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Tutor Setup Information

e Copy the folder called Windows 10 Foundation (containing the sample files &
folders) to the Documents folder on the PC.

e Atthe end of the course, remove all files modified or created during the course, prior
to re-running the course.

e Atthe end of the course, reset all program and operating system defaults that may
have been modified during the course, prior to re-running the course.
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The Windows 10 Desktop

What is the Windows Desktop?

e Normally when you start your computer with Windows 10 installed on it, you will see
the Windows Desktop screen displayed.

Desktop icons

e The icons you see on the Windows Desktop will vary from one computer to another,
depending on who installed and customized the Windows installation. As a user of

Windows, you/€an add, remove and move icons on the Desktop. Typically, the
Desktop will look semething like this.

e 85 §

Microsoft  Word 2016 - Skype Recycle Bin
Edge - .. Shortcut
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Moving Desktop icons
e Click once on the Recycle Bin icon, to select it.

Recycle Bin

e Make sure that the mouse pointer is pointing to the Recycle Bin icon. Press down
the mouse button and while keeping it pressed move the mouse pointer to a different
position on the Desktop. When you release the mouse button, the icon will have
moved.

You would use exactly the same technique to move any other icons that are
displayed on your Desktop.

TIP: The Recycle Bin is used as a temporary store for files that you delete. More
about all this later!

Windows Taskbar

e The Windows Taskbar is the bar normally displayed across the bottom of your
Windows screen. It contains a number of important items, such as the Start button,
icon representation of running programs and a clock at the right edge.

950 AM
« 3 0 B ENG e

Showing \Hiddemsleons

¢ » Within‘the Taskbar along the bottom of the screen, you will see the Show Hidden
Icons control displayedto the right'of the screen.

i 3 9:50 AM
i Hwp ¢ .
. W) B NG 50016
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e Clicking on this control will display more icons that you can click on.

)  953AM
A~ g E ENG 3/28/2016

e This control allows you access to icons that may occasionally be of use, without
cluttering up the Taskbar. Try clicking on any icons that are displayed in the pop-up
list.

Taskbar clock

e Located at the right edge of the Taskbar.

953 AM
N O) B ENG e

e If you move the mouse pointer over the time display (and wait a short time) you will
see the date displayed, as illustrated.

Monday, March 28, 2016

9:54 AM

~ T g E ENG 3/28/2016
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¢ Clicking on the time display will display a calendar, as illustrated.

9:.54:42 AM

March 2016

Su Mo Tu

1
8
15
22
29

) . 954AM
~ 1) B eng i

Customizing your Desktop

¢ Right click on an empty part of the Desktop and you will see a pop-up menu, as
illustrated.

View
Sort by
Refresh

Paste

Paste shortcut

o R
A pntrol Panel
m

—

\
A
- 1
B

== -

e From the pop-up menu click on the Personalize command. This will display a
dialog box, as illustrated below.
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= Settings

¢33 PERSONALIZATION Find a setting o

Background .
Preview

Colors

Lock screen pu—
Sample Text

Themes

>
)

Start

Background

Picture v
Choose your picture
Browse

Choose a fit

Fill ~

e You can use this dialog box to customize elements of your computer system.
e Take a few moments to investigate some of the options displayed on this page.

Customizing the Desktop background wallpaper picture

e Click'on the Background button. To see some pictures, click on the down arrow
next to the Picture section/of the dialog box.
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1 & Settings
§

£03  PERSONALIZATION
Background .
Preview

Colors

Lock screen J—

Sample Text

] Themes

Start

Background

Picture

Solid color
Slideshow

e Select a picture of your choice. Remember that you can scroll down to see more
pictures.

& Semings =0

51 PERSONALIZATION

Background
Preview

Colors

Lok screen

e Close any open windows.

Customizing the Desktop background color

e Display the Personalization window.
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e Click on the Background item.

<~ Settings

£03  PERSONALIZATION

Background .
Preview

Colors

Lock screen —
Sample Text

Themes

Start

Background

Picture v

e You will see the following dialog box displayed. Click on the down arrow to the right
of the Picture section. You will see a drop down list displayed. Click on Solid

Colors.

= Settings

e | o

¢33 PERSONALIZATION
Background .
Preview

Colors

koek screen ra—

- Sample Te
Themes =
Start -
| =
I
Background
Picture
Solid color
Slideshow

i
I . W ]
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e The dialog box will then change to display a range of colors, rather than pictures.

&= Settings = ] X

€53 PERSONALIZATION |Findaseﬂing Pl

Background .
Preview

Colors

Lock screen pu—

Sample Text

Themes

g
1

Start

Background

Solid color v

Background colors

e Click on a color to select a color.

TIR: When you click on a color you will see a preview. of that color applied,to.your
backgreund.

o Closeithe Personalization window.

Setting a s€reen saver = W & I

e Display the Personalization window.
e Click on the Lock Screen item.
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& Setecn = o *

{51 PERSONALIZATION Find a setling

Background

Background

| Windows spotlight

Choose an app to show detailed status

Choose apps to show quick status

DODEEEE

None

Show Windows background picture on the sign-in screen
@@ o

Screen timeout settings

e You will see the Screen Saver Settings link towards the bottom of the screen. Click
on the Screen Saver link.

SAMPLE
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ﬁ Screen Saver Settings x

Screen Saver

Screen saver

(None) s ‘ Settings... Preview

Wait; 1 ﬂ minutes [] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting
display brightness and other power settings.

Change power settings

| OK | | Cancel | Apply

To pick the screen saver type, click on the down arrow in the screen saver section
and click on an item within the list. In this case click on Bubbles.

SAMPLE
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‘ Screen Saver Settings X

Screen Saver

= -]

Lon L e

Screen saver

(None) b Settings... Preview
(Mone)
3D Text ume, display logon screen

avast! antivirus

Bubbles
‘et rmance by adjusting
Photos settings.

ibbons

| OK | | Cancel | Apply

¢ Within the Wait section, click on the up or down arrows to set the time interval of
inactivity before the screen saver kicks in.

SAMPLE
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! Screen Saver Settings X

Screen Saver

Screen saver

| Bubbles > | Settings... Preview

Wait; minutes [_] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting
display brightness and other power settings.

Change power settings

[ o< | cemel | sy

e Click on the Preview button to preview the effect of the screen saver. You will see
an interesting bubbles effect.

SAMPLE
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Choose an app to show detalled status

[
Chooge apps 1o show quick status
BEEEEE

Show Windows background picture on the sign-in screen

m g 8 ®§ © a & B

e Click on the OK button to apply the effects and close the dialog box.
e Close the Personalization window.

Modifying the computer date and time

e Right click on the Start button and from the popup menu displayed click on Control
Panel.

e The Control Panel will look like this.
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Control Panel

T~ » Control Panel > v ||  Search Control Panel r

Adjust your computer's settings View by: Category =

System and Security User Accounts
Review your computer's status G Change account type
Save backup copies of your files with File History

Backup and Restore (Windows 7)
Find and fix problems

) Network and Internet
View network status and tasks
©  Choose homegroup and sharing options
Hardware and Sound
# View devices and printers

Add a device

Programs
m Uninstall a program

Appearance and Personalization
Change the theme

P P

o)

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

FrseotreresT
Let Windows suggest settings
Optimize visual display

e Click on the Clock, Language, and Region command. You will see the following.

@’ Clock, Language, and Region - O
« v P @’ » Control Panel » Clock, Language, and Region > ~ 0| | Search Control Panel R
Control Panel Home .
Date and Time
System and Security HES Setthe time and date || Change the time zone | Add clocks for different time zones
Network and Internet ﬁ- Language
Hardware and Sound Add a language | Change input methods
Programs ﬁ Region
User Accounts Change location | Change date, time, or number formats
Appearance and
and Time comm il

the Date and Time dialog box, allowing you to change the date or time.
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. Date and Time x

Date and Time Additional Clocks Internet Time

Date:
Monday, March 28, 2016

Time:
10:16:16 AM

EGChange date and time...§

Time zone

(UTC+08:00) Perth

Change time zone...

There are no upcoming Daylight Saving Time changes.

o [ e ||

¢ Click on the Change date and time button. You can use the controls to change the
date and time as required.

SAMPLE
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& Date and Time Settings X

Set the date and time:

Date:

1 March 2016 4

Su Mo Tu We Th Fr Sa
28 29 1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 i28:29 30 31 1 2

3 4 5 6 7 8 9

10:16:33 AM -2

Change calendar settings

QK Cancel

e Click on the OK button to close the dialog box.

Setting the keyboard language and other regional settings

¢ Right click on the Start button and from the popup menu displayed click on Control
Panel.
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Command Prompt (Admin)

Search

Run

Shut down or sign out

The Control Panel will look like this. Click on the Clock, Language, and Region
link.

[EE Control Panel - O

4~ [EE » Control Panel > ~ QU | Search Control Panel

Adjust your computer's settings View by: Categary ¥

Sy;tem and Security _ User Accounts
Review your computer's status !; Change account type
Save backup copies of your files with File History B

Backup and Restore (Windows 7) Appearance and Personalization

Find and fix problems Change the theme

. Network and Internet
\ View network status and tasks

Choose homegroup and sharing options

Clock, Language, and Region
Add a language
Change input methods

/ Hardware and Sound Change date, time, or number formats

ﬂa View devices and printers
Add a device
o~~~

Programs
[‘l Upinstall& program

Erree——t =
Let Windows stiggest setfings
Optimize visualbdisplay

The Clock, Language, and Region dialog box will be displayed.
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@ Clock, Language, and Region

Control Panel Home

System and Security
Network and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

® Clock, Language, and Region

Ease of Access

“— v P @} » Control Panel » Clock Language, and Region v || | Search Control Panel

Date and Time
Set the time and date | Change the time zone | Add clocks for different time zones

Language
Add a language

Change input methods

Region

Change location

Change date, time, or number formats

Click on the Change location link. If necessary you can click on the down arrow to
display a list of countries, from which you can pick your particular country.

-

DENSICCLOBIWDIcRN Wi

B Region

Foomaty Locsson Admevskasve

BUCh a5 nevws and weather

Hesme location

Some software, including Windows, may provide you with additionsl
content for & PaMicular location Some services provide local isformation

ON> 23RN BOANN D04/ 02
3

3

= ne tiroe
Q' Language
hsd -

<= Date and Time
Set the fire and date

ol Pasel * Clock, Language, and Regicn v O

M * Clock Language, and Region v 0 | Ses . . P

Close any open dialog boxes or windows.
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Manipulating Desktop Windows

Drag and drop

The concept of selecting an item (such as a window's Title Bar), and then moving it
while keeping the mouse button pressed is often called ‘dragging’ or ‘drag and drop’.
It is called this because you drag an item to a new location, and then drop it at the
new location.

Select, then manipulate

When doing something within Windows 10, you normally have to select an item
(such as the Title Bar within a window) and once selected you can manipulate
whatever it was you selected. This is a very important concept to remember. You
need to select an item to tell Windows 10 what item you are interested in, before you
can manipulate it. This idea is fundamental to using Windows 10. For instance,
later we will see that if you wish to format your text, you need to select a portion of
text and then apply the formatting. In a different context later on when you want to
move a file on your hard disk from one place to another, you need to select the file
first, and then move it.

Single clicking vs. double clicking

Normally you click on an item to select it. This is a single click using the left mouse
button. Once selected you can often double click on the selected item to open or
run the item that was selected.

MowviRg a window. on the Desktop

Display the Windows Desktop.

You need to gpen a program window/so that you can get some practice
manipulating'a window on the Desktop. To do this‘elick within the search box,
(bottom-left/of your screen).

Type in the word WordPad. You will see the following.
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Best match

~  WordPad
Desktop app

Web

je wordpad

£ wordpad windows 10

£ wordpad free download windows 10
£ wordpad online

0 wordpad 2015 free

£ wordpad document

£ wordpad free

£ wordpad 2015

R My stuff

wordpad|

e Click on the WordPad Desktop app. The WordPad program will be displayed
within a window on the Windows Desktop.

SR =] = | Document - WordPad — [} ®
“ Home View o
i “ calibri ] At AT EiE = 'S ) & /" ;_T\ ? (584 Find
Paste U 2 P . A. |=E|= == = Pidure Paint Date and Insert SO
- BRRUEL DX =" BR= == T " g Gme objed
v 9o ‘-;‘--\--‘1-"|"-2‘-‘\-"3"-\‘-‘4-"|H-5‘-‘\-HQH-\‘-‘7-

n

100% (=) ) *

e Move the mouse pointer to an empty area towards the top of the window. This area
is called the Title Bar.
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El g :I | Document - WordPad I — O
Home View
D calibri -1 e AT A IEIF = =~ ; J/’ __J ?
Pa'ste B I U abe xz x? &~ A' % E = E § P\chre dfa-air;:]g Datt;”ind (I::szzr:t
T2 ! 3 [ L - B L S o 00

‘1..‘...8

Press down the left hand mouse button, and while keeping it pressed down, move

the mouse pointer on the screen. When you release the mouse button, the window
will have moved. Experiment with moving this window a few times until you get the

hang of it.

Resizing a window, narrower or wider

Move the mouse pointer to the left hand edge of the Getting Started window. You
will see that the mouse pointer changes shape to become a horizontal line with an
arrow on each end. Press down the left hand mouse button and while keeping it
pressed, move the mouse pointer left or right. When you release the mouse button
the window will be narrower or wider, depending on which direction you move the
mouse pointer. Experiment with resizing the window to make it wider or narrower.

Also experiment using the right edge of the window.

TIP: Remember that this dragging action with the mouse button pressed is called
‘Drag and drop’.

Resizing a window, taller or shorter

Move the mouse peinter to the upper edge of the Getting, Started window. You will
see that the mouse pointer changes shape to become a vertical line with an arrow
oneach end./Press down the left hand mouse button.and while keeping it pressed;
move the mousepointer up or down. WWhen yau release the mouse button the
window will'be taller ar shorter, depending on which direction you move the mouse
pointer. Experiment with resizing the window to make it taller or shorter.

Also experiment using the bottom edge of the window.

Resizing a window in two directions at once

Move the mouse pointer to one of the corner edges of the Getting Started window.
You will see that the mouse pointer changes shape to become a diagonal line with
an arrow on each end. Press down the left hand mouse button and while keeping it
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pressed, move the mouse pointer up or down and left or right. When you release the
mouse button the window will be resized both vertically and horizontally, depending
on which direction you move the mouse pointer. Experiment with resizing the
window.

Also experiment using the other corners of the window to resize the window.

Before continuing try and resize the Getting Started window to its approximate
original size and position. You should be able to see other items on the screen
behind the window.

Maximizing a window

If you look at the top-right of the WordPad window you will see three icons. As
illustrated below. Move the mouse pointer over the middle of the three icons and
after a short time you will see a pop-up explaining the function of the middle icon.

- a X

e

—
—

— —_— b g r
ST = 2 _.-_'i_';.|. ?
EﬁT Picture Paint Date and Insert
- drawing time  object

1"l
g
1"l
[11

iy

Iff

(il

-
-

1]

As you can see the icon is called the Maximize icon. Click on the Maximize icon
and you will see that the WordPad window maximizes, to fill the screen.

Move the mouse pointer over the middle icon and wait for the pop-up to explain the
function of the icon (which has changed slightly if youtloek closely).

[
) |

X
~ @

TIP: The reason for the middle icon changing its appearance (and its name), is that
having already maximized the window to fill the screen, you cannot maximize any
further. Thus you are offered a Restore icon that will restore the program window to
its original size. This is an example of Windows being clever!

Click on the Restore Down icon and you should see that the Getting Started
window is displayed within a window (i.e. not full screen). You should find that the
window is the same size and position, prior to maximizing the window.
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Minimizing a window

If you move the mouse pointer over the first of these three buttons, you will see it is
called the Minimize icon.

‘aint  Date and Insert
awing time  object

Click on the Minimize icon and you will see that the window disappears. Itis
minimized down to the Windows Taskbar, which is the name of the bar across the
bottom of your screen.

Move the mouse pointer to this minimized icon within the Windows Taskbar and you
will see the following pop-up, which displays a ‘thumbnail’ picture of the minimized
program.

Document - WordPad

Click on the minimized icon and the program will be displayed within a window once
againpon your screen.

NOTE: Minimizing @ program is not the same @s closing a program. When you
minimize a program, it is still ruaning in your computer’'s memaory, it is simply
minimized in size, down to the Windows Taskbar. Closing a program means that the
program is'closed and no longer running iIn memory.

Closing a window

Move your mouse pointer to the last of the three icons. After a short delay you will
see a pop-up explaining that this is the Close icon.
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e

) __i F
= 3
Date and Insert
3 time object

'4'"I"'S"'I"'.ﬁ"'l"'?'

Click on the Close icon and the program will close. It is not displayed within the
Taskbar as a minimized icon. The program is no longer in your RAM (Random
Access Memory). RAM is where all your active programs are stored when they are
running. If you close a program the program is removed from RAM but you still have
a copy of the program stored on your hard disk. To re-run the program you will need
to open the program from disk.

The Start button

Clicking on the Start button at the bottom-left of the screen toggles between the
Windows Start Page and the Windows Desktop. Try clicking on it a few times and
see what happens.

E~1 rch the web and Windows

TIP: If you cannot see the Start button display move the mouse pointer to the
extreme bottom-left of your screen and wait for a second or so.

The Start menu

If'necessary,/switch to the Desktop view.
Right click on the Start button and you will see a popup menu displayed.
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Programs and Features
Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager

Control Panel

File Explorer

Search

Run

Shut down or sign out

Desktop

e Take some time to examine the items within the popup menu. This is an easy way
of accessing many items that you will want to display when you start using Windows,
especially if you want to start customizing the way Windows works.

e Items we will investigate during this course include the File Explorer and the
Control Panel.
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Applications & the Desktop

Multitasking

e Windows 10 is a ‘multitasking’ operating system. This means that it can run lots of
programs at the same time. For instance, you can be receiving emails, printing and
writing a letter, all at the same time. You can run lots of different programs
simultaneously, such as a word processor, a spreadsheet, a database and a picture
editing program.

Starting Applications

e Display the Windows Desktop.
e Click on the Start button and then click on All Apps.

E File Explorer

EE’-V:S Settings

e Your screen will now look like this.
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0 = 9 Life at a glance
§ 3D Builder

B e .
|

A

A! Access 2016

Calendar

4= Acrobat Reader DC e w
Adobe Creative Cloud

. ~ Microsoft Edge Photos
i|| Adobe Media Encoder CC 2014

Sunny
| Adobe Premiere Pro CC 2014

o 2%
Alarms & Clock 25 16 d:

ASUS Welcome Perth Phone Compa...

