DIGITAL JAITPUR — PHASE-II

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

Tower PC: A computer that is upright--it looks like

catalogs, the word desktop is sometimes used as a
name for both the flat design style pictured above and
the tower design.

someone took a desktop PC and turned it on its side. In

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

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

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

Mother Board: The main circuit board inside the

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

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

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

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

.-

portable and allows you to make extra copies of your Floppy Disk |  Floppy
files. Drive
CD-ROM: (Compact Disk Read-Only Memory) A

removable disk which can store large amounts of

information. Because it is Read-Only, new information | % %= |
cannot be saved to it. Requires a CD-ROM drive A T
(usually called a D: drive) to read the information. A

CD-ROM can hold 650 - 800 megabytes of information, CD-ROM | CD-ROM
much more than a floppy disk can hold. Some new or or
computers have a CD-RW (Compact Disk ReWritable) CD-RW Revf/:::ii;ible
drive which allows the user to save information onto a Drive

CD. This is done with lasers in a process called
“‘burning”. Once the information is saved onto the CD, it
can be read on any CD-ROM drive.

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

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

You (Computer Operator)
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Internet Connection

Page 5



104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

Bits, Bytes, Kilobytes, Megabytes & Gigabytes

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

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

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

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

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

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

1 Megabyte (MG) 1,000 Kilobytes
1 Gigabyte (GB) 1,000 Megabytes
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Average Word A one page, single-spaced | 20 KB
Processing letter
Document
Floppy Disk 1.44 MB (or 1440 KB)
CD-ROM 650-800 MB
- (or 650,000-800,000 KB!)
P,
| axh
Hard Disk Size varies, but a new

hard disk is typically 20
GB (or 20,000 MB or
20,000,000 KBY).

Page 7



104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

Storage vs. Memory

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

1. The Hard Drive or C:\ Drive Hard Disk
2. The Floppy Drive or A:\ Drive @‘
3. The CD-ROM Drive or D:\ Drive.
Floppy )
The computer’s operating system and most \ s

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

CD-ROM

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

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

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

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

Page 8



Sai Social Responsibility Research Centre
104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

What is an Operating System?

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

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

Other examples of operating systems:

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

2. DOS, Windows 3.0, Windows 95, Windows 98 and Windows ME: older
Mac OS: operating system used by Apple Macintosh computers
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Exploring the Desktop
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Desktop: The opening screen in Windows XP. It contains Icons, the Start Button, the

Taskbar, and the Notification Area.

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

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

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

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

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

Minimize Maximize
Button Button

Title Ba_r>

File Edt View Favontes Tools Help Close
Button
€N 8ol ‘ | &) l{="* Fold »
&y B \_) ly .} Search |f - Folders B
Menu Bar , £
File and Folder Tasks & /’ My eBooks
|
) Make anew folder Scroll
€ Publish this folder to » Bar

the Web
id Share this folder

‘ ;/ My Music
1
Other Places I
(@ Desktop n—
() Shared Documents

ﬂ My Computer
\‘3 My Network Places

- | // My Pictures

Unused Desktop Shorcuts

Old Excel Documents

J
__ | o g Shortcut
3 1 KB

-1

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

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

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

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

Maximize Button - enlarges your window to completely cover your screen

Close Button - closes an open window

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

wn

No ok
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To maximize awindow:

1. Click on the window's
Maximize Button.
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To restore awindow:

1. Click on the
Restore Button.

It looks like two ) = , 7
Squares locked Qexk - © - (¥ | O seach [ Folden | [T~
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To minimize awindow:

1. Click on the
Minimize
Button in
the top
right hand
corner of

your : Pl e -
window. e ? o !Eji‘-‘ff;"'"“ ::'.,.,.-_w

uv-.maa-
'W"

Woana® Pap Twcpemy

Mua \p T Py

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

Page 13



Sai Social Responsibility Research Centre
104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

To resize awindow:
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the My Documents window
when | resized it!
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Exploring the Start Menu

>

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

— > (BT [Dhem—
Dmmee
¥~ R
Start Menu ms XA G”ﬁ-
g Qe

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

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

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

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

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

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

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

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

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

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

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

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

S

© ~N

Getting around the Start Menu:

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

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

pointing to that option
will open a new menu.
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To create a shortcut for a program on the desktop:

1. On the Start menu, click All Programs.

Sai Social Responsibility Research Centre
104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

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

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

Accessories are free programs that come with Windows XP. They are good to know about
because you can find them on any computer running Windows and they can do some
pretty handy things.

