number of colours used on the
screen choose:

. Start|Settings|Control Panel

. Choose Display

. Select the Settings Tab

. The following dialog box will appear:

Display Properties [ 7] !

Backgmundl Screen Saveri Appearance  Settings I

— Color palette Desktop area

Lezs J............._ Maore

G40 by 480 pixels

= Fant size
Small Fonts j [Estan... |

Change Dizplay Type... |

(] I Cancel | Apply I

. The colour palette drop-down list changes the number of colour used in the
display. The number of colours possible is limited by the video interface card
installed in the computer and the device driver software for the video card.

. The Desktop area allows the screen to display more by using a smaller pixel
size. The maximum screen resolution is also limited by the video card and
associated device driver software.
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Exercise

1. Change the desktop area to 600x800 pixels. Apply the new style.

2. What different resolutions are available for the monitor currently on your
computer system?
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Customise Memory

Windows 95 attempts to optimise the memory available on a system. To check the
memory of a machine:

. Select Start

. Settings

. Control Panel

. Click the System icon

. The following dialog box appears:

HE|

System Properties

System;
icrozoft Windows 35
400950 B

R egistered bo:

B asford Systems

—
Computer:
Pentiumir]
B4 0ME Riabd
] 4 I Cancel
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. Choose the performance tab and the dialog changes as shown below:

System Properties [ 7] i

= Performance status

b ernary: E4.0 ME of Fak
System Besources: 3% free

File Systern: J2-hit

Mirtual b ernory: J2-hit

Dzl Compreszion; Mat installed

PC Cards [FCMCIA]: Mo PCMCIA sockets installed

Your zpztem iz canfigured for aptimal perfarmance.

= Advanced zettingz

File Syztem... Graphics... 1 Wirtual kemarny.... 1

] ; Cancel ;

The dialog box indicates the amount of memory in the machine and what percentage
of the system resources are currently being utilised. It is possible to alter these settings
using the buttons at the bottom of the screen, but since Windows 95 has already
decided on the optimal settings they are best left unchanged.
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Assessment tasksfor | CAITS015B —Install Software Applications

Helen, Doug and their son, Kev, operate a smal service station in atown in Western
Queendand. Recently the region received upgraded telecommunications facilities and
now there is reasonable speed access to the Internet. Doug bought a one year old
computer from his brother in Roma. It came with a printer, scanner and 33.6K modem,
Windows 98 and Microsoft Office 97. Now Helen hasto learn to use it. Doug wants her
to develop aweb page for the business —

“Nothing too flash just to have a few pictures, a map, and general information
for the tourists, oh and a page for the golf club too—just to have the table of
fixturesand so on” Doug tells Helen as he jumps into the Toyota and heads off
for aweeks fishing trip.

At Kev’ssuggestion Helen calls on the business Ask Us Computer Consultants for urgent
advice.
“1 need a web design package— it hasto be cheap, and very easy to use because
I’monly just getting the hang of Word” , Helen tells you, “ Oh, and Kev saysits
better if it can be installed on mor e than one computer for no extra cost asheis
buying a laptop and wants to be able to use the program too”
As office junior at the firm you are given the task of finding and installing suitable
software. Mavis, your supervisor will assist you when needed.

Deter mine softwar e or softwar e upgrade requirements of clients
1. Client requirements are documented:

Package to do

Cost:

Licensing arrangements:

2. Mavissuggests. - Look on the cover of a PC Magazine for free software — probably
Netscape Communicator as this includes a smple web editor (Composer)

Obtain softwareor softwareupgrade
Explain

1. Where you could procure Netscape Communicator

2. Licensng arrangements ?




Assessment tasksfor | CAITS015B —Install Software Applications

Ingtall software

Ingtall the software (How?)

Place a shortcut on the screen to Composer.

Set Netscape as the default web browser

Set Preferences:
User name: dnh@growzone.com.au, password (12345678), pop3, mail, smtp
server —mail.growzone.com.au

Work through the tutoria disk (CHARLIE)

Make up a smple web page in Composer to show Helen

Give a copy of thison disk to your teacher or explain below how you would instruct
Helen to use the software