Ad

[l Avast SafeZone Browser New LY

)
pes’

Play and explore

Avast Free Antivirus

B Calculator

8 calendar

e If you have Microsoft Office installed on your computer, use the vertical scroll bars to
scroll down until you see Word 2016 (or similar).
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Life at a glance

Weather Calendar

Voice Recorder

Windows Accessories

Windows Administrative Tools e E O

Windows DVD Player Microsoft Edge Photos Cortana

Windows Ease of Access S5p 6p 7p

sl WLl
Windows Feedback (ca -'Q‘- & dj
° 240 22
Windows Media Player
Phone Compa...

V]
V'
L
w
o
[ |
[ |
=
R
g
[ |

Windows PowerShell

= Play and explore
fa Xbox

l Xenu's Link Sleuth

'\L Back

Search the web and Windows

e Open a few other programs if you have them on your computer, such as Microsoft
Excel and Microsoft PowerPoint.

e Once you have opened more programs you can then use the Alt+F4 keyboard
shortcuts to close the applications.

Finding Applications suegh,as WordPRad

e |If necessary, display the Windows Desktop.
¢ We want to find a program called WordPad.
e Typeinthe letiers;\Wo\ into the search section, at the bottom-left of the screen.
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Best match
" WordPad
Desktop app
@ Word 2016
Desktop app
Apps
Clock
Documents
|1 WorkspaceConfig.xml
workingset.prs|
| Worksheet Copying.xlsx - in Excel 2016
| Worksheet Moving.xlsx
Folders
Word 2016 Advanced
Word 2013 Foundation
52 My stuff £ web
¢ Asyou can see the WordPad program is displayed.
e Click on WordPad and the program will open.
: =] = | Document - WordPad X
L2)

“ (R0 View

— F o [— £ Fing
calibri - - AT A | a./ B & Finc
Picture Paint Date and Insert -

drawing time  object

ro
w

G4 b5

100% (=)
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Using Print Screen within WordPad

e Pressing the Print Screen key takes a picture of your screen and copies it to a
special area of memory called the Windows Clipboard. Press the Print Screen key
now. Nothing appears to have happened, but you now have a picture of the screen
in the Clipboard.

e Click within the WordPad window.

e Press Ctrl+V which is the keyboard shortcut for pasting information from the
Clipboard. You should now see a picture displayed within your WordPad program.

NOTE: Pressing the Print Screen key copies the entire screen contents to the
Clipboard. If you just want to copy the active window, then after selecting the active

window, press the Alt key while pressing the Print Screen key. Then release the
Alt key.

e Leave the program window open.

Identifying the parts of an application window

e The WordPad window is typical of an application window.

S = = | Document - WordPad — O %
Home View o
i <0 Jcaliori A A iFsE 1= f=- J /’ = 4 ind

Paste B I U abke X x2 &~ A~ Paint Date and Insert
= - B — ~  drawing time object

i 7 )

100% (=) | @

There are a number of items that you need to be familiar with.
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Title Bar

e This is the bar running across the top of the application window and normally
displays the title of the program window.

E | id % ¢ = |Pocument - WordPad - X
Home " N o
o .y P &L o
Calibri - A A \;\ '\ﬁ =
D 5 Copy m 2 @5 Replace
Paste U 2 - A - = Picture Paint Dateand Insert
= B I UaeX X g’ — ~  drawing time object (i select all
Clipboard Font Paragraph Insert Editing
ojooco Zl1 2 D B B S roe5 &6
100% (=) ®

e The ribbon normally contains tabs, which in turn contain buttons and other controls

allowing you to interact with the program.

SAMPLE

FOR USE AT THE LICENCED SITE(S) ONLY

© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 10 FOUNDATION FOR BUSINESS USERS PAGE 38

E | W9 ¢ = | Document - WordPad - O X
Home View ~ 0
/ 5
D & Cut B Tn -] A" A i &4 Find
c al
5 Copy $ac Replace
Paste U : Q. A - = Picture Paint Dateand Insert .-
- B 1 U aeX X g‘ — - ~  drawing time object [} select all
Clipboard Eont B3 losert Edit
1.3.1 [ C3 b4 5 e B T

100% (=) ) (&)

Ribbon Tabs
The Ribbon normally contains a number of tabs. Clicking on a different tab will

display specialized controls.
For instance, within the WordPad Ribbon the Home tab looks like this.

View
— p—
b cut s T o A A \;I 'iﬁ 4 Find
2 Copy = 2 Replace
Paste U 2 -~ A~ = Picture Paint Date and Insert
@ B I U abke XX ﬁ' — - - drawing time object {3: Select all
Clipboard Insert Editing
WII NO
--------- ¥ Ruler =/ Word wrap ~
[l status bar E‘E Measurement units ¥
Zoom Zoom
in out %
Zoom Show or hide Settings
.1...|...g...|...1...|...2...|...3...|...4..
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Status Bar

e The Status bar is normally displayed along the bottom edge of the application
window. It can display status information, such as the number of pages contained
within a document.

T W9 ¢ = | Document - WordPad - oox
Home View ~ @
Y uler i Word wrap ~
atus bar  §*[] Measurement units

100% (=) @I

Notepad

e To open the Notepad program, with the search box at the bottom-left of the screen,
type in the word Notepad.

SAMPLE
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Best match

1 Notepad
; Desktop app

pps
Sticky Notes

Documents
Y] Notes.pptx - in PowerPoint 2016 Foundation
] Notes.pptx - in PowerPoint 2016 Intermediate

@ Headed Notepaper.dotx

notepad++
noteflight
noten
notes

notepad++ download

My stuff £ web

notel

TIP: Notepad is a ‘text only’ editor. WordPad on the other hand is like a very cut-
down word-processor into which you can insert text and pictures. In addition, in
WordPad you can format the text. Remember that in Notepad it is just text, with no
pictures and no text formatting.

Click on' the Notepad button and the program will open within a window, as
illustrated.
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| Untitled - Notepad - | X

Eile Edit Format View Help

e This is a text-only editor. Unlike a modern word processor, you cannot insert
pictures into the Notepad window.

e Leave the program window open.

Control Panel

e To open the Control Panel window, type in the word Control Panel into the search
box, at the bottom-left of the screen.

SAMPLE
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Best match

Control Panel
Desktop app

Apps
[ settings
Web
AR control panel
control panel windows 10
control panel printers
control panel classic view
control panel add or remove programs
2 control panel display settings
Settings
NVIDIA Control Panel

Realtek HD Audio Manager

My stuff £ web

control panel|

Click on the Control Panel item. The Control Panel window will be displayed as

illustrated.

Control Panel

4~ [EA > Control Panel
Adjust your computer's settings

Systemn\and Security

Reviel yolpeamputer's statls

3ave backupiedpies of yourfiles Withirile
History

Backup'and'Restore (Windows 7)

Find and fix proBleéms

| 3 Network and Internet
\ View network status and tasks
Choose homegroup and sharing options
o

Hardware and Sound
View devices and printers
Add a device

i"J

‘
Programs
"l Uninstall a program

~~

i
EI
5
©

v QO | Search Control Pane

View by: Category ~

User Accounts
QChange account type

Appearance‘and Personalization
Change the theme
Adjust screen resolution

Clack, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display
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e Leave the program window open.

Switching between program windows

e You should see a number of programs displayed on the screen, as illustrated.

e To switch from one program to another press down the Alt key (and keep it

pressed). Press the Tab key once and you will see a bar displayed across the
middle of the screen.

Press the Tab key a few more times and you will sequence around the programs
displayed within the bar. When you release the Alt key the program that was

highlighted within the bar is displayed on your screen. Practice this technique a few
times to switch from one program to another.

o Leave the windows 0pen and continue to the next exercise.

Casecadingmwindows

e Right click on an empty part of the Windows Status Bar (this is the bar that is
normally displayed across the bottom of the Windows screen). From the pop-up
menu displayed, click on the Cascade Windows command.
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Clock, Language, and Region
Add a language
Change input metho Toolbars

Change date, time, o}
Ease of Access Ssanh

\ W . -
BRI . Show Task View button
Optimize visual disp

Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Task Manager

~ Lock the taskbar

Properties

X  5:08PM
AT 0) BENG 50006

The program windows will be displayed cascaded across the screen.

\fﬂ“\j ] -‘ P o’ P
a':]. o Ease of /

v @

6]

Displaying windows\side by side

e . Right click on an empty, part of the Windows Taskbar (this is/the bar that IS normally
displayed across the bottom'of the'Windows screen). From the pop-up menu
displayed, click on the Show Windows side by side command.
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Toolbars

Search

~* Show Task View button

Show touch keyboard button

Cascade windows

Show windows stacked

Show windows side by side

OW e Jeskiop

Undo Cascade all windows
Task Manager

" Lock the taskbar

Properties

e The program windows will be displayed, tiled side by side.

o L]
3| 'S et ||
i T 1 B -, X A
6}

¢ Closeall the open programs befare continuing.

TIP: To close a program click on the Close icon displayed at the top right of each
program window.

TIP: The keyboard shortcut to close the active window is Alt+F4.
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Installing programs

Within large organizations it is normally the IT support staff that installs or removes
programs. In many cases it is a disciplinary offence to install programs onto
computers without specific permission. This is because of the risk of accidentally
infecting a computer with a computer virus or similar program.

With small organizations or home use then it may be up to you to install new
programs. Always check so that you do not get yourself in trouble!

Programs are normally supplied on CD or DVD and these disks, once inserted into
the CD/DVD drive should start automatically and display instructions on-screen
covering the installation procedure. If you need to install software, read the
onscreen instructions VERY carefully at each stage. If help is available and you get
stuck always ask rather than assuming the installation will be OK. If in doubt, ask!

TIP: You can find lots of free programs when surfing the web. Be VERY careful
about installing programs unless you are absolutely sure that the programs are
supplied by a reliable source.

Removing a program

WARNING: This section is just for reference. Do not remove any programs
during this training course.

As with installing programs only do this if you have been given specific authority
within your company to remove a program. If in doubt, ask! You use the Control
panel to remove programs.

Right click on the Start button and from the popup menu displayed, click on Control
Panel.

Command Prompt (Admin)

Task Manager

File Explorer
Search

Run

Shut down or sign out

Desktop
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The Control Panel will be displayed as illustrated.

Control Panel - m| X
s > Control Panel * v O ||Search Control Pan.. @
Adjust your computer's settings View by: Category

User Accounts
G Change account type

‘ System and Security
Review your computer's status
Save backup copies of your files with File
History
Backup and Restore (Windows 7)

Find and fix problems

o

Appearance and Personalization
Change the theme
Adjust screen resolution

& Network and Internet Clock, Language, and Region
View network status and tasks £ el Add a language
*  Choose homegroup and sharing options S Change input methods

Hardware and Sound Change date, time, or number formats
# View devices and printers Ease of Access

Add a device Let Windows suggest settings

Optimize visual display

2 Programs
Qr Uninstall a program

Within the Programs section click on the Uninstall a program command. This will
display a list of programs that you can uninstall.

L:j-] Programs and Features — O x

&~ v P [E'l » Control Panel * Programs * Programs and Features ~ 0O Search Programs a.. @

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall & program, select it from the list and then click Uninstall, Change, or Repair.
9 Turn Windows features on or

off Organize ~ E - @
Publisher Installed O1 »
3/27/2016
3/27/2016
3/24/2016
3/20/2016
3/11/2016
3/10/2016
3/7/2016
2/29/2016

Tilman Hausherr
UNKNOWN
Adobe Systems Incor|
aSkype““ 7.18 Skype Technologies S.A. 2/26/2016
< >

Currently installed progra... Total size: 12.8 GB
@ 47 programs installed

Double click on the program that you wish to uninstall. You may see some warning
screens, in which case read them very carefully before deciding whether to proceed
or not.
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If in doubt, do not remove a program as it can cause problems if you delete
programs that should not be deleted.

e Close any open windows before continuing.

Shutting down the computer

e Right click on the Start button and from the popup menu displayed click on Shut
down or Sign Out.

e From the sub-menu displayed select Shut Down.

Control Panel

File Explorer Sign out

Search Sleep

Run I Shut down
Shut down or sign out > Restart

Desktop

e The computer will shut down.
e Restart the computer.

Restarting the computer

e Right click on the Start button and from the popup menu displayed click on Restart.

Control Panel

File Explorer

Shut down or sign out 3
esktop
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Help in Windows 10

Using the Search for Help box

e Experiment with typing in an item you want help with. For instance, you could type
in the words Change default printer.

Best match

? Change default printer
2

Control panel

change default printer

change default printer windows 10
change default printer settings
change default printer in sap
change default printer settings mac
change default printer in chrome

change default printer group policy

o)
0
0
0
pe
pe
pe
pe

change default printer in office 2013

EE My stuff £ web

Change default printer I

e Click on the item in the Best Match section and you will be taken to the Control
Panel, form where you can change the default printer.

o 'Spenda little time experimenting with finding out'more about Windows 10. For
instance, search forWindows 10 Tips.
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eS8 |

Displaying basic information about your PC

e Right click over the This PC icon within the File Explorer display.

= = | File Explorer

“ Home Share View

Pinto Quick Copy Paste q I Jdove  Copy Delete Rename

1 s > Quick access

» 3k Quick access

sodl OneDrive

= This\PC

15 Documents
3 Downlgads
» W Music
= Pictures
B Videos
% Local Disk (C2)

e From the popup menu displayed click on the Properties command.
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v @ This
Colla
> m Des i
> Dod G Manage
5 s Doy Pin to Start
> T Mus Map network drive...
. Browse with Paint Shop Pro
> = Pict
Open in new window
> EBVid
Pin to Quick access
> #&. Loc 3 A
Disconnect network drive...
¥ e Film
. Add a network location
7w Fili]
5w Film Delete
> - T &
7w UBB Properties

7w Sofy_16GR (H:)

> wme USB Drive (K3)

This will display the System dialog box.

@ System

Control Panel Home

G Device Manager
G Remote settings
9 System protection

See also

Security and Maintenance

View basic information about your computer

Windows edition

Windows 10 Pro

© 2015 Microsoft Corporation. All rights
9 Advanced system settings reserved.

System

Manufacturer:

Processor:

Installed memory (RAM):

System type:
Pen and Touch:

PLE Computers s

Workgroup:

Windows activation

PLE Computers

Intel(R) Core(TM) i7-5930K CPU @ 3.50GHz 3.50 GHz
32.0GB

64-bit Operating System, x64-based processor

No Pen or Touch Input is available for this Display

WORKGROUP

Windows is activated Read the Microsoft Software License Terms

Product ID: 00330-80000-00000-AA278

4 % > Control Panel > System and Security > System v Q| | Search Control Panel »r

am Windows10

PLE

Computers

Change settings

GChange product key

This screen tells you useful information about your copy of Windows. You can see
the exact version number, plus more information about your computer such as the
speed of your CPU and how much memory you have installed.
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Information about your network is also displayed.

SAMPLE
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File Explorer

What are files?

When you load a program such as a word processor this means that you copy the
files containing the word processor program from your hard disk into your RAM
memory. RAM is short for Random Access Memory and is simply a term to describe
the memory chips contained within your computer. Once the word processor is
loaded into RAM you can use it to create a document. When you have finished
editing the document, you may want to save a copy of the document to your hard
disk as a file.

Basically there are two types of file that you need to concern yourself with, the
program files (such as word processor, spreadsheet, databases etc.) and the data
files that you create and save to disk. Once saved to disk you can later re-open that
file and make further changes, or print the data file.

In many ways you can think of data files as physical sheets of paper, containing your
data. You then place these sheets within a folder so that you keep all similar
documents together.

What are folders?

Files are stored on a disk in folders. This concept is very familiar to anyone used to
working within an office. Think of a 3-draw filing cabinet. When you wish to file a
document within the filing cabinet you first need to decide in which draw to file a
particular document. When you open a filing cabinet draw it often contains hanging
dividers allowing you to group similar document together.

Types ofidriveand drive letters

When you saye a data file you normally save it to your hard disk. This disk'is
contained within your computer.and you cannot normally see it. By convention the
hard drive is called ‘Drive €. If you have two hard disks within a single camputer,
they-will ngrmally be described as drive ‘\C’ and drive ‘D’.

There are other types of drive, such as a CD or DVD drive. You can plug a
‘removable hard disk’ into your computer. You can also plug so called ‘memory
sticks’ into the USB sockets on your computer. Don’t worry what USB stands for
(Universal Serial Bus); they are just sockets that allow you to plug things into your
computer. There are many different names for these USB memory sticks, such as
‘flash drives’ or ‘USB drives’.
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e As you add more drives to the computer, Windows assigns a drive letter to them.
The hard disk is usually called drive C. The next disk that is added (probably the
CD/DVD drive) will be called drive D, the next drive would be Drive E and so on.

e If you are connected to a network, your network administrator may have set you up
with additional ‘network drives’. These are actually located within a different
computer on your network and can have any free drive letter that the network
administrator thinks is appropriate (such as Drive T).

Opening the Windows File Explorer program

¢ Right click on the Start button.

i
E File Explorer I

Shut down or sign out

Desktop

e Thiswill display the'File Explorer window.
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= | File Explorer - u] x
Hame Share View [7]
» U & cut -I T New item o] Hopen B setect an
o W Copy path - x 4] Basy access - } Edit select none
K..';((c;:::{k Copy Paste [B] Paste shortcut ic:= (:‘c Delm Rename r;"'é;:r Praperties T History | vvert sefection
Clipbaard Organize Mew Open Select
4 3 * Quick access » w ) Search Quick access £
~
o Quick access ~ Frequent folders (9)
4@ OneDrive Deskiop Downloads
This PC This PC
& This PC - » ‘ -
Dhesict

- oF OneDrive Decuments

[2 Documents Desktop A2 This PC

& Downloads * *

b Music Pictures _  _SEQMASTERCLASS 2016-..

& Pi == This PC = \zzzz_ SEMINARS 2015-.

e Pictures - E

B Videos

. Local Disk (C) SEO Master Class 19- Site Ma.. Slides

Filming 1 (.\SEQ Master Class i \_SEQ MASTERCLASS 201..
= Filming 1 (E})
= Filming 2 (F)
- stuff

~- Filming 3 (G} f _\_SEQ MASTERCLASS 201..