3. Move the mouse
To get to Accessories: po|nter to the

Accessories

. w w w ow ow o ow o ow o ow o ow o w o w o ow o ow w w w w B

1. Click on the 2. Move the mouse
Start Button pointer to the All
Programs
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1. Accessibility — These programs will adjust Accessiblity Wizard

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

Magnifier

Marrator

D% 98

On-5creen Kevboard

Utility Manager

2. Communications - These programs are used =

F »
to connect to the Internet, connect one @ Fax
computer to another, or to actually dial your & HyperTerminal
telephone for you. Most likely, you will not & Network Connections

need to use any of these (most Internet
service companies provide software that set
up your Internet connection).

% Network Setup Wizard

[5] New Connection Wizard

:Q Remote Desktop Connection

3. Entertainment - If your computer has Windows XP,
a sound card, speakers, and a CD-ROM drive, you & ReslPlayer
can play audio CDs through the Real Player @ cound Recorder
program. You can also record and edit sounds here,
adjust the computer's volume and play multimedia Valume Contral
files. I like the CD Player option best! & windows Media Player

W Character Map

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

® System Restore

Disk Defragmenter
Files and Settings Transfer Wizard

»
& Scheduled Tasks
L1

B

Page 19



5.

8.

Calculator - This program works just like a regular
calculator. You can enter numbers and operators
either with your keyboard or with your mouse.
Note--to divide, use the / key and

to multiply use the * key.

% Caloulator

ikl

Notepad - This is a quick little word processing program.

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

Paint - An excellent drawing program. .1 .
You can use it to practice your mouse '_;j Paint
skills and create your own artwork.

WordPad — The other word-processing

Program that comes with Windows XP. This J WordPad
Is one more complex than Notepad — you can change

text formatting, save documents and print out what you

have typed. This program is less complicated than many

fuller programs (like Microsoft Word), so it's a great place

to start if you are new to computers. It’s an easy-to-use

program for writing letters, reports, or term papers. It's

major shortcoming: it has no spell checker!

104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

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

>

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

To open the Control Panel:

2. Move the
mouse pointer

to Control RN

Panel

o)

Micrsaod
[S—— pr——" by i yous VW
ROGARA, A 5 oA A, AT ME S AR SHAATION M S
o

1. Click on e Home Edition
the
Start
Menu

.......

Pick a category

=
@ Apaatence wxl hemes Prurters wond (Mimr Hutdwmr s
- —~

- -~
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- :b'-tk aml Interry User Actooiits
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What do all these icons do?

Appearance and
Themes

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

Network and
Internet
Connections

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

Add or Remove

Helps you install new software and uninstall programs you

Programs don't want anymore.
Sounds, Speech | Changes what sounds your computer makes when
and Audio different events occur. You can record your own sounds,
Devices as well as set up and adjust the sound from CDs, MP3s or
games that use sound.
Q Performance Tools and programs that can help keep your computer
» | and safe, handle routine maintenance tasks and restore your

Maintenance

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

Printers and
Other Hardware

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

User Accounts

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

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

easier for people to use with special physical needs.

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

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

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

Option 1: Display Properties E]@

| Themes | Desktop | Screen Saver | Appearance | Settings |

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

2. Click on Appearance and Themes

3. Select the Display icon.

Background:
4. The Display Properties dialog box will now Qnipple A [ Browse..
River Sumid.
appear on your desktop. O Pisiior:
SSoap Bubbles —
Stonehenge Color
[ 0K ][ Cancel ] Apply

Option 2:

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

2. A pop-up menu
will appear. Click
on the option

Properties. e L
Windows

Home Edition

.......
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To change the Background on your Desktop:

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

. Click on the
Desktop tab.