- Sony_16GR (H) =

e USE Drive ()

« Recent files (20)
« Sony_16GR [H:)

[#] windows- 10-foundation-manual Filming 1 (E:)\windows_10_foundationymanual_doc
- USB Drive (K2)
01 First look at Windows 10 FINAL CUT Filming 3 (G\Windews 10..401 First look at Windows 10
& Nemark @ SEO Master Class 19- Site Maps 03 Filming 1 (E\Filmin_\SEQ Master Class 19- Site Maps 03
= DAVID-LAPTOR B SEO Master Clase 19- Site Maps 03 Filming 1 (ENFilmin.\SEO Master Class 19- Site Maps 03
L ] N
EPSONS22646 n SEO Master Class 19- Site Maps 03 Filming 1 (EAFilmin\SED Master Class 19- Site Maps 03
= VIDEOPRODUCTION
=1 inwro lower volume Filming 1 (E\Filmin.\SEQ Master Class 19- Site Maps 03
| - - ilming 1 (Ef\zzzz _-\_SEQ MASTERCLASS -March
*4 Homegroup SEQ MASTERCLASS 2016-3-23 Fil 1 {ENhz SEQ MASTERCLASS 2016-M. -
e

29 items

TIP: Do not confuse the File Explorer (which is generally used for exploring your
computer disks, folders and files) with the Internet Explorer (which is used for
exploring the Internet and surfing the Web). They are two entirely separate
programs with very different functions.

SAMPLE
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Displaying or hiding the Ribbon

e Often, the File Explorer windows will look like the illustration below.

L I = | This PC

[u]
« v 4 W ThisPC I
-

st Quick access - Felders (&)
i OneDrive - Desitog

= This PC

= Desktop _ Documens

4 Documents

4 Downloads

b Music 4_ Downloads

i Pictures

B Videos J’ Music

. Local Disk (C)

~ Filming 1 (E}

- mme o Pictures

- Filimiing 2 (F:) —_—

= Filming 3 (G

- Sony_T16GR (H:) u Videos

e USE Drive (K3

~ Devices and drives (7)

. 5¢ 16GR (M
<= Sony.16GR () Locs! Disk (€3
e USE Driver (K) W 113 GE free of 238 GB
W Netwark

- CAVID-LAPTOR G DVD RW Drive (%)

.y
" FPSONSI2E46
Filming 1 (€}
= VIDECPRODUCTION Lo
¥ Wme® 90T fwes af2 70 TR
14 items e

e Click on the Expand the Ribbon button.

v Q| | Search This PC Expand the Ribbon (Ctrl+F1)

Show the Ribbon so that it is always
expanded even after you click a
command.

~ Folders (6)

- Desktop

uments

window.

oss the

of the prog
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| & = | This PC

Computer View
[:j] Uninstall or change a program

=9
4=l P »~» = [
. - - S)rstem properties
Properties Open Rename  Access Map network Add a network  Open
media~™  drive ™ location Settings 8 Manage
Location MNetwork System
1 ! r ~
A
s Quick access ~ Folders (6)
& OneDrive
- Desktop
@ This PC
Deskto
= P 4_  Documents
Documents
= Manmlandn

TIP: If you wanted to remove the Ribbon, you could click on the control and the

Ribbon will be minimized.

The File Explorer window
The File Explorer windows will normally look something like the illustration below.

[ ]
wlE | File Explorer - o x
_ Home | Share  Viw (7]
¥ cw — T hew item = W i4 Oopen -l Selectat
u W Copy path » x . I 1] Easy aceess ~ Ede Selet none
Fae o pucne hotos Move  Copy B-l'-i. reame Fraper B oy | b skecion
4 s ¥ Quidcaccess ¥ ~ & Search Quick access »
# Quick access « Frequent folders (9) =
& OreDiive Destaop Dewnloads OneDrive Documents.
This PC This PC h Desktop ‘e ThisPC
W This PC - * " * + =y *
= Pictures _SEQ MASTERCLASS 2016~ maniual_doc SEQ Master Class 19- Site Ma_
1 Documents o This PC \ezzr _ SEMIMARS 2015- Film_\windeows_10_foundation Filming 1 (\SEQ Master Class
-
& Downloads
& Music shdes
Pictures ] \_SED MASTERCLASS 201

- Local Disk (C) + Recent files (20)

ok at Windaws 10 FIN
Class 19- Sete Maps

§ DOAT Goagle Comemunity

You need to be able to find your way around the program and to understand the

[ )
terminology.
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File Explorer - Folders

e Folders are containers that you can store files in. By default, Windows creates a
number of folders for its own purposes. You can also create, rename, move and

delete new folders manually.

File Explorer - Devices

e These are the storage devices you have access to such as your local hard disk,

DVDs, Flash drives etc.

w - Sony_16GR (H:)

w USB Drive (K

@ Network
@ DAVID-LAPTOP

"l ¥ = | File Explorer
Home Share Wiew
b Cut ] x _L B New ite
= W Copy path e . £ easyac
Pinto Quick Copy Paste = Move Copy @ Delete Rename Mew
ACCess [#] Paste shortcut to to - folder
Clipboard Organize MNew
A # > Quick access
3 Quick access ~ Frequent folders (9)
&& OneDrive Desktop
This PC ‘
9 This PC »
Deskto
= P Pictures =
Documents wesm This PC E
h" »
8 Downloads
& Music Slides
= Pictures 3 .0 SEO MASTERCLASS 201..

O Master Class 19- Site Maps 03

[ intro lower volume

| SEO MASTERCLASS 2016-3-23

SEro guru

§ 0089 Deleting Web Pages
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File Explorer — Network Locations

e As the name implies, Network Connections are the places on the network that you
have access to.

@ = | Network
Metwork View
;l . 82 View printers

v ¥ = %

J m ay) ) ,:_;‘."IEW device webpage -
Properties Open Connect with Remote  Add devices Metwork an

Desktop Connection  and printers Sharing Cen
Location Network

<« v A~ ¥ > Network
> 3 Quick access ~ Computer (3)

& .
7 @ OneDrive ~ DAVID-LAPTOP
v = This PC B

> m Deskiop ~ Network Infrastructure (2)

> Documents

== EX6100 (Gateway)

> 3 Downloads -

> Music ~ Other Devices (1)

» = Pictures

> [B Videos I' Telstra TV - 5X459V003861

» %4 Local Disk (C:)

> . Filming 1 (€9 ~ Printers (1)

> e Filming 2 (F)

3 Kyocera:FS-4300DN:KMA4F5B2

> e Filming 3 (G)

> e Sony_16GR (H:)

> e USB Drive (K)
> me SoOny_16GR (H:)
> e USB Drive (K2

@' Network

> W DAVID-LAPTOP

> W EPSON522646

IDEOPRODUCTION

, by'default the fil o

FOR USE AT THE LICENCED SITE(S) ONLY

© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 10 FOUNDATION FOR BUSINESS USERS

PAGE 60

s = | Downloads
Home Share View
[ Preview pane Extra large icons [&5] Large icons Medium icons [51 Group by ~ [0 ttem check boxes {
[[H Details pane small icons FFEF List [[i] Add columns ~ W FE e S o
Navigation B o = - — 3 Hide selected ©
pane 5= Tiles E= Content N Frd Size all columns to fit [ Hidden items items
Panes Layout Current view Show/hide
~— v 4 & » ThisPC Downloads
> 3 Quick access Name Date Type Size Tags
. 4 OneDrive |1 9%.eps 11/28/2015 5:07 PM EPS File 1,822 KB
g 2016 SEO 500 px.. 3/21/2016 11:01 AM JPG File 14 KB
~v = This PC & 2016 SEO 500 px  3/21/2016 10:55 AM JPG File 13KB
> m Deskiop & 2016 sEO 11/28/2015 11:02 AM JPG File 889KB 2016; new; y..
E’ camtasia 3/21/2015 9:27 AM Application 253479 KB
5 g Downloads CreativeCloudSet...  3/21/201510:13 AM Application 658 KB
» b Music \E Dollarphotoclub...  3/21/2016 10:53 AM zip Archive 703 KB
5 Pict Flash5Advanced 3/12/2002 3:11 AM Microsoft PowerPo... 133 KB Cheltenham ...
= Pictures
| JavaSetup8u73 2/26/2016 9:49 AM Application 719 KB
> @ Videos — ) ) . )
OfficeProfession...  2/21/2015 4:27 M Disc Image File 787770 KB
» & local Disk (C) TR pstagefree 2/5/2016 1557 PM Application 5418 KB
> - Filming 1 (E) 1) Setup.X86.en-US..  2/8/2016 302 PM Application 3,128 KB
> we Filming 2 (F) (Hxenu 3/7/2016 1:52 PM zip Archive 427 KB
> e Filming 3 (G2
> we Sony_T6GR (H:)
s . ISR Drive (K

File Explorer - Desktop

¢ Files or folders that are copied or moved to the Desktop folder will also be displayed

on the Windows Desktop screen. A typical Desktop screen is shown below.

=l B 7 = | Desktep
— bome  Share o
r' [ Preview pane Latra large icons. B Lirgeions & Mediumicons - I Grong by ™ 0 mem check bowes. =
[l Detaits pant Small o EFun 5= Details [[) Acd codumns = ] Fibe rame extensions )
Navigaticn = < set . Hide seledted  Options
s i= coment ¥ by [l ke allcolumas tofit [ idden e -

v @ Search|

* w Filming 2 ()
¥ e Filming 3 (G
3 e Sony_16GR (H;)

% e USB Drive (K

File Explorer — OneDrive

e The OneDirive is simply a storage location in the ‘cloud’. This is actually held on
Microsoft servers and has the advantage that you can access this information from
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any computer within your company. The disadvantage with cloud storage is that this
data is also available to spy agencies such as the NSA and GCHQ.

@ | = | OneDrive

Home Share View

[l Preview pane Extra large icons [&] Large icons Medium icons =

[H Details pane & small icons FEEE List f== Details =

Navigation S = _
g = Tiles E; Content v

pane ~

Panes Layout

« v 4~ & > OneDrive

Name Da'

#& OneDrive

~ 4 This
> m Desktop
> Documents

> 3 Downloads

File Explorer — Homegroup

e The Homegroup is the local area network group that you have access to. Within the
home, you can link up individual computers, printers and other devices. Within the
office your computer will normally have been configured for you so that you can
communicate with the people you need to talk to and in most cases you will be able
to swap files and share devices.

SAMPLE
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e I

Ij [TH preview pane
[TH Details pane
MNavigation

pane ~

HomeGroup

Panes

1

m Desktop
Documents
& Downloads
D Music
= Pictures
B Videos
4. Local Disk (C)
w Filming 1 (E)
. Filming 2 (F})
= Filming 3 (G)
w Sony_16GR (H:)

R A Y

= USB Drive (K:)
> wo Sony_16GR (H:)
> e USB Drive (K)

~ W Network
> W DAVID-LAPTOP
> W EPSON522646

EelDC oD oo T o

= | Homegroup

View

Extra large icons [&=] Large icons.

[ i
el Small icons

- = - Sort

~ 4 *§ > Homegroup

~

Medium icens -

E=Z Details -

[ Group by =

[T] Add columns

BB List

by~ ﬁ size all columns to fit  [] Hidden items

Layout Current view

[ ttem check boxes

[ File name extensions

Show/hide

Hide selected = Optit
items ]

.‘ Share with other home PCs

With a homegroup, you can:

Browse and search shared files on other PCs
Share printers and other devices

Homegroups are protected with a password, and you can always control what you share.

Create a homegroup

*§ Homegroup

File Explorer — This PC

e This section of the window summarizes all the resources that you have access to on
your local PC.

¥ | ThisPC

o
[

r W Prrvorm par R Estrm large oot B Lvge kom e s 1 Groap by C] seem check boaes T
T Detads pase el o - oo ji aca mrper— :
- fon " Opticsis.
[ 54 L Hudden bwemi -

VD RW

Fiming 3163
[}

¥ e Filming 1 (E Ny S 1y t

we Fiiming 2 73
} e Filming I

- 36 N 116 e

e 00y 16GR ()

s o ~ Network locations (1)

+ e SOMY_16GR () _:}' Soutosh (davelaptop)
e USE Deive (K3

v b Netwerk
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Displaying the contents of a particular folder

e During this course you will use some sample files that have been created for you.
These sample files are stored in a folder called Windows 10 Foundation, which in
turn is stored under a folder called Documents.

e To display the contents of the Documents folder, click on the Documents folder, as
illustrated.

=l = | Documents
Home Share View
Ij [Tl Preview pane Extra large

- T
[[E Details pane Small icons

MNavigation = .
2 %: Tiles

pane ¥

Panes
- v p > ThisPC > Docu

~
# Quick access

#& OneDrive

= This PC

| Documents

B wisl e e
D Music

= Pictures

B Videos

e If you look at the right hand section of the window you will see the Windows 10
Foundation folder. In some cases, you may have to scroll down to see this.

SAMPLE
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= = | Documents
Home Share View
[Tl Preview pane Extra large icons [ Large icons Medium icons = g
——  [[H Details pane Small icons EFEF vist - B
Na;;ﬁ:tl_on %Z Tiles EE Content v E
Layout
&« » This PC *» Documents *»
~ )
3 Quick access Name :
Adob z
#& OneDrive obe
Camtasia Studio H
& This PC Custom Office Templates p
T KEEP :
Documents i 5 o> ‘
W Windows 10 Foundation ]
D Music
= Pirturec

¢ Double click on the Windows 10 Foundation folder to display the contents of that

folder.
| = | Windows 10 Foundation
Home Share View
[Tl Preview pane Extra large icons =] Large icons Medium icons = [=] Group by ~ [ ttem check
[ Details pane small icons. FEEE List = Details - [Ti] Add columns = [ File name e
Navigation B == _ sort
pane * = Tiles £= Content - by~ % Size all columns to fit [ Hidden iten
Panes L oot Current view 3
“— v > This PC *» Documents > Windows 10 Foundation »

~ - o
3 Quick access Name Date modified Type

& OneDrive Com;j.\ressed files

Col
Col
Col

3/27/2016 3:22PM  File folder

Documents Del 3/27/2016 3:
Fil
Fil
Fil

nloads
3/27/2016 3:22 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM

File folder

& Local Disk (C)
w Filming 1 (E3)
= Filming 2 (F:)
. Filming 3 (G)
- Sony_16GR (H})
w= USB Drive (K:)

- Sony _16GR (H:)

Hiding

Moving files - one

Moving files - two
Renaming
Selecting files
Sorting files

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 T:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM

File folder
File folder
File folder
File folder
File folder
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e As you can see this folder contains more sub-folders which in turn contains files of
further sub-folders.

¢ Double click on the folder called Selecting Files.

|

= | Windows 10 Foundation

Home Share View

[Tl Preview pane Extra large icons [&=| Large icons Medium icons = [E] Group by ~ [ ttem
[[H Details pane small icons EE List £ Details - [Ti] Add columns = [ File
MNavigation B - m= - Sort
pane == Tiles == Content B by - % size all columns to fit  [] Hidc
Panes Layout Current view
«— v P » This PC » Documents » Windows 10 Foundation

3t Quick access
#& OneDrive

% This PC
m Desktop
Documents
& Downloads
D Music
= Pictures
B Videos
4. Local Disk (C)
- Filming 1 (E2)
= Filming 2 (F)
w Filming 3 (G:)
- Sony_16GR (H:)
w USB Drive (K:)

SAMPLE

”~

~

Mame

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions
File status

File types

Find me

Hiding

Moving files - one

Moving files - two

Renaming

Selecting files

ForrTIeT

Date modified

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
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File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
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e You will see the files contained within this folder.

| = | Selecting files
Home Share View
[TH Preview pane Extra large icons [&] Large icons Medium icons =] Group by - [ tem check boxes
[TH Details pane small icons BB List [ Add columns ~ [ File name extensions. o
Navigation == m= - Sort ., . Hide selecte
pane ~ = Tiles E= Content < by~ [ Size all columns to fit [ Hidden items items
Panes lovot current view Show/hide
« v E This PC > Documents > Windows 10 Foundation > Selecting files » I
~ - . -
# Quick access Name Date modified Type Size
) About computers 2/4/2007 4.29 PM Microsoft Word D.. 29 KB
& OneDrive
@ Charts 3/14/2007 12:08 PM  Microsoft PowerPo... 57 KB
= This PC [&] computer desk 2/26/2007 5:52PM  JPG File 36 KB
m Desktop [&] Dog 3/14/2007 9:32PM  JPG File 103 KB
Documents [ Dolphin 3/14/2007 9:32PM  JPG File 35KB
# Downloads [S] Hotel 3/14/2007 931 PM  BMP File 145 KB
1 Music Office Clipboard 1/27/2007 3:16 PM Microsoft Word D.. 97 KB
) @ Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo... 431KB
& Pictures
[S] Raftrace 3/14/2007 9:32PM  GIF File 147 KB
E Videos B )
5] River 3/14/2007 9:32PM  JPG File 130 KB
- Local Disk (©) Sales chart 6/1/2011932 AM  Microsoft Excel W.. 13KB
~ Filming 1 (E) Sales details 6/1/2011932AM  Microsoft Excel W.. 14 KB
= Filming 2 (F) Stock 6/1/2011 9:32 AM Microsoft Excel W... 14 KB
= Filming 3 (G) |& Web page 3/14/2007 9:15PM  HTM File 1KB
. Sony_16GR (H) \E Zipped file 3/14/2007 918 PM  zip Archive 25 KB
w USB Drive (K:)

Changing the View within the File Explorer

¢ Make sure that the Ribbon is displayed.

¢ Click on the View tab within the Ribbon and take a look at the Layout section of the
Ribbon.
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[THl Preview pane Extra large icons [ Large icons [E1 Group by = [ ttem check boxes.

[(H Details pane =R small icons BFEF vList [[i] Add columns ~ [ File name extensions. o
Navigation E- = Sort ., . Hide seled
pane - (== Tiles = Content by~ [ Size all columns to fit - [ Hidden items items
Panes Layout Current view Showyhide

« v 4 » This PC > Documents > Windows 10 Foundation » Selecting files
~
-~ P -
S Quick access Name Date modified Type Size
& OneDrive About computers 2/4/2007 429 PM Microsoft Word D... 29 KB
3/14/2007 12:08 PM  Microsoft PowerPo... 57 KB
= This PC [& computer desk 2/26/2007 5:52 PM JPG File 36 KB
& Dog 3/14/2007 9:32PM  JPG File 103 KB
5] Dolphin 3/14/2007 9:32PM  JPG File 35KB
s Downloads 6] Hotel 3/14/2007 931PM  BMP File 145 KB
. Office Clipboard 1/27/2007 3:16 PM Microsoft Word D... 97 KB
b Music
Pict Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo... 431 KB
= Pictures
@ Raftrace 3/14/2007 9:32 PM GIF File 147 KB
B Videos ) .
5] River 3/14/2007 9:32PM  JPG File 130 KB
& Local Disk (C) | Sales chart 6/1/2011932 AM  Microsoft Excel W... 13k8
~~ Filming 1 (E) Sales details 6/1/2011932AM  Microsoft Excel W... 14K8
~- Filming 2 (F) Stock 6/1/2011 932 AM  Microsoft Excel W.. 14 KB
w Filming 3 (G3) E Web page 3/14/2007 9:15 PM HTM File 1KB
- Sony_166GR (H:) = Zipped file 3/14/2007 918 PM  zip Archive 25 KB
- USB Drive (K3)

¢ Asyou can see details about each file are displayed in columns next to each file.
Information such as the File modification date, file type and file size are displayed.

e Click on the Large Icons button within the Ribbon. The files will look like this.

[ 1 = | Selecting files o x

n Home  Share  View (7]

r| [T Preview pane Etra Large icons [a=) Large icons | K& Medium icons l Group by * [ mem check boxes = |
[TH Details pane £ Details - i) &bt cotumn ] File name extensions i

Nangation == - Sont . b

pane - i= Content ki by~ [ Hidden fems

Layout Cu de
« - 4 * This PC * Documents * Windows 10 Foundation * Selecting files » ~ {3 Search Selecting files »
~
3 Quick access

w Filming 2 (F)

- Filming 3 (G
= Sony_16GR (H:)
e USB Drive (K)

Web page

Zipped file

- Sony_16GR (H)
- US8 Drive (k)

& Network
W DAVID-LAPTOP -

15 items

-
e
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This view is useful when sifting through picture or video files.

Click on the List button within the Ribbon. The files will look like this.

| = | Selecting files
Home Share View

Ij [[H Preview pane Extra large icons [&] Large icons [=] Group by ~ [

- man) ) -
[TH Details pane g m= Small icons - I Add columns [

Mavigation - . - Sort
pane ™ S List EF Details v by ~ =] size all columns to fit | [

Panes Layout Current view
«— v D > This PC * Documents * Windows 10 Foundation * Selecting files >
~ L
s Quick access About computers
@Charts
. OneDrive computer desk
5 This PC Dog
&) Dolphin
m Desktop " ‘[pl
otel
Documents L
| Office Clipboard
# Downloads [ Parts of a computer
B Music Raft race
= Pictures River
B Videos Sales chart
% Local Disk (C3) Sales details
. Stock
- Filming 1 (E5) .
o |® Web page
w Filming 2 (F:) EZipped file

. Filming 3 (G3)

As you can see in List view just the file name is displayed, nothing else.

Before continuing set the view type to Details.
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i = | Selecting files - C
‘ n | g

Home Share View

[H]
Ij EV"EW pane Extra large icons [&] Large icons Medium icons =« [ Group by ~ LI ttem check boxes / [
[TH Details pane =5 small icons BF List < [[i] Add columns ~ [ File name extensions !
Mavigation E= g B= content - Sort ., . . . . Hide selected O
pane = m- Iles 5= Lonten - by~ b Size all columns to fit (] Hidden items items
Panes Layout Current view Showyhide
« v » This PC » Documents > Windows 10 Foundation > Selecting files ~ U | Search Selecting files
~
~ . .
s Quick access Name Date maodified Type Size
. About computers 2/4/2007 4:29 PM Microsoft Word D... 29 KB
#& OneDrive N
Charts 3/14/2007 12:08 PM  Microsoft PowerPo... 57 KB
= This PC &) computer desk 2/26/2007 5:52 PM PG File 36 KB
m Desktop 5 Dog 3/14/2007 9:32PM  JPGFile 103 KB
Documents & Dolphin 3/14/2007 932 PM  JPGFile 35KB
# Downloads g Hotel 3/14/2007 931 PM  BMP File 145 KB
b Music Office Clipboard 1/27/2007 3:16 PM Microsoft Word D... 97 KB
Pictures Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo... 431 KB
=
& Raft race 3/14/2007 932 PM  GIF File 147 KB
Videos
B 5] River 3/14/2007 9:32PM  JPGFile 130 KB
£ Local Disk (C) Sales chart 6/1/2011 932 AM  Microsoft Excel W... 13 KB
=~ Filming 1 (E2) Sales details 6/1/20119:32 AM  Microsoft Excel W... 14 KB
w Filming 2 (F) Stock 6/1/2011 9:32 AM Microsoft Excel W... 14 KB
w Filming 3 (G) & Web page 3/14/2007 9:15PM  HTM File 1KB
- Sony_16GR. (H:) - \_E] Zipped file 3/14/2007 918 PM  zip Archive 25 KB
15 items

To display the files in reverse alphabetical order, click on the Name header at the
top of the column displaying the file name.

2
Home Share

H S
e\riew pa

[TH Details pane
%Z Tiles

: = | Selecting files

View

Extra large icons (&) Large icons

FEEE List

Medium icons -

Eoms |-

Nl

Mavigation

small icons.

% This PC

computer des| f
Cl desk 2/26/2007
m Desktop [€ Dog 3/14/2007
e iEns [ Dolphin 3/14/2007
& Downloads [ Hotel 3/14/2007
b Music Office Clipbeard 1/27/2007

ELH MNevtr ~f m e e b T ia by ke Ta s bri
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e The files will now look like this.
| < | Selecting files
Home Share View
lj [T Preview pane Extra large icons [&=] Large icons Medium icons = [ Group by ~
[H Details pane =22 small icons FEEF List - [T Add columns *
Navigation B = - Sort .,
pane * - Tiles 5= Content - by~  Fm Size all columns t
Panes Layout Current view
« v > ThisPC > Documents > Windows 10 Foundation > Selecting files >
A ¥ o .
# Quick access MName Date modified Ty
& OneDrive 5 Zipped file 3/14/2007 918 PM  zjj
[& Web page 3/14/2007 915PM  H1
= This PC Stock 6/1/2011932AM M
m Desktop Sales details 6/1/2011 9:32 AM Mi
Documents Sales chart 6/1/2011 9:32 AM Mi
+ Downloads [&] River 3/14/2007 932PM IRy
b Music @ Raft race 3/14/2007 9:32 PM Gl
B @ Parts of a computer 2/2772007 12200 PM M
= Pictures N
Office Clipboard 1/27/2007 3:16 PM Mi
B Videos
@ Hotel 3/14/2007 9:31 PM BN
% Local Disk (C) @ D . :
olphin 3/14/2007 9:32 PM 1P
~ Filming 1 (E) [&] Dog 3/14/2007 932 PM IR
~ Filming 2 (F) 8] computer desk 2/26/2007 5:52 PM  JPi
w Filming 3 (G} @ Charts 3/14/2007 12:08 PM M
. Sony_16GR (H) " About computers 2/4/2007 429PM M
e To reverse this effect so that the files are once again displayed in alphabetical order,
re-click on the header Name button.
e To display the file is ascending or reverse file size order click on the Size header

area.

SAMPLE
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\

Home

Ll

Navigation
pane ™
Panes
« v

Fr Quick access
# OneDrive

% This PC
m Desktop
Documents
& Downloads
D Music
= Pictures
B Videos
4. Local Disk (C)
w Filming 1 (E)
w Filming 2 (F:)

w Filming 3 (G)

Share

[T Preview pane
[TH Details pane

= | Selecting files

View

%: Tiles

Extra large icons [&=] Large icons

] .
=l Small icons

BB List

EE Content

Layout

Medium icons |~

» ThisPC » Documents > Windows 10 Foundation > Selecting files

~

o

Name

[ Zipped file
E Web page
Stock

Sales details

Sales chart

@ River

@ Raft race

@ Parts of a computer
Office Clipboard
@ Hotel

& Dolphin

5] Dog

@ computer desk

@ Charts

[ Group by =

[ rtem check boxes

N ﬂj]Add columns ~ [] File name extensions i
sort ., . . Hide selected ¢
v by~ [ Size all columns to fit ] Hidden items items
Current view Show/hide

v O - - -
Date modified Type Size
3/14/2007 9:18 PM  zip Archive 25 KB
3/14/2007 915 PM  HTM File 1KB
6/1/2011 9:32 AM Microsoft Excel W... 14 KB
6/1/2011 9:32 AM Microsoft Excel W... 14 KB
6/1/2011 9:32 AM Microsoft Excel W... 13 KB
3/14/2007 9:32 PM  JPG File 130 KB
3/14/2007 9:32 PM  GIF File 147 KB
2/27/2007 12:00 PM  Microsoft PowerPo... 431 KB
1/27/2007 316 PM  Microsoft Word D... 97 KB
3/14/2007 9:31 PM  BMP File 145 KB
3/14/2007 9:32 PM  JPG File 35KB
3/14/2007 9:32 PM  JPG File 103 KB
2/26/2007 5:52 PM  JPG File 36 KB
3/14/2007 12:08 PM  Microsoft PowerPo... 57T KB

As you can see the files are now listed by file size.

\

= | Selecting files

Home Share Wiew

[Tl Preview pane Extra large icons [&=] Large icons Medium icons = [@] Group by ~ [ ttem check boxes / [
[TH Details pane Small icons EE List - Dj]Add columns ™ [1 File name extensions !
Navigation B 1) B= content = Sort ., . . . . Hide selected O
pane = Tiles E= Lonten by~ [ Size all columns to fit [ Hidden items items
Panes Layout Current view Showy/hide
« v P # ThisPC *» Documents » Windows 10 Foundation > Selecting files » v D Sed e -
Y N v
# Quick access Name Date modified Type Size
. @ Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo/ 431 KB
#& OneDrive
@ Raftrace 3/14/2007 932 PM  GIF File 147 KB
= This PC @ Hotel 3/14/2007 9:31 PM BMP File 145 KB

8752 PM
3/14/2007 9:32 PM
2/4/2007 4:29 PM
3/14/2007 9:18 PM

w Filming 1 (E) Sales details 6/1/2011 9:32 AM Microsoft Excel W.. 14 KB
w Filming 2 (F) Stock 6/1/2011 9:32 AM Microsoft Excel W.. 14 KB
. Filming 3 (G} Sales chart 6/1/2011 9:32 AM Microsoft Excel W/ 13 KB
. Sony_16GR (H:) & web page 3/14/2007 915 PM  HTM File 1KB

1E itmmne

Experiment with reordering the files by the date of the last modification and also by
type.

FOR USE AT THE LICENCED SITE(S) ONLY
© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 10 FOUNDATION FOR BUSINESS USERS PAGE 72

Before continuing, make sure that the files are listed in alphabetical name order.

Drives, Folders and Files

When accessing a hard disk, whether it is local to your machine or perhaps located
on a network, Windows uses a system of drive letters to serve as logical pointers to
the different physical drives you have access to. From each drive letter it is possible
to access all of your files stored on that particular physical drive.

If all of the files were held together in one place on each drive, the system would be
very difficult to use because of the sheer number of files involved. To help organize
your files it is possible to create folders (also referred to as directories) to help divide
and even sub-divide the files stored within the various logical drives available. A
system of hierarchical folders within folders which represent your hard disk are often
referred to as the folder (directory) tree, in the same way the very top of the file
system is known as the root folder (directory).

Finally, at the very end of this structure are the various files which we use.

Data storage devices

Hard Disk: Stores your operating system, application programs and data. When you
save data, it is normally saved to the hard disk.

DVD: These have largely replaced diskettes as a way of supplying programs. They
can hold a lot more data.

USB Flash Drives: These are small, stick-like devices that plug into a USB port.
They can store Gigabytes of information and are an easy way to transfer data from
one computer to another. There are security considerations attached to their use as
itis’easy to copylarge amaunits of data'to these'devices andithen take that
information out of'the office, for this reason many companies ban the use of these
devices. When using a USB flash drive the drive is listed within the File Explorer
program in exactly the same way that your harddiskis. 1t will have a drive letter
associated with it

Network Drives: Seen by your computer as a normal drive, but'inreality the
network drive is a folder located on another computer which is connected to the
network.

File sizes and disk storage capacities

Each file stored on a disk is a certain size. Some files such as those that only
contain text are very small while others containing applications or videos can be
enormous. The capacity of storage disks is often quoted in Gigabytes.
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e The basic storage unit is called a bit. The relationship between storage values is
illustrated below:

Bit:
1 or O level of storage is called a Bit

Byte:
Eight bits is called one Byte

KB, Kilobyte:
A Kilobyte (KB) consists of approximately one thousand Bytes

MB, Megabyte:
A Megabyte (MB) is approximately one million Bytes

GB, Gigabyte:
A Gigabyte consists of approximately one thousand Megabytes

TB, Terabyte:
A terabyte (TB) is approximately one thousand Gigabytes

SAMPLE
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Manipulating Folders

Creating a folder

e If necessary open the File Explorer and navigate to the Windows 10 Foundation
folder (located under the Documents folder).

| = | Windows 10 Foundation
Home Share View
[TH Preview pane Extra large icons [&=] Large icons [ =] Group by ~ O tem check box
[TH Details pane EEE Small icons B List J [T Add columns ~ [ File name exter
MNavigation B E= - Sort |,
pane ~ = Tiles Z= Content = by~ o Size all columns to fit  [] Hidden items
Panes Laugut Current view Shov
« v N > This PC > Documents > Windows 10 Foundation > v Q| | Search Wi
~ - 5 -
S Quick access Name Date modified Type Siz
& OneDrive Compressed files 3/27/2016 3:22 PM File folder
Copying files - one 3/27/2016 3:22 PM  File folder
= This PC Copying files - two 6/4/2012 7:59 PM File folder
m Desktop Counting files 3/27/2016 3:22 PM File folder
Documents Deleting files 3/27/2016 3:22 PM  File folder
Adobe File extensions 6/4/2012 7:59 PM File folder
Camtasia Studio File status 3/27/2016 3:22 PM File folder
. File types 3/27/2016 3:22 PM  File folder
Custom Office Templates
Find me 3/27/2016 3:22 PM  File folder
KEED
. Hiding 3/27/2016 3:22 PM File folder
[%2] My Data Sources Moving files - one 3/27/2016 322 PM  File folder
Windows 10 Foundation Moving files - two 6/4/2012759PM  File folder
% Downloads Renaming 3/27/2016 3:22 PM  File folder
$ Music Selecting files 3/27/2016 3:22 PM File folder
= Pictures v Sarting files 3/27/2016 3:22 PM  File folder
15 items.

e Move the mouse pointer down to an empty part of the screen (on the right-hand side

SAMPLE
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o |-

|1 roup by ~

Sort

[i]Add columns ~

[ ttem check boxes

[ File name extensions

by~ ﬁ Size all columns to fit  [J Hidden items

Current view

Date modified

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM

Show/hide

LY

Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

| = | Windows 10 Foundation
Home Share View
lj [THl Preview pane Extra large icons ] Large icons Medium icons
~— [HDpetails pane small icons. B List
Na;;g:tl-on %: Tiles EE Content
Panes Layout
« v P > ThisPC > Documents > Windows 10 Foundation
N ~
F Quick access Name
% OneDrive Compressed files
Copying files - one
= This PC Copying files - two
m Desktop Counting files
Documents Deleting files
Adobe File extensions
Camtasia Studio File status
) File types
Custom Office Templates
Find me
KEEP .
. Hiding
'] My Data Sources Moving files - one
Windows 10 Foundation Moving files - two
+ Downloads Renaming
5 Music Selecting files
= Pictures Sorting files
B Videos
% Local Disk (C)
- Filming 1 (E})
— s 7
15 items

Right click and from the pop-up menu displayed click on the New command. A sub-

menu is displayed, click on the Folder command.

~
3 Quick access

#& OneDrive

= This PC
m Desktop

Documents

be

tasia Studio

Custom Office

5 Music

= Pictures

B Videos
i Local Disk (C)
- Filming 1 (E)

15 items

Name

Compressed files

Copying files - one

Date modified

3/27/2016 3:22 PM

3/27/2016 3:22 PM

6/4/2012 7:58 PM
27/2016 3:22 PM

Type Size

File folder
File folder
File folder
File folder

Hide sele
items

Search Windows 10 Fou

Folder

FTOPErtes

L !ln..‘.

“=| Contact

® 201§

Bitmap image

Microsoft Word Document
Journal Document

Microsoft Access Database
Microsoft PowerPoint Presentation

Paint Shop Pro 5 Image

Mirrnenft Duhlichar Nariiment
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You will see a new folder is created and displayed within the right side of the File

Explorer window.

|

Home Share

[Tl Preview pane

[T Details pane
MNavigation
pane ™

&= Tiles

Panes
v
#F Quick access
#& OneDrive

% This PC
m Desktop
Documents
Adobe
Camtasia Studio
Custom Office Templates
KEEP
Iﬁl My Data Sources
Windows 10 Foundation
& Downloads
D Music
= Pictures
B Videos
% Local Disk (C)

- Filmina 1 {F3

+ | Windows 10 Foundation

View

A

Extra large icons [&=] Large icons

i
el small icons

FEEE List

EE Content

Layout

Medium icons

> This PC > Documents > Windows 10 Foundation >

~

MName

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions

File status

File types

Find me

Hiding

Moving files - one

P —
MNew folder|

Lonamaing

lems
llow

y

Selecting files
Sorting files

ing t lde
ch he
rs wi

¥

irst sele

me

owllook like this.

[ Group by =

Sort .,
by - [ Size all columns to fit [ Hidde

Current view

Date modified

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:.59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:.59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:37 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
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|]j] Add columns ™

O ttem ¢

v O

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

[ File n:

You can type in the new name. In this case type in the name My New Folder.

thider and t|n press
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| ~ | Windows 10 Foundation

Home Share View

Ij [TH Preview pane [EE Extra large icons [&=] Large icons Medium icons = [D] Group by ~ [] ttem ch
[H Details pane small icons EEEE List - I Add columns ~ [ File nan
Navigation B - E= - Sort .,
pane = == Tiles = Content M by~ b Size all columns to fit [ Hidden
Panes Layout Current view
« v » This PC > Documents > Windows 10 Foundation v O S
~ - -
# Quick access Name Date modified Type
& OneDrive Compressed files 3/27/2016 3:22 PM File folder
Copying files - one 3/27/2016 2:22PM  File folder
= This PC Copying files - two 6/4/2012 7:59 PM File folder
m Desktop Counting files 3/27/2016 3:22 PM File folder
Daocuments Deleting files 3/27/2016 3:22 PM  File folder
Adobe File extensions 6/4/2012 7:59 PM File folder
Camtasia Studio File status 3/27/2016 3:22 PM File folder
. File types 3/27/2016 3:22 PM  File folder
Custom Office Templates
Find me 3/27/2016 3:22 PM  File folder
KEEP
N Hiding 3/27/2016 3:22 PM  File folder
(2] My Data Sources Moving files - one 3/27/2016 222 PM  File folder
Windows 10 Foundation Toving Tes - two 6/4/2012 759 PM  File folder
% Downloads My New Folder 3/27/2016 3:37 PM  File folder
D Music i 3/27/2016 3:22 PM  File folder
&= Pictures Selecting files 3/27/2016 3:22 PM File folder
B Videos Sorting files 3/27/2016 3:22 PM  File folder

Creating a sub-folder
e Select the folder called My New Folder.