Display Properties

- - - -
| Themes | Desktop | Screen Saver | Appearance | Screen Scan | Settings |

. Scroll through o « 48 3. Click here to
the list to find a \e%». PR Tile (repeat)
7 s LG 47

oo e o e
i i 47 S
ike. When you 7| VES ol , wallpaper
select an option,~_ . . = across your
a preview T ———— desktop.
appears in the :
mini-monitor. Jeiltis

S Soap Bubbles \: [_E%] /

¥ Stonehenge

D Position:

i_!_'?j‘v"ortec space ‘ Stretch ~ » ‘

& Wind o

@ Windows XP @ Q[i]olor:

[ Customize Desktop...

[ oK ][ Cancel ]M&pply ]

4. After you find the
option you want, click

on Apply.

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

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

1. Click on the Screen — | Display Properties
Saver tab m Screen Saver | Appearance | Settings

2. Click on the drop-down

list to see the screen
saver choices. \

-0
Screen zaver

Marques w [ Settings ] l Pressiew
Whait:| 10 % | minutes [] On resume, password protect
Display Properties sl pate
Tp adjust manitor pover settings and save energy,
Themes || Desktop | Screen Saver | Appearance | Screen Scan | Settings click Power.
I ar. ] [ Caticel l
3. When you select a
— screen saver option, a
T . . .
. 0 preview will appear in
the mini-monitor.
Screen zaver
“ [ Settings ] [ Presview ] . .
_ _ ) 4 4. Click on the Preview button to
wiait | 10 % | minutes [#] On resume., dizplay Welcome scieen . :
see what will happen to the entire
Monitar power screen when the screen saver
TR To adjust it ersefti d B
cliocﬁ F|'uoswg:.0n| or pa ings and zave energy starts up.

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

[ 0k, l [ Cancel l L’ Apply ]
) To stop a screen
6. Click Apply to HINT: saver, just shake the
mouse.

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

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

Dis i o
Pl — @ 1. Click on the
| Themes | Desktop | Screen Saver | Appearance | Screea Scan | Seffings - 4+—— App earance tab.
9 . mnm I IBlx] . Click here to set the
“we Window : B Windows XP or Windows
= Classic window and
T button style

. Click here to select a color
scheme for your computer -

Windows and butons: schemes are built-in color
[indows P se | | — designs that affect your desktop
Color scheme: / color, windows and icons.

i Default (blue) v

Font size:

(Nomal " 4. Click here to change the font

————— size from normal to large or
extra large
[ 0K ][ Cancel ]| Apply ]

5. A preview appears in the

6. Click Apply to save the changes. mini-desktop area to show
Display Properties @@ Y(\Zl)gi‘t“tl?ee new scheme will

| Themes ” Desktoﬁ || Screen Saver‘ Appearance ‘ Screen Scan | Settings |

Inactive Window [ [AlxI

Active Window

Windows and buttons:

Windows #P style v ‘
Color scheme:
| Default (blue] v/
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To change the resolution in Windows XP:

Your monitor and video card can display different numbers of color on-screen and can display
different resolutions. The higher the resolution, the more information you can pack onto your
screen at once and the smaller everything will appear on screen. Different programs (especially
children's software) require different color modes and resolutions, so it's important to know how
to change these.

Display Properties 1. Click on the
Settings tab.

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

1

Themes || Desktop | Screen Saver | Appearance | Screen Su:an| Settings L‘

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

screen. displayed, your screen will look
better, but it uses more
memory.
Dl M781s on 32MB NVIDIA GeForce? M with T4 Out [Dell)
Colar quality
; ; | Highest [32 bi) v|
1024 by 768 pixel (N e N
[Irn:nul:nleshn:u:nt... ] [ Adyanced ]

4. Click on Apply
to save your
changes.

[ ] l [ Cancel ] [ Apply r
Monitor, Settings A1  The screen will go blank while it is

being reconfigured. This box
appears to see if you want to accept
the changes. It will automatically
change back to the previous setting
Rewverting in 3 seconds s ] | ED | if you do not press yes.