SAMPLE
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|

Home Share

[Tl Preview pane

7 Quick access
#& OneDrive

= This PC

m Desktop

Documents
Adobe
Camtasia Studio
Custom Office Templates
KEEP

Iﬁ] My Data Sources
Windows 10 Foundation

3 Downloads

b Music

Extra large icons &=/ Large icons

= | Windows 10 Foundation

Wiew

-

Medium icons

[TH Details pane Small icons FEEE List £== Details &
Mavigation B - m= .
pane ~ &= Tiles E= Content
Panes Layout
« v » This PC » Documents > Windows 10 Foundation

~ ~
Name

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions

File status

File types

Find me

Hiding

Maoving files - ane

_—
My New Folder

o

=

Double click on the folder called My New Folder so that you move to that folder.

You have just created this folder so not surprisingly the folder is empty, as illustrated

below.
| = | My New Folder
Home Share View
[THl Preview pane Extra large icons [&=] Large icons Medium icons = [7] Group by ~ [ ttem check boxes

[TH Details pane
Mavigation
pane ~

T
== Small

%i Tiles

Panes

v 1t

> ThisPC >

Camtasia Studio

Custom Office Templates
KEEP
Iﬁl My Data Sources
Windows 10 Foundation
% Downloads

b Music

= Dirturac

FEEE List

m=
== Content

Eowms -

icons [i]Add columns ~

Sort
by~

Layout Current view

Documents * Windows 10 Foundation > My New Folder

ﬁ Size all columns to fit

L1 File name extensions
Hide
[ Hidden items it

Show/hide

~ Q) Search My New Folc

Name

Size
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¢ Right click on an empty part of the right-hand windows and from the popup menu
displayed click on the New command. From the sub-menu displayed, select Folder.

| = | My New Folder

Home Share View

lj [Tl Preview pane Extra large icons (& Large icons Medium icons = |5 Group by ~ [ ttem check boxes
[H Details pane small icons EERF List - [[i] Add columns ~ [ File name extensions
Navigation E= 1 B= - Sort .,
pane ~ (= Tiles £= Content M by~ [ Size all columns to fit [ Hidden items
Panes Layout Current view Show/hide
«— v » This PC » Documents > Windows 10 Foundation *> My New Folder v U Search My Nev
~
~ . §
5 Quick access Name Date modified Type Size
#& OneDrive View > This folder is empty.
Sort b
= This PC J i
Group b
m Desktop [Pl
Refresh
Documents
Adobe Customize this folder...
Camtasia Studio Paste
Custom Office Templates Paste shortcut
KEEP Undo Rename Ctrl+Z
Iﬁ] My Data Sources i stdey
Windows 10 Foundation
New Folder
# Downloads
Properies — L Shewan |
D Music g
Bitmap image
= Pictures g g
[2=] Contact
B Videos

Microsoft Word Document
£ Local Disk (C:
= © 4| Journal Document

Microsoft Access Database

[ TRV TR & NvsinrDint Deacantatinn

w Filming 1 (E3)

e Type in the name My Backups and press the Enter key. Your screen will now look
like this.

SAMPLE
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| = | My New Folder
Home Share Wiew
[TM Preview pane Extra large icons [ Large icons Wedium icons I (=] Group
[H Details pane [ small icons BEEE List [ Add e
Mavigation == . m= - Sort
paﬁe . _— Tiles E= Content - by~ % Size al
Panes Layout Current»
« v 4 » This PC > Documents » Windows 10 Foundation > My New Folder >
~ - e
s Quick access MName Date modified
) My Backups 3/27/2016 341
#& OneDrive 2 = /211
= This PC
m Desktop

Documents
Adobe
Camtasia Studio
Custom Office Templates

KEEP

[ My Data Sources
Windows 10 Foundation

%
1 Music

¢ You have now created a folder call My New Folder and then created a sub-folder
within this folder called My Backups. If you look at the bar towards the top of the
windows you should see the full folder path.

| = | My New Folder

| Group by ~ O
Add columns *

by ~ I Size all columns t [}

urrent view

» My New Folder

Name Date modified Type

5 Quick access

& OneDrive My Backups 3/27/2016 341 PM File folder

TIP: Another way of creating folders is to use the New Folder button within the Ribbon
(under the Home tab).
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| = | Camtasia Studio
.ai Home Fhare Wiew

S New item =
o H M
- ’ [_| Easy access ~
Pin to Quick Delete MNew Properties
access . - folder -
&« v > This PC > Documents > Camtasia Studio
~ o .
Name Date modified

# Quick access

File naming issues

e Use meaningful names for your files and folders. If you do this then when you
access the file or folder at a later date, just by looking at the name you will be able to

tell what the file or folder relates to.

o If a file or folder relates to a particular organization you could include the name of the
organization within the name. If the file or folder relates to a particular purpose such
as accounts or sales, then again you could include this information within the name.

e Sometimes it may be useful to include date or year information within the name.
This is particularly useful when naming files and folders that contain photographs

taken with a digital camera.

Renaming a folder

e Select the folder called My Backups and you will see the selected folder displayed

like this:
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| = | My New Folder
Home Share View

* =P 13 x I@ I New item ~ ‘- Open - [ select all
% Copy path « 2 select none

'D Easy access ™ 1 Edit

Pinto Quick Copy Paste |« Move Copy  Delete Rename New Properties -
—— E| Paste shortcut to~ to~ - (T - @ History ﬁE‘ Invert selection
Clipboard Organize New Open Select
&« ~ > ThisPC > Documents > Windows 10 Foundation > My New Folder > ~ O Search My New Folder
. -~
'3 My Data Sources ~ MName Date modified Type Size

Windows 10 Foundation My Backups 3/27/2016 341PM _ File folder

Compressed files

Copying files - one
Copying files - two
Counting files
Deleting files

File extensions

File status

File types

Find me

Hiding

Moving files - one

Moving files - two
My New Folder
My Backups

Senamaog

Selecting files

Press the F2 key and the folder will now be displayed like this.

TIP: If this does not work, simply click on the folder to select it, wait a moment and
clicking again.

| = | My New Folder

Share View

Quick Copy

ation » My N

9] My Data Sources ™  Name
Windows 10 Foundation My Backups|

Compressed files

Copying files - one

T mmarime Filme faes

NOTE: This is called editing mode. You can edit the file name by typing in a new
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name.

e Type in My Old Backups for the new folder name. When you press the Enter key
you will see the following.

| = | My New Folder

Home Share View
* J Cut Pk x @ Y New item = ' Ope

W] Copy path ‘D Easy access ~ | Edit
Pinﬂtcocizick Copy Paste El S h:;\:e Ctgp')r Delvete Rename fl:lz\:r Propf_-rﬂes B it
Clipboard Organize MNew Cpen
«— v 4 » This PC > Documents » Windows 10 Foundation > My New Folder >
=2 My Data Sources “ Name - Date modified Type
Windows 10 Foundation My Old Backups 3/27/2016 341PM  File fo

Compressed files

Copying files - one

Copying files - two
Counting files

Deleting files

File extensions

TIP: You can use the same technique to rename files.

Deleting a folder
e Select the folder called My Old Backups.

| = | My New Folder -

. " .
oy v
D ppy 1 3 cess =

Properti

HH Select all

nfu}
0 Select none

EJE Invert selection

Select

Search My New er

Windows 10 Foundation

My Old Backups 3/27/2016 341 PM  File folder

Compressed files

Copying files - one

Copying files - two

e Press the Del key and the folder will be deleted.

TIP: The folder is not actually deleted; it is moved to the Recycle Bin. If you realize
that you have accidentally deleted the wrong folder or file, or if you simply change
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your mind, you can normally retrieve the deleted item from the Recycle Bin.
WARNING: Files are not held in the Recycle Bin forever and in some cases when
you delete a file it may be permanently deleted and not even go to the Recycle Bin.
Be very carefully about deleting folders and files. If in doubt do not delete!

We will see more about the Recycle Bin later.

Displaying folder details

¢ Move the mouse pointer over a folder called Counting Files.

¢ Right click over this folder and from the popup menu displayed click on the
Properties command.

Clipboard Organize New Open
“ v * ThisPC > Documents » Windows 10 Foundation v | | S
o ~
8] My Data Sources ~  Name Date modified Type
Mipdoveiofonaation Compressed files 3/27/2016322PM  File folder
Compressed files Copying files - one 3/27/2016 3:22 PM  File folder
Copying files - one [~=TODPYMTEY- two 6/4/20127:59PM  File folder
Copying files - two Countini
Open
Counting files O ; )
: Browse with Paint Shop Pro
Deleting files File exte : L
) Open in new window
: . File stat
File extensions . -
File typs Pin to Quick access
File status Find el Create slideshow with PhotoStage Slideshow Producer
File types -Zi
wp Hiding 7-Zip >
Find me Moving CRC SHA 2
Hiding Maving Scan with Windows Defender...
Moving files - one My New Shire with >
Moving files - two Renami Restore previous versions
My New Folder Selectini @ scan Counting files
My Old Backups Sorting Include in library o
Renaming Pin to Start
Selecting files Send to >
_ = W
1 item selected

wstralia)

e This will display the Properties dialog box for the selected folder.
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Counting files Properties X

General Sharing Security Previous Versions Customize

Counting files

Type: File folder
Location: CA\Users\Video Production\Documents\Windows 10 Fol
Size: 1.24 MB (1,309,195 bytes)

Size ondisk  1.27 MB (1.339.392 bytes)

Contains: 15 Files. 0 Folders
Created: Today, March 27,2016, 4 hours ago
Attributes: [m]Read-only (Only applies to files in folder}

| OK | | Cancel | | Apply

¢ Examine the details displayed.
¢ Close the dialog box before continuing.

SAMPLE
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Manipulating Files

File Types

e Display the contents of the File Types folder.

| = | File types — u] X
Home Share View ~ @

* o Cut ) x _I 5 New item ~ 4 open - | selectall
1 W] Copy path <;:I T Easy access ~ ] Edit oo Select none
P\'nattocizick Copy Paste E] e !\t/gjx-e Ctgpy DeI-EtE Rename f:lzv:r Prup-em'as B History f'a‘ g
Clipboard QOrganize New Open Select
« v » ThisPC > Documents » Windows 10 Foundation > File types > v Q| | Search File types »
=1} My Data Sources ~ Name Date modified Type - si®
Windows 10 Foundation [ Hotel 3/14/2007 931PM  BMP File

Compressed files Raft race 3/14/2007 9:32PM  GIF File
Copying files - one |& Web page 3/14/2007 9:15PM  HTM File
Copying files - two Art 3/14/2007 448 AM  JPGFile
Counting files & computer desk 2/26/2007 5:52 PM  JPG File
Deleting files 5l Dog 3/14/2007 9:32PM  JPG File
File extensions @ Dolphin 3/14/2007 9:32PM  JPGFile

- Our Dog 3/14/2007 9:32 PM  JPGFile

River 3/14/2007 932 PM  JPG File

e Swimming in the sea 3/14/2007 9:32 PM JPG File
Find me Contacts 3/23/2007 1021 PM  Microsoft Excel Comma Separated Valuds File
Hiding Accounts 2003 2/6/2014 11:51 AM  Microsoft Excel Worksheet
Moving files - one Accounts 2004 2/6/201411:51 AM  Microsoft Excel Worksheet
Moving files - two Accounts 2005 2/6/2014 11:51 AM  Microsoft Excel Worksheet
My New Folder Accaounts 2006 2/6/2014 11:51 AM  Microsoft Excel Worksheet

My Old Backups Accounts 2007 2/6/2014 11:51 AM  Microsoft Excel Worksheet
s A e .
Selecting files v E - . -

29 items

e This folder contains a range of different file types.
e Make sure that the files are displayed using the Details view.

[ ttem check bo
i1 Add columns = [ File name ext
% Size all columns t [ Hidden items
Current view Shawmy
«— v 1 * This PC * Documents * Windows 10 Foundation * File types v O Seart
B=] My Data Sources “ Mame Date modified Type
Windows 10 Foundation Hotel 3/14/2007 9:31PM  BMP File
Compressed files Raft race 3/14/2007 9:32PM  GIF File
Copying files - one E Web page 3/14/2007 9:15 PM HTM File
Copying files - two Art 3/14/2007 448 AM  JPG File
- L =1 PR, A e ART FeA s e e
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Common file types include.

Application (executable) files:

These are files that contain programs which you can ‘run’. If you select an
executable file within the File Explorer and double click on it, the program will be run.
There are many different types of executable files. Mostly we will be interested in
running application program files that contain our programs, such as a word
processor or a spreadsheet program. Do not confuse the executable files with the
data files.

Text Documents:
As the name suggests text documents contain only text. No pictures or formatting
information can be stored in a text-only file.

Bitmap Images:
This is a type of picture format.

GIF Images:
This is a type of picture format.

JPEG Images:
This is a type of picture format.

Microsoft Office Word Documents:
These are documents created using the Microsoft Word, word processing program.

Microsoft Office Excel Worksheet:
These are documents created using the Microsoft Excel spreadsheet program.

Microsoft Office PowerPoint Presentation:
These are documents created using the,Microseft.RewerPointpresentation.programs

Microsoft Office Access Database:
Thesefiles are created using the Microsoit AccessiDatabase program.

HTML{documents:
These are‘documents formatted for display on‘a Web site.

Zipped (compressed) files:
These are compressed files. You compress files to save disk space or to make
them smaller when you send them as an email attachment.

Adobe Acrobat PDF files:

PDF is short for Portable Document Format. This format was introduced by a
company called Adobe and can be created by a program called Adobe Acrobat. The
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idea of PDF files is that you can create files with your own particular make and
version of software, such as a word processor or spreadsheet and then save the file
as a PDF formatted file. This PDF file can then be viewed by anyone using a free
PDF reader, such as the Adobe Acrobat Reader program. To put it another way, if
someone produces some artwork in a program such as Adobe Photoshop, they can
save the file in PDF format, send it to you and you can then view the file, without the
need to have the Photoshop program installed on your computer. PDF files are a
way of exchanging documents. There are many other products that will create PDF
files for you as well as the full versions of the Adobe Acrobat program. Often you
can create PDF files which have a much smaller files size compared to the original
format. This makes PDF files ideal for storing documents on a web site, or for
attaching as files to emails.

Audio files MP3:

There are files that store sound, normally music or speech. The icon used to display
these files will vary according to what programs you have installed to play your
music files.

Video files: AVI, Video files - MPG & WMV (Windows Media Video)

These are different types of file formats used to store Video. The icon used to
display these files will vary according to what programs you have installed to play
your video files.

Temporary files:

These files, as the name implies, are normally created as temporary files which are
deleted after use. Both Windows and application programs can create temporary
files which are used to store information on a temporary basis and which are deleted
when they are no longer used. If the computer crashes, you may find that some files
which were meant to be temporary are present as they were not automatically
deleted.

Selecting multiple'files

e Display the contents of thefolder called Selecting files.
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| = | Windows 10 Foundation
Home Share View
[ Preview pane Extra large icons [&] Large icons - [€1 Group by ~
o [[H Details pane Medium icons EEE Small icons ks [[i]Add columns ~
Nap\:g:tl'on BE List v Egrf % Size all columns to fit
Panes Layout Current view
« v 1 » This PC » Documents » Windows 10 Foundation >
B My Data Sources " Name h Date modi
B e Compressed files 3/27/2016
Compressed files Copying files - one 3/27/2016
Copying files - one Copying files - two 6/4/2012 7
Copying files - two Counting files 3/27/2016
Counting files Deleting files 3/27/2016
Deleting files File extensions 6/4/20127
File extensions File status 372772016
ile status File types 3/27/2016
Find me 3/27/2016
File types Hiding 3/27/2016
Find me Moving files - one 3/27/2016
Hiding Moving files - two 6/4/2012 7
Moving files - one My MNew Folder 3/27/2016
Moving files - two Henaﬁg 372772016
My New Folder Selecting files 3/27/2016
My OId Backups Sorting files 3/27/2016
Renaming
Selectina files 2

¢ You will see the following files displayed.

SAMPLE

FOR USE AT THE LICENCED SITE(S) ONLY
© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 10 FOUNDATION FOR BUSINESS USERS PAGE 90
| = | Selecting files - C
Home Share View
[Tl Preview pane Extra large icons [ Large icons - [E Group by ~ [] item check boxes ) v
[TH Details pane Medium icons =55 Small icons. - i1 Add columns = [ File name extensions = -
Mavigation _ == . - Sort Hide selected = Options
pane = G List M by~ i Size all columns to fit [ Hidden items items o
Panes Layout Current view Showrhide
&~ v > This PC > Documents > Windows 10 Foundation * Selecting files *» v D Search Selecting files
I_ﬁ[ My Data Sources ~ MName Date modified Type Size
Windows 10 Foundation About computers 2/4/2007 429PM  Microsoft Word D... 29 KB
Compressed files ] Charts 3/14/2007 1208 PM  Microsoft PowerPo... 57 KB
Copying files - one 5] computer desk 2/26/2007 5:52PM PG File 36 KB
Copying files - two ] Dog 3/14/2007 932PM  JPGFile 103 KB
Counting files [&] Dolphin 3/14/2007 932PM  JPGFile 35KB
Deleting files =] Hotel 3/14/2007 931 PM  BMP File 145 KB
File extensions Office Clipboard 1/27/2007 316 PM  Microsoft Word D... 97 KB
File status @ Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo... 431 KB
. &) Raft race 3/14/2007 932 PM  GIF File 147 KB
File types =] River 3/14/2007 932PM  JPGFile 130 KB
Find me Sales chart 6/1/2011932 AM  Microsoft Excel W... 13KB
Hiding Sales details 6/1/2011932 AM  Microsoft Excel W... 14 KB
Moving files - one Stock 6/1/2011 9:32 AM Microsoft Excel W... 14 KB
Moving files - two E Web page 3/14/2007 9:15 PM HTM File 1KB
My New Folder B Zipped file 3/14/2007 918 PM  zip Archive 25 KB
My Old Backups
Danmminn

If necessary, click on the Name header so that the files are display in ascending

alphabetical order.