& | ‘Wour deskiop has been recanfigured. Do you wank bo keep
-H_-(’ these settings?
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Using My Computer

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

To open My Computer:

"*?"" :%& 2. Double-click on
& R the My Computer
ool icon.
l ,/ pwilson
A Wmmet ) My Dociments
:;'] - ) My et
i ) oy e
1. Click on Start | g e
Y e . M e Mo
ottt WINWOR D‘,.A‘.__
ﬂ‘x-»':w.. @ G I
E :)j::y,t‘..wn
B i [T
npomn P BBt v

M|"'~"’ ] 7um OF Lo

4 atart ) g Wb Rl

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

D O Yww Pyeatss  Jook e
—_—
* > 24 o Sewr, Fooes (133

Foles Stored on This Comprater

s [ et Dacevects Folders

Pard Dok Drives

,;' wopsoni) o Hard DFIVG

Deewhons wadh Mensre abie Siossge

Control

Panel iy Y (k) é CD-RDrive (D) ——— CD-ROM

Floppy Drive
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To view the contents of a storage drive:

To see what is stored on one of the computer's drives, double-click on the icon

representing that drive. A new window will open displaying all the folders and files
stored on the selected drive.

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

1. Double-click on the Syvsn Loy
icon for the hard drive e | et pocoes
(Or C drlve) D Crorwm s imitegy

5 i PP e o)

L3 W Documens

o Sead Ducrwmds Derwions walh Rensreohie Sossge

B. Qoo Pt -
\5“.."'“‘ .'\'«) O bW Dreve (D)

T HP PAVILION |

2. A new window opens

o . s displaying the contents
- of your hard drive. Each
TR T T—— ] e | coso folder contains more
Likeancunichcen e folders and files.
Pite Am Foider Taulis = | \ Fls: Gl £3E, L6F5.C0R, CENOR 100, CEMTLEWD,
= Esniiativer | lekah Quichan oot Uiae €000 | ] e '\
.’»\:’.‘-l?u fubdew b0 LS o - MECC
R ey P . 3. A Pop-Up window lists
| ) PoomFis

Othes Maces ; e how many objects are
§ ot o e in the open window.
L) ¢ Docwends —
é, DascOooments _ -tomm:
My Natrrt Macas J LOWs E! -. Agch e
L 0 ':"" FINS_IY
) .
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The objects in the My Computer window can be viewed five different ways:

Thumbnails: objects are displayed in boxes

Tiles: objects are displayed with large icons

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

grwONE

Fle E® Favorkes  Took  Mep r

Step 1: To change how the C R
objects in the window are Sions b s,

Explores B

displayed, click on the View s (] ano | coanerts o suses
menu. ([ :
st | *ro | ‘,' DUOE3D

Detads

Fevange [com by ¢

hoass Detaks 1’_." g = 5%
. @l 0

Step 2: Select the option ”:L - ) st et 5] e
you want from the menu badl™™ = 2
that appears. The Tiles i —_— o -
option is the current option-- - =
a circle identifies the § #rcompan ] wormr P e
current option. L) meooasets = =

o) SharedDoourents ) ,

& Myttt e | senpa Ry | VReows

Thumbnail View

"o Paviede ook ™ e Foverbws  Took  Mely »
Trohary .
T Ty »
Qmd | e fowch || rodwr [T awen |1 tekwn  (TTR)-
N < P e tdfnd
| | | | Jwdo o Fodos AN/2002 7130 194
ke L | \bocumenty and Setngs Pl Fokden W412002 0101 14

18 Fe Fokder WOL002 2k
WP P foidon A172000 41 A 194
P D) e gy e ey e JAaghend priveiseiemy
Lot P B AINLO00 121 14
amd = LR o P L i P s
) J ) | | ameee Pl Foides »
@ AR TR 1= e L= My M Pl Pbiew Af1/3000 114N M
bt LN Py Pl Piater A0 B 10 1
o el b Moy oon Mot Fhe i A% AM
[ [ ||1-’Iuglolt‘-\l‘.|-<um " s e Prabes AN e
s Vol en e Doldes Lumna o e A0 1131 I
L WINEWS e Priten 71112002 $:01 9
Y Wy Cmean Eomorser FAN S 008 Baeh P AFI7/2000 1117 194
1Y) My Diaarle ‘ ,! [ ,) \ J | ,) Uthes Macas wu"m TAD MO Bt h Pl AR713002 1110 M
LY Pornd o ierty - - W W men 2 rwae v AMD Teuk Bocend VR{AA/N0N 1280 AN
N e It e 4 mmrnm VOB MADO R Pl 412000 4 AN T
[ [T, i 0 s whods L) My Bocments i ' 1/IATRONY 1130 AM

L) Wl Donnerte

List View

=W PAVIION (€1 I 10 i
i Gl Ve Paveke  Twh M
[ CECHONS T ST N T i

e
Sl o e e Aot

Icons View

SIE
) Intad Qurhen Mew User Ldbon 2004
M
L) My Mo
Pl il Folidur Tk o Pkl
e LR L )
A 1o i et 1t (2 potuedtc
Wi L0ILA
bl oo o Fibbee WINOWS
w s T
TIcweo
Oty Moces [ im0
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rewe M
wJ ) ) 194 ) o)
- [T LR T A " (L T T
el g oo Lo |
| =) ¥ | ') ) W/
My Maws Pl Prog s Pley. g A WINOOW

® 5@ oA

[elis e Ll el
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1. Place the mouse over
4«—  theicon. Awindow pops
up showing the total space
and the space used.

L mewomnd

.
Me B Vo Poobe Tooh  Helr E

O o 4 PRETT Wiy [TE]s

Fen Stoced an This Conpater

2. Right-click on the icon for the
drive. To see the available
storage space on your hard
drive, right-click on the C:
drive. A pop-up menu

| e s
e Disk ety

o TATIVITOr
O
Crihee
Drviens wih Bemavable 4%
Tharry ool Senrdy

i 2 . - appears. Select Properties
i s from the menu.
HP_PAVILION {C:) Properties 3

Geretd  Tools | Madware | Shaing . .
‘ 3 3. A new window opens showing

the amount of used disk space
and available or free disk space.

Type Local Disk
Fie spaterc NTFS

B Used space 11,654 485 400 byses 10868
W Fros pace BIACAVpe 22068 . .
This hard drive has:
Capaoty: 35,391 853 564 byaes naGe

- 10.8 Gigabytes of used space

Dive € Dk Ooarup 22.0 Gigabytes of free space

3t hivs b s i e 32.9 Gigabytes total capacity

[] Ao Inciening Servce to index #is dak for fast e somching

[ ok ][ camel |
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Creating Folders

>

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

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

To create a new folder:

= My Documents L
Fe Bt View Favoekes Tock el »
._,v > ’ -/ Sewch | Foders E:l.
Fée and ¢ 1 - { _h ) " . .
e il o S/ o~ 1. Right-click in
O panvaioin N & - the window.
B Share the folder — =
e - | Brnsde shdo F 2. Move your
(3 ot 8 s / mouse pointer
e - feoratyaN to New in the
o My N Psces /0 t PowerPount Presect
SE: v - R menu that
Arrarge lcors By appears .
Refrach
Pecfect 10 Documant
ol Ramnaidne Yo 3. Select Folder
Bl T Excel Wo .
L imliaries ) in the second
ot | menu that
appears.

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

You should rename it to something more meaningful by clicking in the

94— gpace under the folder icon where the text appears. As soon as you see
the cursor blinking in the line, you may begin to type in a new name for
the folder. You can rename a folder by right-clicking the mouse on the
folder icon and choosing Rename.

Page 33



Sai Social Responsibility Research Centre
104, B.D. Chamber, D.B. Gupta Road, Karol Bagh, New Delhi - 110005

Other ways to create new folders:

& My Documents

Edit  View Favorites Tools Help

1. Click on the File menu located in /\Ismt—'
. . . . , N - hottel Shortcul
either a disk drive window’s menu 3 ' “"
ﬁ Briefcase

bar or another folder's menu bar. TS

| Microsoft Word Document
Close @j Microsoft PowerPoint Presentation
& e St Quattro Pro 10 Notebook
1 Corel Presentations 10 Show