Mavigation
pane ~

FEEE List

Layout

Sort ., .
by~ i Size all columns to fit [ Hid

ation > Se

Current view

ing

| = | Selecting files
Home Share View
(M Preview pane Extra large icons [&=] Large icons - [©1] Group by - O terr
[T Details pane Medium icons  [E| Small icons - il Add columns ~ [ File

te modified

4/2007 4:29 PM
14/2007 12:08 P

Copying files - two Dog 3/14/2007 9:32 PM
Counting files Dolphin 3/14/2007 9:32 PM
Deleting files Hotel 3/14/2007 9:31 PM
File extensions Office Clipboard 1/27/2007 3:16 PM

P P g o cae AT AAT 4nAn ne

e Click on the file called Sales details. This will select that file, as illustrated.
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«— v 1 » This PC > Documents » Windows 10 Foundation » Selecting files v O | Searc
B=2 My Data Sources “ Mame - Date modified Type
Windows 10 Foundation About computers 2/4/2007 429PM  Microsoft Wo
Compressed files @°] Charts 3/14/2007 1208 PM  Microsoft Pov
Copying files - one computer desk 2/26/2007 5:52PM PG File
Copying files - two Dog 3/14/2007 932 PM  JPGFile
Counting files Dolphin 3/14/2007 932 PM  JPGFile
Deleting files Hotel 3/14/2007 9:31 PM  BMP File
File extensions Office Clipboard 1/27/2007 3:16 PM Microsoft Wo
File status Parts of a computer 2/27/2007 12:00 PM  Microsoft Pov
) Raft race 3/14/2007 9:32PM  GIF File
File types River 3/14/2007 932PM PG File
Find me B 3 6/1/2011932 AM  Microsoft Exc
Hiding Sales details 6/1/2011 932 AM  Microsoft Exc
Moving files - one Stock 6/1/2011 932 AM  Microsoft Exc
Moving files - two E Web page 3/14/2007 915 PM HTM File
My New Folder E Zipped file 3/14/2007 918 PM  zip Archive
Mv Old Backuns

Click on another file, such as Charts. The second file will be selected and the first
file de-selected, as illustrated.

| = | Selecting files

Home Share Wiew

Ij [[H preview pane Extra large icons [ Large icons [=] Group by ~ 1 tter
[TH Details pane Medium icons Small icans - Dj]Add columns = [ File
Mavigation . — . - Sort
pane BEEF List = by % Size all columns to fit [ Hic
Panes Layout Current view
« v 4 > This PC » Documents » Windows 10 Foundation > Selecting files

~

£ My Data Sources

Date modified

Deleting files

File extensions Office Clipboard 1/27/2007 3:16 Ph

TIP: Selecting multiple files is useful as once you have selected multiple files, you
can manipulate all the selected files at the same time, rather than one file at a time.

To select more than one file you need to use a trick.
Click on the file called Dog. Then press the Ctrl key (and keep it pressed).
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e Then click on the file called Sales Details.

e Finally click on a file called Raft race. Release the Ctrl key and all three files will
remain selected, as illustrated.

| = | Selecting files
Home Share View

[ Preview pane Extra large icons [&] Large icons l [©1] Group by - L] ite
o [TH Details pane Medium icons EEE Small icons - J [[i]Add columns ~ ] Fil
Nap\:ﬁ:tl'on BE List v E;rf % Size all columns to fit  [] Hi

Panes Layout Current view

«— v » This PC > Documents » Windows 10 Foundation » Selecting files
=] My Data Sources " Name a Date modified

Windows 10 Foundation About computers 2/4/2007 429 PM
Compressed files Charts 3/14/2007 12:08 |
Copying files - On qee——rpyrrrpmp— 2/26/2007 5:52 PI
Copying files - tw Dog 3/14/2007 932 PI
Counting files [i] Dolphin 3/14/2007 9:32 PI
Deleting files Hotel 3/14/2007 9:31 PI
File extens Office Clipboard 1/27/2007 3:16 PI
File sttt . Parts of a computer 22772007 12:001
_ Raft race 3/14/2007 9:32 PI
File type e 3/14/2007 932 PI
- 6/1/2011 9:32 Al
Hiding Sales details 6/1/2011 9:32 AN
Moving files - one Siock. 6/1/2011 9:32 Alv
Moving files - two .§ Web page 3/14/2007 915 PI
My Mew Folder E Zipped file 3/14/2007 9:18 PI

on a differe

one

illustrated.
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«— v » ThisPC » Documents » Windows 10 Foundation * Selecting files v O
B=2 My Data Sources “ Mame Date modified Type
Windows 10 Foundation About computers 2/4/2007 429PM  Mlicros
Compressed files @°] Charts 3/14/2007 1208 PM  Micros
Copying files - pre Computer desk 2/26/2007 5:52PM  JPG Fil
Copying files - jwo Dog 3/14/2007 932 PM JPGFIl
Counting files Dolphin 3/14/2007 932 PM  JPGFil
Deleting files Hotel 3/14/2007 931 PM  BMPF
File extensions Office Clipboard 1/27/2007 3:16 PM Micros
3 @ Parts of a computer 212772007 12:00 PM  Micros
File status ~
Raft race 3/14/2007 9:32 PM  GIF Fili
File types .
P River 3/14/2007 932 PM  JPG Fil
Find me T Sales cha 6/1/2011 932 AM  Micros
Hiding Sales details 6/1/2011 932 AM  Micros
Movinn files - nne M Concl £7173011 0.3 AR Micrne

¢ Click on a different file and the multiple files are no longer selected.

TIP: These tricks using the Shift or Control keys also work when selecting multiple
folders.

Counting files in a folder

o Display the folder called Counting files.

e Right click over this folder and from the popup menu displayed, click on the
Properties command.

SAMPLE
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15items 7 items selected 1.05 MB

Compressed files Copying files - one 3/27/2016 3:22PM  File folder
Copying files - one [———corymeyles - two 6/4/2012 759 PM  File folder
Copying files - two Countin I Open
Counting files Deletin Browse with Paint Shop Pro
Deleting files File ext Open in new window
File extensions File stat Pin to Quick access
File status File typ Create slideshow with PhotoStage Slideshow Producer
Find me .
File types o T-Zip >
Hiding
Find me N CRC SHA >
Moving! 3 )
Hidi 3 Scan with Windows Defender...
1ding Moving
Moving files - one My Ne Share with >
Moving files - two Renami Restore previous versions
My New Folder Selectin (& Scan Counting files
My Old Backups Sorting Include in library >
R . Pin to Start
enaming
Selecting files Send to >
16 items 1 item selected
Cut -
Renaming Gon
Selecting files el

Create shortcut

Delete

] Tenanme
! Properties

¢ You will see information displayed about the folder, including the number of files
contained within the folder.

Counting files Properties

General Sharing Security Previous Versions Customize

Counting files

Type: File folder

[JHidden

.: £ - - 'FOI L E
Attributes: [m]Read-only (Only applies to files infolder)
| Advanced...

| 0K

| | Cancel | Apply
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File attributes

¢ Display the contents of the folder called File status.

« v » This PC > Documents » Windows 10 Foundation *

B My Data Sources ”~ Name Date madifi
Windows 10 Foundation Compressed files 3/27/2016 2
Compressed files Copying files - one 3/27/2016 3
Copying files - one Copying files - two 6/4/2012 T
Copying files - two Counting files 3/27/2016 3
Counting files Deleting files 3/27/2016 3
. - W :!

Deleting files 6/4/20127
File extensions File status 3/27/2016 3
] File types 3/27/2016 3

File status -

Find me 3/27/2016 3
File types 1A~ IMATAMAALS D

e Click on a file within the folder, called Sales chart.

| = | File status

Home Share Wiew

[TH Preview pane Extra large icons [&] Large icons [=] Grou
[[H Details pane Medium icons EEE small icons = [[i] Add ¢
e ' Yoy Eis
pane = BEEE List f== Details by~ [msSize:
Panes Layout Current
«— R » This PC > Documents > Windows 10 Foundation * File sta
— o~
['"®@| My Data Sources ~ Name

Windows 10

E Sales chart

displayed select the Properties
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N
N v P » ThisPC » Documents » Windows 10 Foundation * File status
81| My Data Sources *  Name Date
Windows 10 Foundation @ o s ey
Compressed files Open
Copying files - one New
Copying files - two Print
Counting files 7-Zip >
Deleting files ek >
) ) 2 Scan Sales chartxlsx
File extensions
: Scan with Windows Defender...
File status
Open with...
File types
Find me Share with >
Hiding Restore previous versions
Moving files - one Send to >
Moving files - two Cut
My New Folder Copy
My Old Backups Create shortcut
Renaming Delete
1 T W
Selecting files Bepame
Titem 1 item selected 13.0 KB
| Properties o

e This will display the Properties dialog box for the selected file.

SAMPLE
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g Sales chart Properties pd

General Security Details Previous Versions

[,
% ‘Sales chart ‘

Type offile: Microsoft Excel Worksheet (xlsx)

Opens with: Excel 2016 Change... |
Location: CAUsers\Video Production\Documents\Windows 10 Foi
Size: 13.0 KB (13.348 bytes)

Size ondisk:  16.0 KB (16,384 bytes)

Created: Today. March 27, 2016, 4 hours ago
Maodified: Thursday. February 6, 2014, 11:50:30 AM
Accessed: Today, March 27, 2016, 4 hours ago

Attributes:

| OK | | Cancel | Apply

¢ Inthe Attributes section of the dialog box you can click on the Read-only check

box.
Created: Today, March 27, 2016, 4 hours ago
Madified: Thursday. February 6, 2014, 11:50:30 AM

Accessed: Today. March 27, 2016, 4 hours ago

e This will mark the file as read-only. Try it now and then press the OK button to
confirm the action.

NOTE: If you make a file read-only you can still delete the file (by selecting it and
pressing the Del key). However, if you were to open the file it would open without
any problem, but if you edited the file you would have the save the file using a

FOR USE AT THE LICENCED SITE(S) ONLY
© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 10 FOUNDATION FOR BUSINESS USERS PAGE 98

different file name as the original file is marked read-only.

e Use the same technique to mark the file read/write again, after closing the Properties
dialog box, re-open the dialog box to confirm this change. Close all open dialog
boxes before continuing.

Renaming files
o Display the contents of the folder called Renaming.

er con

a singl

« v » This PC » Documents > Windows 10 Foundation >
B My Data Sources “ Mame - Date
e AL Compressed files 32772
Compressed files Copying files - one 3/27/21
Copying files - one Copying files - two 6/4/20
Copying files - two Counting files 3/27/21
Counting files Deleting files 3/27/20
Deleting files File extensions 6/4/20
File extensions File status 3/27/21
File status File types 3/27/21
Find me 3/27/21
File types Hiding 3727721
Find me Moving files - one 3/27/21
Hiding Moving files - two 6/4/20
Moving files - one Ty New rolaer 3/27/21
Moving files - two Renaming 3/27/21
My New Folder Selecting files 3/27/21
My Old Backups Sorting files 3/27/21

VIPLE
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| = | Renaming

Home Share View

(M Preview pane Extra large icons [&=] Large icons l [ Gron
[[H Details pane Medium icons Small icons < [ Add
e | || by B
pane ~ EEEE List F== Details by * ﬁ Size
Panes Layout Currer
« v » This PC » Documents » Windows 10 Foundation > Renar
— ~
@] My Data Sources tL & —
Windows 10 Foundatjon Stock

Compressed files

Copying files - one
Copying files - two

e Select the file called Stock. Press the F2 key and type in a new file name called
Stock Levels. Press the Enter key to confirm the file renaming.

| s | Renaming
Home Share View
[TH Preview pane Extra large icons [&] Large icons l [=] Group by *
[[H Details pane Medium icons Small icons ~ — [i]Add columns *
Navigation ) — - - Sort
pane ~ EE List M by ~ ﬁ Size all columr
Panes Layout Current view
&« v P > This PC > Documents > Windows 10 Foundation * Renaming
. o~
=] My Data Sources i Da
Windows 10 Foundation ‘_-E Stock Levels 6/1
Compressed files
Copying files - one

e

not normaIIy displayed within the File Explorer. If you do see the file name extension
displayed, be very careful not to alter the extension when you are renaming a file.

Windows can use the file name extension to tell what sort of file type a particular file
is. If you change the extension Windows may no longer understand how to process

a particular file.
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Deleting files

Display the contents of the folder called Deleting files.

| = | Windows 10 Foundation

Home Share View

[TH Preview pane

Copying files -
Counting files
Deleting files

File extensions

Windows 10 Foundation
Compressed files

Copying files - one

Extra large icons [ Large icons

[TH Details pane Medium icons Small icons -
M i Ty s
e FEEF List E== Details by~ s
Panes Layout Curi
« v » This PC > Documents > Windows 10 Foundation *
. ~
['®] My Data Sources ~  Name

Compressed files
Copying files - one

Copying files - two

ounting Tiles

Deleting files
File extensions
I"C 2LdUS

File types

e Select the file called About computers.

[[H Details pane
Navigation
pane ~

e Press the Del key to delete the file. Confirm your deletion.

| = | Deleting files

Home Share View

[TH Preview pane

Extra large icons [&=] Large icons

Medium icons Small icons ©
EEEE List E=Z Details s
Layout Cur

ments » Windows 10 Foundati
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Delete File e

Are you sure you want to move this file to the Recycle Bin?
L
] About computers
— Type: Microsoft Word Document

Authors: David Murray
Size: 30.6 KB
Date modified: 2/6/2014 11:49 AM

Yes No

NOTE: When you delete a file, by default the file it is actually moved to the Recycle
Bin, rather than permanently deleted. You can later permanently delete it from the
Recycle Bin, or if you deleted a file by accident, you can retrieve the file from the
Recycle Bin.

TIP: If you wish to delete a file completely rather than send it to the Recycle Bin,
press the Shift key while you are deleting the file. Use this trick with caution as
you will NOT be able to recover the file once you have deleted it!

Restoring items from the Recycle Bin

e Display the Desktop and minimize any open windows.
e Double click on the Recycle Bin

Recycle Bin

o Youwill see the Recycle Bin displayed:
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af | ] s | Recycle Bin Tools  Recycle Bin

“ Home Share View Manage
— o)
g & N 0

Empty Recycle Bin Restore Restore the
Recycle Bin properties  all tems selected items

1~ & > Recycle Bin

L

= Pictures i Orig

B Videos
% . Local Disk (C)

@] About computers CA\U:

- Filming 1 (E)

e To restore an item from the Recycle Bin first select it and then click on the Restore
the Selected Items button.

| Recycle Bin Tools  Recycle Bin

sl | 1]
Home Share
= 12)
d = o T

Empty Recycle Bin Restof | Restore the
Recycle Bin properties  all itergls selected items

1~ & > Recycle Bin

~

= Pictures Name Original Lo
B Videos @] About computers C\Users\Vit
i Local Disk (C)

! - Filming 1 (E:}

B Filminn 2 (F)

TIP: You may/see lots more files contained within the Recycle Bin. If so ignore the
othenfiles, just concentrate on the file you have just.deleted.

¢ . The file will no longer'be displayedwithin the Recycle Bin. Close the Recycle Bin.
e You should see the file once again displayed within the File Explorer window.

Emptying the Recycle Bin

e Experiment with deleting more files within the Deleting files folder. Open the
Recycle Bin. If you want to permanently remove files from the Recycle Bin rather
than restoring them (i.e. un-deleting them), then click on the Empty the Recycle Bin
button displayed within the Recycle Bin window.
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af | | = | Recycle Bin Tools  Recycle Bin
Home Share View Manage

ecycle Bin  Restore Restore the

Recycle Bin properties  all items selected itemns

™ o > Recycle Bin

ol
Name

= Pictures
B Videos

% Local Disk (C)

[ P

&=| About computers

Permanently deleting a file (bypassing the Recycle Bin)

e If you wish to delete a file completely rather than send it to the Recycle Bin, press
the Shift key while you are deleting the file. Use this trick with caution as you will
NOT be able to recover the file once you have deleted it!

Sometimes deleted files are too large to be recycled

e You should know that especially if you are using portable thumb drives or memory
sticks, that when you delete a file you may see an error message warning you that
the file is too large in fit into the Recycle Bin, in which case if you go ahead and
delete the file then you cannot change your mind later.

The Windows Clipboard

e _The Windows Clipboard is an,area of memory,used.for moving or copying,items
from'one place/to.another.| There are a number of Cliphoard related keyboard
shortcuts which you should memorize.

Ctrl+X -\ Moyesitherselected item to/the Clipboard.

Ctrl+C - Copies the selected item to the Clipboard.
Cirl+V - Pastes the item.froam the'Clipboard.