@ Text Document
Other Places o wav file

WordPerfect 10 Document
@ it Corel Presentations 10 Drawing
I haten Dty gj Microsoft Excel Worksheet

a Dy Compuney @ Compressed (zipped) Folder
& My Network Places

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

3. Select Folder from the pop-up
menu.

4. A new folder will appear within the
space of the open window and
you may rename it as described
above.

Details

& My Documents

File Edit ‘Wew Favorites Tools Help
OBack 'Q [_% pSearch l—\{__" Folders -

File and Folder Tasks

g

7 Make a new folder File and Folder Tasks

@ .,P,\,L.:':gs'j this Folder to the ‘ Em Renarme this Folder
7 Share this folder Windows XP also features (@ Move this Folder
File and Folder Task Copy this Folder
Other Places boxes that make it easy to @ Puhgsh this Folder ko the
. Wi'e
(8} Deskion manage your files and 7 Share this Folder
[%, :,lha:d Doiuments folders @ E-mail this Folder's files
W L_ompuUter N
5y Netork Flces ¥ Delete this Folder
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Deleting Files and Folders

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

To delete a file from the hard drive:

1. Goto My Computer.

(Remember to click on sl
Start. Double click on ;'""':‘ : ; et
e | Darnt Docevents

My Computer.) e =

D Crorwm s imitegy

Phard Dink Drivwes
Miver Moy : »
&F W Netrnt Hine Bl P PELIONIC)H
| My Docummns
: ~gadlre reee Devioes sth Resovable esage

B Coronires

\g % Meppry (&) ’\'_) O 0w Deve (1)

2. Double-click on
My Documents

& My Documents

File Edit View Favorites Tools Help {’,.

@Back - \J ’j /’:) Search || Folders v

File and Folder Tasks A U My eBooks

®j) Rename this Folder

=
@ Move this Folder ,_.0.\ —_— _
[P Copy this folder u y Pictures o

& Publish this folder to the
‘Web

2 Share this folder U New Folder (2) | Pirnacie studio 3. Double-click the
(3) E-mall this folder's files ' fold taini
K Delete this folder older containing

the desired file.

Other Places

i) Guest

() My Documents
|5y Shared Documents
% My Computer

& My Network Places

Details
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& Mary

File Edit View Favorites Tools Help #

@Back - -\) l.ﬁ; pSearch H:‘ Folders v

™ Srience Report
Microsoft Word Document

File and Folder Tasks

IEE Rename this file Open LeKa . . .
@ Maove this File ,,é screenshot: e 5 nghllght the f||e name.
- | Microsaft Prink
Copy this file Tn KB Open With »
g Publish tfis il to the 'Web T serdTo 6. There are 4 ways to delete files.
<] E-mail this file e
& Print this file Cut
}"2 Delete this i Copy » Press the Delete key on your
Create Shorteut keyboard.
Other Pl Deete
er Flaces Rename
&) My Documents s \. Right-click the file and select
I Shared Documents Del ete.

'8 My Computer

8 My Network Plces - Select Delete this File from the

File and Folder Tasks Menu.

Details

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

14 start f Appearanceand .. [ Mary . | li|screenshots 2 - .. AIM 2, 2:04 AW
& Mary

File jditi\rlig-{y ~ Favorites Tools  Help

Open
‘ Mew
Print
Open With >

'

¥ search [ Folgefé

m = Science Report:
Microsoft Word Document
19 KB

Send To »

MNew 4

m ™ screenshots 2
Microsoft \Word Document

Create Shortcut

b the e

Rename
Properties

Close

Confirm File Delete

6. The following message
will appear on your
screen. Click on Yes.
Your file will be
deleted and sent to

e | [ Mo the Recycle Bin.

j Are wou sure you want ko send ‘Peace’ to the Recycle Bin?
L
¥
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Fle Edit View Favorites Tools  Help #

l\) Back .'\) L@; p Search EE:‘ Folders v

Recycle Bin Tasks Ej g?’; Folder (2) _| oft Word Docurment]
% Restore

2l Empty the Recycle Bin
B§ Restore this item Cut

Delete

Properties

Other Places

[E Deskiop
5y My Documents
i My Camputer

&ty Hotwork Flaces If you delete a file by mistake, you can
“restore” it by:

- Dragging it out of the Recycle Bin,
- Right-clicking the file name and
m selecting Restore
- Or selecting Restore this Folder

from the File and Folder Tasks
menu.

Details

12 AM

7 s Start B Appearance and ... & Mary € Recycle Bin il screenshots 2 - .. M2

To delete a folder from the hard drive:

D O Yew Fyotss Jooh e

1. Goto My Computer. B + O~ 3 | Do o riee | Y
(Remember to click on e Shocod o Thd Compuind
Start. Double click on oo
[d) v vt whcomam | [ Dt pacevent
My Computer.) 34 At e g —
D Crarym & isitey
Fard Dk Drives
a;’ W PSALION IC)
Derwions walh Rensreahie Storsge
gsnwﬂt- ’\':) 00 e (1)

2. Double-click on the
icon for the hard drive
(or C: drive).
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il Fohder Tocks . | My cgooks ‘h My Mk

B A 3. Anew window will

) o thes o R @ - open displaying the
T : : contents of your hard
e e i Ry SR drive.

WK Delote 1 tokder

4. Find the folder that
you want to delete.
Click once to select
it.

Confirm, Folder Delete _ 6. The following
— message will appear

:‘J Are wou sure you wank tu:u_rem-:uve the Folder 'Mary' and move all iks on_ your screen.

=/ contents to the Recycle Bin? Click on Yes. Your
folder will be deleted
and sent to the
Recycle Bin.

When you delete a folder from your hard

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

by dragging it out of the Recycle Bin or

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

1. Double-click on
the Recycle Bin :
icon on the -

desktop. Wmdo ' ]

Home Edition

o J Doossdvt ] « M J brow o Lieenssr ' ® 2000 A |
Recycle Bin

FleFdt Yew Facokes Took Meb

2. The Recycle Bin window

opens.
Recyck Hin Tasks H"".»‘ v p

3 Broty the Recyrie > 3. You can choose 1 of 3
By Fomces stamss options:

* Click on File in the
Menu bar and select
Empty Recycle Bin

» Click on Empty
Recycle Bin in the
Recycle Bin Tasks
menu.

* Right-click in the
window and scroll down
to Empty Recycle Bin

Uther Plates

(3 Desteo
o M Decurants

o My Comzuzm

&g My hetyark Haces

4. A box appears. Confirm Multiple File Delete

Click on Yes to

delete all the m
in the Recycle

Bin.

Are you sure you wank to delete these 5 items?
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1. Goto My Computer.

. | J fewa Fooes [T
(Remember to click on o
Start. Double click on ;“"""‘“ '
bt Th Ve | han vert:
My Computer.) Rl [
D Qorwmawitey
Pard Dink Deivwes
L . Q‘w_vmuun:-_.»
|, My Documenns
3 Swnd Oermmts Dereices s Wmsvers e S0 e
D oo Pewt -
2. Double-click on il > e ) 2 oenmnm

the Floppy Disk
icon.

< 34 Floppy (A:)

File Edit Yiew Favorites Tools Help #
e Back ~ | J l} /'.:j Search || Folders il

File and Folder Tasks

mi Rename this file
i3 Move this file i ;
: : 01-25-02 Print
[D Copy this file Microsoft PowerPoll  Open With »
&) Publish this file to the Web -
() E-mail this file PC-dilin
iza Print this file Send To »
¥ Delete this file cut
Copy
Dther Places ¥ Create Shortcut
Details Rename
Properties

3. Highlight the file name.

4. Remember the 4 ways to delete your file:
* Press the Delete key on your keyboard.
= Right-click the file and select Delete.
» Select Delete this File from the File and Folder Tasks Menu.
» Click on the File menu bar and select Delete from the menu.
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6. The following message will

appear on your screen.

Click on Yes. Your file will

be deleted.

NOTE: )
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Confirm File Delete le

—

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

When you delete a file from your floppy

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

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

- ;:wm-- 1. Click on the Start Button
s, Pt e on the Task Bar.
-,!&C-u—

2. Click on the Turn Off

! / Computer in the Start Menu

‘

Al Brograme

B ooe (] i 9 s

J Uy Wewlems TUN

] start

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

Turn off computer ;I ,’

Your computer will do one of two
things:

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

OR 2. itwill give you a message
“Itis now safe to turn off
computer.” When you see
this message, you can turn
off your computer.
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