Moving files between folders

e |If necessary open the File Explorer.
e Display the contents of the folder called Moving files - one.
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| = | Moving files - one

Home Share View

[Tl Preview pane Extra large icons [ Large icons [ Group by ~ [ ttem check boxes F
[TH Details pane Medium icons [k Small icons [ Add columns ~ [ File name extensions <! =
Navigation . = . — . Hide selected = Options
pane - EE List Fr Size all columns to fit ] Hidden items items -
Panes Layout Show/hide
«— v 4 * This PC * Documents * Windows 10 Foundation > Moving files - one > ~v |0 | Search Moving files - one
& My Data Sources ~ Name Date modified Type Size
Windows 10 Foundation About computers 2/4/2007 429 PM  Microsoft Word D... 29KB
Compressed files Charts 3/14/2007 12:08 PM  Microsoft PowerPo.. ST K8
Copying files - one 5 computer desk 2/26/2007 5:52 PM PG File 36 KB
Copying files - two 5 Dog 3/14/2007 932 PM  JPG File 103 KB
Counting files & Dolphin 3/14/2007 932 PM  JPG File I5KB
Deleting files & Hotel 3/14/2007 9:31 PM  BMP File 145 KB
File extensions Office Clipboard 1/27/2007 3:16 PM Microsoft Word D... 97 KB
File stat Parts of a computer 2/27/2007 12:00 PM  Microsoft PowerPo... 431 KB
e status
@ Raft race 3/14/2007 9:32PM  GIF File 147 KB
File types ) )
@ River 3/14/2007 9:32PM  JPGFile 130 KB
Find me Sales chart 6/1/20119:31 AM  Microsoft Excel W... 13 KB
—e Sales details 6/1/20119:31 AM  Microsoft Excel W... 14 K8
Moving files - one Stock 6/1/2011 %30 AM  Microsoft Excel W... 14 KB
T et E Web page 3/14/2007 9:15 PM HTM File 1KB
My New Folder \E Zipped file 3/14/2007 918 PM  zip Archive 25 KB
My Old Backups
Renaming
e Select a file called About computers.
| = | Moving files - one
Home Share Wiew
[TH Preview pane Extra large icons [&] Large icons [=] Group b
- . - [=]=Tw] . >
[TH Details pane Medium icons. small icons - [T Add colu
Mavigation . — - Sort
pane ~ EEE E M by~ [m Size all ¢
Panes Layout Current vie

ments > Windg Moving fil

e Press Ctrl+X. This cuts (i.e. moves) the selected file to the Clipboard.

e Click on the Back button (top-left of the window) to return to the Windows 10
Foundation folder.
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| = | Moving files - one

Home Share View

[TM Preview pane Extra large icons [&] Large icons -

[TH Details pane Medium icons Small icons -
e ' 7
oo EEEF wList £== Details
Panes Layout
« v 1 » This PC > Documents > Windows 10 Foun
- My Data Sources ~ Name
Windows 10 Foundation About computers
Compressed files @ Charts
Copying files - one [€] computer desk
Coovina files - two [ Doa

e Double click on the Moving files — Two folder.

| = | Windows 10 Foundation

Home Share View

[[Ml Preview pane Extra large icons [&] Large icons - [©] Group by ~
o [TH Details pane Medium icons EEE Small icons > [[i]Add columr
Na;;ﬁ:tl.on BB List < ggr"t Fl Size all colu
Panes Layout Current view
« = ~ 1 > This PC > Documents > Windows 10 Foundation »
" e, ~ Name h [
Windows 10 Foundation Compressed files
TpTeSTeTes Copying files - one :
Copying files - one Copying files - two €
Copying files - two Counting files

Hiding Moving files - two ¢
Moving files - one Sy=bemader
Mrvinn filec - twin Renaminn

e You will see the contents of the second folder displayed. As you can see this folder
does not contain any files.
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| = | Moving files - two — O
Home Share View

lj [ Preview pane Extra large icons [&=] Large icons l [ Group by ~ [ ttem check boxes d =
- H
[[H Details pane Medium icons small icons - = [l Add columns ~ [ File name extensions
Navigation . = . - Sort ., Hide selected = Options
Tarao B List = Details M by~ o Size all columns to fit [ Hidden items items -
Panes Layout Current view Show/hide
&« v > This PC > Documents > Windows 10 Foundation > Moving files - two v | Search Moving files - two
= r ~
'@ My Data Sources MName Date modified Type Size

Windows 10 Foundation
This folder is empty.
Compressed files

Copying files - one

Copying files - two
Counting files
Deleting files

File extensions

o e

e Press Ctrl+V. This will paste the contents of the Clipboard to the selected folder.
You will now see that the file that you cut has been moved to this second folder.

e Switch back to the original folder to verify that the file has been moved, not copied.
e Experiment with selecting multiple files and moving them from one folder to another.

TIP: You can use the same technigue for moving entire folders from one place to
another.

TIP: You can use the same technique for moving a file from a folder on one disk to a
folder on another disk.

Copying files between folders

¢ Display the contents of the folder called Moving files - one.
e Select afile called Sales Details.

SAMPLE
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«— v P > This PC *» Documents > Windows 10 Foundation > Moving files - one >
9] My Data Sources ~  Name h Date modifiec
Windows 10 Foundation About computers 2/4/2007 4:29
Compressed files @ Charts 3/14/2007 124
Copying files - one computer desk 2/26/2007 5:5,
Copying files - two Dog 3/14/2007 9:3,
Counting files Dolphin 3/14/2007 9:3,
Deleting files Hotel 3/14/2007 9:3
File extensions Office Clipboard 1/27/2007 3:1
File status Parts of a computer 272772007 12:
) Raft race 3/14/2007 9:3.
File types River 3/14/2007 9:3.
Find me i 6/1/2011 9:31
T Sales details 6/1/2011 9:31
Moving files - one 3 Stock 6/1/2011 9:30
E Web page 3/14/2007 9:1.

e Press Ctrl+C. This copies the selected file to the Clipboard.

e Click on the Back button (top-left of the window) to return to the Windows 10
Foundation folder.

| ~ | Maving files - one

Home Share View

[Tl Preview pane Extra large icons [&] Large
[TH Details pane Medium icons small

Mavigation . = -
pane EE List F=Z Detail

Panes Layout

> This PC » Documents > Wirn

Double click on the Moving files — Two folder.
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&« v 1 » ThisPC » Documents > Windows 10 Foundation »
8] My Data Sources Name D
v Windows 10 Foundation . S
Compressed files 3,
Compressed files Copying files - one 3,
Copying files - one Copying files - two 6
Copying files - two Counting files 3,
Counting files Deleting files 3,
Deleting files File extensions 6,
File extensions File status >
File types 3
File status wp :
Find me 3,
File types
wp Hiding 3
Find me S
I'VILJVIIIH oS UTTC j_
Hiding Moving files - two 6,
Moving files - one My New Folder 3,

hMeAvina filae - huin Ranaminm 2

You will see the contents of the second folder displayed.

Press Ctrl+V. This will paste the contents of the Clipboard to the selected folder.
You will now see that the file has been copied to this second folder.

Switch back to the original folder to verify that the file has been copied, not moved.
Experiment with selecting multiple files and copying them from one folder to another.

TIP: You can use the same technique for copying entire folders from one place to
another.

TIP: You can use the same technique for copying a file from a folder on one disk to a
folder on another disk.

Backups

Within a business environment you will normally use a computer that is connected to
anetwerk. Im many cases your important data files'will'be automatically backed up
for you and stored securely elsewhere on the network. You need to check with your
IT support people that backups are perfoarmed automatically.

In many small businesses or organizations little or no attention is given to the need
to back up your data, until the day your computer breaks down or gets stolen, at
which point you may have lost years of data.

If the data you produce is important, it is your responsibility to make sure that it is
regularly backed up.
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You can back-up across a network or to a removable device attached to your
computer. You can copy your files to a CD or DVD disk and then store these safely.
Alternatively, you may have the facility to back up to a tape device. Many people
backup data to so called ‘memory sticks’. Memory sticks are small devices you can
plug into your computer sockets, within the File Explorer they look just like a normal
drive and have a drive letter assigned to them.

Whatever backup method you use, there are three basic principles when it comes to
backups.

Offsite storage: Itis no use backing up your data to say a DVD, and leaving the
backup copies next to your computer. If your computer gets stolen, chances are the
backup disks will also get stolen. Always store your backup offsite.

Regular backups: Perform separate backups on a regular basis. Even if one of the
backups contains an error, the chances are that the rest will be OK.

Check the backup: Every so often just check that you can restore the backed up
data to a computer. Do not overwrite the latest version of your data with an earlier
version; just simply check that the backup mechanism has not been corrupted. Also
check what has been backed up.

Removable Memory Sticks - AutoPlay

Insert the memory stick into one of the ‘USB’ sockets on your computer.
You will see a message displayed in the top-right corner of your screen.

Sony 16GR (H:)
) n to choo hat happens with removable
§ drives.

. 9:06P
« 1 ) B EnG 3/27/2016

Click on this message and you will see the following displayed.
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Sony_16GR (H:)

Choose what to do with removable drives.

Configure this drive for backup
File History

ﬂ Configure storage settings
Settings
Open folder to view files
File Explorer

. Take no action

e Click on the Open folder to view files option. This will display the contents of the
memory stick within the File Explorer.

Backing up datato a removable drive

¢ If necessary, insert the memory stick into one of the ‘USB’ sockets on your
computer. You will see the AutoPlay window displayed.

Sony_16GR (H:)

Choose what to do with removable drives.

MPLE

Open folder to view files
File Explorer

Take no action
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e Click on the Open folder to view files option. This will open the File Explorer
allowing you to copy files to this device.

e You can select the files within one of your sample folders and press Ctrl+C to copy
the file to the Clipboard.

e Select the removable drive and press Ctrl+V to paste the contents of the Clipboard
to the removable drive.

Safely ejecting a memory stick

e You should never just remove a memory stick as this can result in data that you
have copied to, or from, the disk being lost or corrupted.

e Within the File Explorer, right click over the memory stick drive and from the pop-up
menu displayed, select the Eject command.

Sarting CRC SHA N
& Download Scan K\
b Music Include in library 5
= Pictures Pin to Start
B Videos FOTTG L
Eject
= Local Disk Js
. Filming 1 Cut
w Filming 2 Copy
w Filming 3 Rename
- roperties
w USB Drive grer— —
w - Sony_16GR (H:) o

3 items

e _After,a short delay, you will see a message displayed.telling you it is safe toremove
the memory stick:

Safe To Remove Hardware
The 'Sony_16GR (H:)' device can now be
safely removed from the computer.

S:10 PM

~ o 1 q0) B EnG 3/27/2016

NOTE: The same procedure applies to disconnecting portable hard disk drives that
you connect to your PC.
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What is file compression?

File compression lets you make the size of files smaller. This is useful when you
need to save space on a disk or when you are sending a file as an email attachment
and you want to keep the size of your attachments as small as possible.

There are many third-party programs that you can purchase to compress or un-
compress files and folders, such as WINRAR, WINZIP and PKZIP. These offer
more flexibility than the options built into Windows 10, but you need to purchase
these for a small additional cost.

If you have installed a separate file compression program this may affect the way,
the compression features that are built into Windows 10 work. In the examples
illustrated below, no third party file compression has been installed; all the work is
being performed by Windows itself.

Compressing files

Within the File Explorer, display a folder called Compressed Files. This folder is
located under the Windows 10 Foundation folder, which in turn is located under the
Documents folder. As you can see this folder contains 5 files.

[ v A * This PC * Documents * Windows 10 Foundation * Compressed files

# Quick access 2 Name Date modified Type Size
E%:| Accounts 2014 2/6/2!

D14 11:43 AM  Microsoft Excel W... 14 KB

#& OneDrive

@] Charts /6/2014 1143 AM  Microsoft PowerPo... 59 KB

= This PC & Dalphin 3/14/2007 9: JPG File 35 KB
m Desktop 5| Memo Microsoft Word D... 13 KB
B Documents &l Raft race 3/14/2007 9:32 PM GIF File 147 KB

Click on one of the files to select the file and then press Ctrl+A which will select all
the files.
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«~ v > This PC > Documents > Windows 10 Foundation > Compressed files

#* Oickssces Name Date modified Type Size

& OneDrive Accounts 2014 2/6/2014 11:43 AM  Microsoft Excel W... 14 KB

@ Charts 2/6/2014 1143 AM  Microsoft PowerPo... 59 KB

= This PC |} Dolphin 3/14/2007 9:32 PM  JPG File 35 KB

m Desktop Memao 2/6/2014 11:44 AM  Microsoft Word D... 13 KB

Documents 5] Raft race 3/14/2007 932 PM  GIF File 147 KB

Adobe

Camtasia Studio
Custom Office Templates
KEEP

=] My Data Sources

Compressed files

Copying files - one

Copying files - two

s S G BTG

¢ Right click over the selected files and from the pop-up menus displayed select the
Properties command.

« v 1 » This PC > Documents > Windows 10 Foundation > Compressed files
~ - . :
# Quick access Name Date modified Type Size
& OneDrive Accounts 2014 2/6/2014 11:43 AM  Microsoft Excel W... 14 KB
%] Charts 7-Zip > fcrosoft PowerPo... 59 KB
= This PC Dolphin CRC SHA > [GFile 35KB
m Desktop Memo @ Scan selected items for viruses crosoft Word D.. 13 KB
Documents Raft race Scan with Windows Defender... f File 147 KB
Adobe Share with >
Camtasia Studio
Send to >

Custom Office Templates

KEEP

o This will display information about total file size for all the selected files. Make a
note of this information.
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4 Memo, ... Properties

General Details

b,
J

5 Files, 0 Folders

Type: Multiple Types

Location: All in C:\Users\Wideo Production\Documents\Wind
Size: 266 KB (272,835 bytes)

Size on disk: 276 KB (282,624 bytes)

Attributes Advanced...

Click on the OK button to close the Properties window.

With the files still selected, right click again, but this time select the Send to
command. From the sub-menu select Compressed (zipped) Folder.

« v
3 Quick access
#& OneDrive

= This PC

m Desktop

Documents
Adobe
Camtasia Studio
Custom Office Templates
KEEP

[+ My Data Sources
Windows 10 Foundation

Compressed files

Copying files - one

~

~

> This PC » Documents » Windows 10 Foundation » Compressed files

MName Date modified Type Size
Accounts 2014 2/6/2014 11:43 AM  Microsoft Excel W... 14 KB
@ Charts 2/6/2014 11:43 AM  Microsoft PowerPo... 59 KB
5] Dolphi 7-Zip > BPM  JPGFile 35KB
Memo CRC SHA > BAM  Microsoft Word D... 13 KB
5] Raft ra Scan selected items for viruses P PM  GIF File 147 KB

Scan with Windows Defender...

o it

Send to > _e o S

T ¥ Compressed (zipped) folder

Copy __BB_Desidon (create shoriqun)

Documents
Create shortcut

Delete

compressed folder is called Chart.

& Fax recipient
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« v A > This PC » Documents > Windows 10 Foundation > Compressed files >

# Ouitkaccess 2 Name Date modified Type Size
& OneDrive @ Accounts 2014 2/6/2014 1143 AM  Microsoft Excel W... 14 KB
@ Charts 2/6/2014 1143 AM  Microsoft PowerPo... 59 KB
= This PC oTpnin 3/14/2007 9:32 P| e 35 KB
m Desktop _E] Dolphin 3/27/2016 9:15 P zip Archive 245 KB
|4 Documents Zl 2/6/2014 11:44 Al . 8 13 KB
Adobe Raft race 3/14/2007 9:32 PM  GIF File 147 KB

Camtasia Studio

e Rename the compressed folder and call it Compressed Backups. Press the Enter
key and your screen will now look like the illustration shown. You can still see the
original files and you can also see the compressed folder containing a compressed
copy of the individual files.

e Select each of the original files and use the Del key to delete them so that only the
compressed folder is left.

¢ Now you can only see the compressed folder, which actually contains compressed
copies of the original files.

| = | Compressed Folder Tools  Compressed files

Home Share View Extract

Ij [TH Preview pane Extra large icons [&=] Large icons Medium icons l [©] Group by ~ [] ttem check boxes
[[E Details pane & small icons EEEF List — [Ti] Add columns ~ [ File name extensions :
Mavigation == m= — Sort |, Hide selec
pane ~ = Tiles 2= Content N by~ b Size all columns to fit [ Hidden items items
Panes Layout Current view Show/hide
« v » ThisPC *» Documents > Windows 10 Foundation > Compressed files >
A - . B
5 Quick access MName Date modified Type Size
.E Compressed Backups 3/27/2016 9:15 PM__ zip Archive 245 KB

(o] e pop-up menus displayed select
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&« v P > This PC > Documents > Windows 10 Foundation > Compressed files
# Quick access ~ Name Date modified Type
% OneDrive |E Compressed Racliine 2272016015 PM  zip Archive
Open
% This PC 7-Zip >
m Desktop CRC SHA >
Documents (2} Scan Compressed Backups.zip
Adobe Scan with Windows Defender...
Camtasia Studio Open with >
Custom Office Templates Share with >
KEEP Restore previous versions
Iﬁ] My Data Sources Send ta >
Windows 10 Foundation
Cut
Compressed files —
Copying files - one
o Create shortcut
Copying files - two
Delete
Counting files
Renama
Deleting files
Properties

File extensions

File status

¢ You should find that the total size of the compressed folder is smaller than the total
file size of the original separate files.

SAMPLE
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E Compressed Backups Properties X

General Security Details Previous Versions

E ‘Compressed Backups ‘

Type offile: zip Archive (zip)

Opens with: 7-Zip File Manager Change... |
Location: CAUsers\Video Production\Documents\Windows 10 Foi
Size: 244 KB (250,026 bytes)

Size ondisk: 248 KB (253,952 bytes)

Created: Today. March 27, 2016, 3 minutes ago
Maodified: Today. March 27, 2016, 3 minutes ago

Accessed: Today, March 27, 2016, 3 minutes ago

Attributes:

| OK | | Cancel | Apply

e Close the Properties dialog box.

Extracting compressed files

e Select the compressed folder that you created within the previous exercise.
¢ Right click over the compressed folder and from the pop-up menu displayed, select
ract All tio

y Ope

Close
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Searching

Searching for applications (programs)

e Display the Windows Desktop.
e Within the search box type the name of an application such as Notepad.

e You will see the following.
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Notepad
Desktop app

Web

notepad

notepad++

notepad?

notepad plus plus
notepad++ download
notepad online

notepad tricks

0
0
0
0
B
0
0
0

notepad++ portable

iR My stuff

notepad

¢ Click'on the Notepad item to launch the program.
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~| Untitled - Notepad - O x

File Edit Format View Help

e Press Alt+F4 to close the Notepad program.

Searching for files on your hard disk

e If necessary, display the Windows Desktop.

e Right click on the Start button and from the popup menu displayed click on the File
Explorer command.

Command Prompt (Admin)

Task Manager

Control Panel

la
U

’ un
Shut down or sign out

Desktop

e This will display the File Explorer.
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Wl B = | File Explorer

_ Home  Share  View ~ @
. = Cut ew Rem - g4 open - HE selectal
. x _I £ oe B

7] Easy access * Select nane
¢ Copy  Delete Rename 2 = [o—
e an

w- = falder

e Ovounize e e
4 ok * Quick acoess ~ &) Search Cuick access ra
o Quick access * Frequent folders (9) -
‘& OneDrive Desitop Downloads OneDrive
- e $ 0 g
- g:‘;:m p, Ovenas petues C -SEOWASTERCUSS 206..
=] = This m This = Azzzz__ SEMINA S
& Downloads T B =
& Music ~ manual doc SEO Master Class 19- Site Ma.. Slides
& Pictures [E  Film \windows 10 foundation “ Filming 1 {-\SEO Master Class 3 A_SEQ MASTERCLASS 201..
B Videax !
. Local Chsk (C)  Recent files (20)
- Filming 1 (E)
- Filming 2 (F) ﬂ windows-10-foundaticn-manual Filming 1 (E:\windows_10_foundation\manual_doc
. Filming 3 (G E Compressed Backups This PO\Documents\Windows 10 Foundation\Compressed files
. USB Drive (%) = 01 First look at Windows 10 FINAL CUT Filming 3 (G:\Windows 10 Found_y01 First look at Windcws 10
@ SEO Master Class 19- Site Maps 03 Filming 1 £0 . NSEQ Master Class 19- Site Maps 03
= 158 Drtve 00 B 5cO Master Class 19- Site Magps 03 Filming 1 NSED Master Class 19- Site Mags 03
4 Network n SEQ Master Class 19- Site Maps 03 Filming 1 NSEQ Master Class 19- Site Maps 03
» DAVID-LAPTCP =0 intro lower velume Filming 1 (E\Filming\SE0 _\SEQ Master Class 19- Site Mags 03
™ EPSONS22646 | SEO MASTERCLASS 2016-3-23 Filming 1 SE.\_SEO MASTERCLASS 2016-March
® VIGEOPRODUCTION $#ro guru Filming 1 7 SEMINARS 2015-09\_SEQ MASTE. \stuff
*4 Homegroup 50089 Deleting Web Pages Filming 1 7 SEMIMARS 2015-09\_SEQ MAS_\Slides
= $0090 Google Webmaster Central Blog Filming 1 (Ehzzzz ___ SEMINARS 2015-09\_SEQ MAS.\Slides
§ 00893 noindex Filming 1 2 SEMIMARS 2015-09\__SEQ MAS..\Slides
$ 0087 Google Community Filming 1 SEMINARS 2015-09_SEQ MAS_\Slides
$ 0085 Usina FTP Filming 1 (E-hzze. SEMINARS 2015-090 SEQ MAS \Slides ™
29 items ==

e You can search the entire hard disk, or you can localize your search to a particular
folder within the hard disk. In this case select the Documents folder.

B = | Documents
Home Share View

* L\h = [P e * ,_d x ]

W Copy path

Pin to Quick Copy Paste

Move Copy  Delete Ren
access -

[#] paste shorteut i

Clipboard Organize

Windows 10 Foundation

» 4 Downloads
» . Music

» = Pictures

> @ Videos

e Then change to the Windows 10 Foundation folder.
e Click within the Search Documents section (top-right of your screen).
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= | Documents - m] X
Home Share View ~ e
dh Cut = x -ll B New item = 4 Open BB select al
= W=l Copy path « ‘D Easy access ™ A Edit 50 Select none
k Copy Paste . Move  Copy Delete Rename New Properties . ol -
[#] Paste shortcut - - - Gy - @ History EE Invert selection
Clipboard Organize New Open SHlect
v P > This PC * Documents * v U Search Documents P
lick access Name Date modified Type Size
. Adobe 3/21/2015 11:10 A File folder
1eDrive
Camtasia Studio 3/21/2015 9:31 AM  File folder
is PC Custom Office Templates 2/16/2016 3:46 PM  File folder
Jesktop KEEP 3/27/2016 3:22 PM  File folder
Jocuments [ My Data Sources 2/9/2016 1:54 PM File folder
Yownloads Windows 10 Foundation 3/27/2016 3:39 PM File folder

Enter the file name you are searching for, in this case enter the words mine
sweeper. You will see the following.

Home Share

Current folder

1 Al subfolders

This

Location

# Quick access
& OneDrive

= This PC
m Deskiop
Documents
Adobe

Camtasia Studio

ustom Office Temp

=

Search Tools
Search

B kind ~

Q Size *

View

Date

pc Ju Searchagainin = modified Q Other properties ~

Refine

~ /Ul » Search Results in Hiding >

mine sweeper - Search Results in Hiding

&2 Recent searches
Advanced options ™
I; Save search

+ X

Open file
lacation

Close
search

Options

~

mine sweeper
Date modified: 4/30/2007 9:45 PM

C\Users\Video Pro..
.. the mouse pointe...

You have found the file. Double click on the file to open it.
Then press Alt+F4 to close the Microsoft Word program.

Searching by file size

v O

mine sweeper

Size: 102 KB
Authors: David Murray

PL

Display the File Explorer.
Navigate to the Documents folder.
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¢ Navigate to the Windows 10 Foundation folder. Your screen will now look like this.

| = | Windows 10 Foundation
Home Share Wiew
* & cut
= M.l Copy path
Pinatcieci:i(k oy ek El Paste shortcut
Clipboard
« R
Windows 10 Foundation |”
TrpTETSETeT
> Copying files - one
Copying files - two
> Counting files
Deleting files
File extensions
File status
> File types
Find me
Hiding
> Moving files - one
Moving files - two
> My New Folder
Renaming
> Selecting files
> Sorting files
> % Downloads v
16 items

& JX';E

Move Copy Delete Rename
to to M

New
folder

Organize

> This PC_> Documents > Windows 10 Foundation >

) New item -
‘D Easy access ~

MNew

Properties

HH select al

3° Select none

2 invert selection

4 Open
1 Edit
@ History

Open Select

ML)

Search Windows 10 Foundation

Name

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions
File status

File types

Find me

Hiding

Moving files - one
Moving files - two
My New Folder
Renaming
Selecting files
Sorting files

Date modified

3/27/2016 9:17 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 T:43 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/28/2016 9:25 AM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 7:22 PM
3/27/2016 T7:40 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM

Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

¢ Click once within the search box (top-right) and you will see the Search Ribbon
displayed across the top of the window.

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions

File status

File types

Find me

Hiding

Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files

File extensions

File status

File types

Find me

Hiding

Mavinn filec - one

Close
search

Jate modified

3/27/2016 9:17 PM
3/27/2016 3:22 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 T:43 PM
6/4/2012 7:59 PM

3/27/2016 3:22 PM
3/27/2016 3:22 PM
3/27/2016 3:22 PM

3/28/2016 9:25 AM
2/27/201A 322 PM

v O

Typ

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
Fila foldear
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e Click on the drop down next to Size.

Y

| s | search Tools  Windows 10 Foundation

Home Share Wiew Search

Current folder

t [ Al subfolders

This

£ Recent searches ~ x

D Advanced options ¥
Cpenfile  Close

pc = Search again in I; Save search location | search
Location Options
« v > ThisPC > Documents > Windows 10 Foundation
Ea
Windows 10 Foundation ™ Name Date modifi
Compressed files Compressed files 3/27/2016 €
Copying files - one Carvina filac - Ana 227/01A 2

e You will see a drop down list of file sizes.

= | Search Tools ~ Windows 10 Foundation
Home Share Wiew Search
‘ Current folder I L Kind ~ @J Recent searches ™ x
2| Al subfolders Q Size ¥ D Advanged options ~ ﬁ
This — Date Openfile  Close
pc = Search again in maodifiecl” Empty (0 KB) ve sfarch location  search
Location Tiny (0 - 10 KB) Options
« v > ThisPC > D Small (10 - 100 KB) undtion
L, Medium (100 KB - 1 MB)
Windows 10 Foundation Date mo
Large (1 - 16 ME)
Compressed files
P Huge (16 - 128 MB) 3/27/201
Copying files - one Gigantic (>128 M) 3/21/201

¢ Once Windows has finished searching the results will be displayed, as illustrated
below.
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W | | = | Search Tools  sizeitiny - Search Results in Windows 10 Foundation - ] x

Home Share View Search ~ o

~ Current folder E qj Kind - 42 Recent searches ~ x
=57 Al subfolders D; Size ™ Advanced options ~ f

This. Date Openfile  Close
pc  J Searchagainin ™ modified - _D Other properties ™ I; Save search location  search
Location Refine Options
« w~ ~ l * Search Results in Windows 10 Foundation * ~ O sizetiny x
Windows 10 Foundation ™ ~

) Contacts Size: 1.00 KB
Compressed files Date modified: 3/23/2007 10:21 PM
Copying files - one
o password Size: 76 bytes
Copying files - two Date modified: 3/14/2007 9:37 PM
Counting files
o Web page Size: 708 bytes
Deleting files Date modified: 3/14/2007 815 PM

File extensions

o o o (o o o [[ &

) Web page Size: 708 bytes
File status Date modified: 3/14/2007 9:15 PM
File types
) Web page Size: 708 bytes
Find me Date modified: 3/14/2007 9:15 PM
Hiding
o Web page Size: 708 bytes
Moving files - one Date modified: 3/14/2007 9:15 PM
Moving files - twa
Web page Size: 708 bytes
My New Folder Date modified: 3/14/2007 9:15 PM
Renaming
o Web page Size: 708 bytes
Selecting files Date modified: 3/14/2007 9:15 PM
Sorting files
Text memo Size: 19 bytes
-+ Downloads N Mta madifiad 2/1AF3ANT 449 A e
10 items ==

e Clicking on any of the search results within the list will display the file contents or in
some cases run a program file.

e Before continuing, remove the ‘tiny’ filter. Click on the X within the search box, as
illustrated.

" M~ = | search Tools  size:tiny kind:=note - Search Results in Windows 10 Foundation - ] X

Home Share View Search ~ @
‘ Current folder !ij Kind = € Recent searches ~ X
\::' L All subfolders Q Size ~ Advanced options ~ f

Open f
H Save search locati

Refine

ur search.

e Close the File Explorer.

Searching by Kind
¢ If necessary re-open the File Explorer.
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¢ Navigate to the Windows 10 Foundation folder.
e Click within the Search box and the Search Ribbon will be displayed.
e Click on the down arrow to the right of the Kind link.

W ¥ = | search Tools  size:tiny - Search Results in Window

Home Share

S Current folder € Recent searches ~
TS| Al subfolders : Advanced options ~ 1
This Date Open fi
pc  Ja Search againin = odified - Q Other properties ~ I; Save search locatio
Location Refine Options
« ~ 4 Wl * Search Results in Windows 10 Foundation

Windows 10 Enundation * —

e This will display a list of file types.

SAMPLE
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Home Share View

Wi Mr =]

Search Tools

sizeitiny - Search Results ir

5 Current folder
=110 Al subfolders

This Date

pc JwSearchagainin ™ mogified
Location
« ~ 4~ * Search Resly
Windows 10 Foundation

Compressed files
Copying files - one

Copying files - two

Counting files
Deleting files

File extensions
File status

File types

Find me

Hiding

Moving files - one
Moving files - two
My Mew Folder
Renaming
Selecting files

Sorting files

& Downloads

Search

Calendar

Communication

=) Recent searches ~

k-] Advanced options

L Save search

Contact Options
Document wl&tion

E-mail

Feed 3

Folder lifjed: 3/23/2007 10:2
Game ra

Instant Message i
Journal

Link 1i
Mavie

Music ii
Mote

Picture
Playlist
Program
Recorded TV

Saved Search

ed: 3/14/2007 %37

ed: 3/14/2007 215

ed: 3/14/2007 15

ed: 3/14/2007 215

ed: 3/14/2007 %15

ijed: 3/14/2007 9:15

Task
Video ag
Web History fifed: 3/14/2007 9:15

Unknown
==y ,CIA. /1A INNT AAD

10 items

ecting thesBocume

FOR USE AT THE LICENCED SITE(S) ONLY

ile type a

ee

© 2015 Cheltenham Group Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 10 FOUNDATION FOR BUSINESS USERS PAGE 128

M~ = | Search Tools  kind:=document - Search Results in Windows 10 Foundation - m} X
Home Share View Search ~ o
. Current folder E B kind - 4 Recent searches ~ X
== [ size ~ =] Advanced options = . )
This — Date : Openfile  Close
PC ,Q Search again in = modified ~ Q Other properties ~ H Save search location  search
Location Refine Options
«— v~ 4 Ul > Search Results in Windows 10 Foundation > ~ O  kind:=document X
Windows 10 Foundation " § o
Eﬁ% Bank Account Details Size: 330 KB
Compressed files Date modified: 2/6/2014 11:54 AM Authors: Robert Newman
Copying files - one .
pyr 9 ) My Presentation Size: 386 KB
Copying files - two Date modified: 2/6/2014 11:53 AM Authors: David Murray
Counting files
) 9 i lh‘i Charts Size: 589 KB
Deleting files Date modified: 2/6/2014 11:53 AM Authors: David Murray
File extensions
) E':L‘ Parts of a computer Size: 430 KB
File status Date modified: 2/6/2014 11:53 AM Authors: David Murray
File types
) e % Memo Size: 122 KB
Find me Date modified: 2/6/2014 11:53 AM Authors: David Murray
Hidin ) "
-g ) % Office Clipboard Size: 99.1 KB
Moving files - one Date modified: 2/6/2014 11:53 AM Authors: David Murray
Moving files - two
9 % Accounts 2007 Size: 124 KB
My New Folder Date modified: 2/6/2014 11:51 AM Authors: David Murray
Renamin
) gr % Accounts 2003 Size: 10.2 KB
Selecting files Date modified: 2/6/2014 11:51 AM Authors: David Murray
Sorting files
9 qcs| Accounts 2004 Size: 13.6 KB
% Downloads e E5] mate madifiod 2EAN14 1151 AN Avthare Pavid Murear e
64 items ==

e Before continuing, remove the ‘kind’ filter. Click on the X within the search box, as
illustrated.

N | = | search Tools  kind:=document - Search Results in Windows 10 Foundation - O K
Home Share View Search ~ @
. Current folder E T Kind ~ 45 Recent searches ~ x
I all subfolders Q Size ~ D Advanced options ~ ﬁl
This Date Openfile  Close
pC Q Search again in ™ yadified ~ Q Other properties H Save search location search
Location Refine Options
“— ~ /Wl > Search Results in Windows 10 Foundation v @ kind:=document x
Windows 10 Foundation . -
- Bank Account Details Size: 33.0 KB
ompressed files W ors: Robert Newma
ying files - o
:38.6 KB
Copying files -

ors: David Murray

Searching by file content

e You can search for a file if you know the file name. In real life you may create a
document and remember what is in the document, but not remember where you
saved the document, or what the file name was. The good news is that you can
search for file content. For instance, let's say you created a document containing an
unusual word or phrase, such as daveabc9, then this can be used to find the file.

¢ If necessary re-open the File Explorer.
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¢ Navigate to the Windows 10 Foundation folder.
e Click within the Search box and the Search Ribbon will be displayed.
e Click on the down arrow to the right of the Advanced Options link.

| = | Search Tools  Windows 10 Foundation

Home Share Wiew Search
~ Current folder B Kind ~
==~ [ All subfolders Q Size ™

This o Date .
pc = Search again in modified = Q Other properties ~

! Recent searches ™

X

file  Close
location search

D Advanced options ™
ave searc

Location Refine Options

e From the drop down list displayed select File contents.

| = | Search Tools  Windows 10 Foundation
’ Home Share View Search
i ~ Current folder B Kind ~ p— - x
571 All subfolders Q Size ¥ |D Advanced options '| @
This. T Date _ ~f el e
pc /= Search again in modified = Q Other properties ~ ange indexed locations rch
Location Refine " ons
« = v 4 > This PC > Documents > Winfiows File contents
. AR
Windows 10 Foundation MName i e
Zipped (compressed) folders
Compressed files Compressed files 3/27/20
Copying files - one Copying files - one 3/27/20

Type the word daveabc9 into the search text box. After a short delay you should
see that the file name which contains this text is displayed within the search results.

on  search

Windows 10 Foundatiof *

Eﬂ% Bank Account Details Size: 33.0 KB

Compressed files Date modified: 2/6/2014 11:54 AM Authors: Robert Newman

Copying files - one

Copying files - two

Counting files
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Double click on the file to open the document and verify that the document does
indeed contain the text daveabc9.

Bank Account Details [Compatibility Modd

Q Tell me what you want to do

Review View Developer

—L.iT L H-- eE 3= A
=iz - &€3E 4l 1 aaBbcedd AsBbCeDd AaBbC AaB
i=- ,_{._2, v bk T Normal | TNo Spac.. Heading1 Head

My Password is ; Xyzzy

MY log in name is: daveabc9

SAMPLE
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Printing Issues

Viewing the printers that are available to your PC

e If necessary, display the Desktop.

e Right click over the Start button and from the popup menu displayed click on
Control Panel.

Command Prompt

Command Prompt (Admin)

Control Panel

Search

Run

Shut down or sign out

Desktop

e The Control Panel will be displayed.

[EH Control Panel - O

Pane

4 [EA > Control Panel » ~ |0 Search Contro
’ Adjust your eamputer's settings View by: Categoryi®

| Systern and Security
Review yQUFGom puter $iStatus
Save backup copies of your files with File/History

SR
Backup and Restore (Wjndows 7) i:ii!i Appearance and Personalization

User Accatints
.Change account type

| Find and fix problems Change the theme

3 Network and [nternet
N View network status and tasks 3 Clock, Language, and Region
- \/‘ Add a language
Change input methods
')
ﬂ‘
S
0]

Adjust screen resolution

Choose homegroup and sharing options
7 Hardware and Sound Change date, time, or number formats
View devices and printers

Add a device Ease of Access
Let Windows suggest settings
Frograrms

Optimize visual display

Uninstall a program
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e Within the Hardware and Sound section of the dialog box, click on the View
devices and printers link. This will display your available printers.

52 Devices and Printers - O X
<« v /4~ 52 » Control Panel > Hardware and Sound * Devices and Printers ~ @ Search Devices and Printers »
Add a device Add a printer = - (7]
= = = A
loutosh THREE TWO

(davelaptop)
~ Printers (7)

.@33333

EPSON522646 FS-4300DN Kyocera Microsoft Print to Microsoft XPS Send To OneNote
(XP-630 Series) FS-4300DN KX PDF Document Writer 2016
[4)]

~ Unspecified (2)

m > v

20 items

D)

Setting the Default Printer

¢ If you have more than one printer available to your computer, you will see that one
printer has a green tick over it. This indicates that it is the default printer and if you
were to print from an application such as Microsoft Word, then by default this is the
printer that your document would be sent to and printed on. In this example the

Srnter iE HP LMt Sp t[reen tckE
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52 Devices and Printers - O X
<« ~ A~ §» > Control Panel > Hardware and Sound > Devices and Printers » ~ Q|  Search Devices and Printers r
Add a device Add a printer See what's printing ~ Print server properties Remove device = - 0
. J ;: . . A
loutosh THREE TWO
(davelaptop)

~ Printers (7)

SuSsSees

Micfpsoft Print to Microsoft XPS Send To OneNote

EPSONS522646 Fax FS-4300DN Kyocera
(XP-630 Series) FS-4300DN KX PDF Document Writer 2016
)

~ Unspecified (2)
Kyocera FS-4300DN KX (2)  Stae: @ Default

3 Model: Kyocera FS-4300DN KX
Category: Printer

Status: 0 document(s) in queue

If you right click over the default printer, you will see a popup menu with the Default
Printer option ticked.

~ Printers (6)

~ Set as default printer

—Adoting aeefarencac pegpd=l  Send To OneNote

Printer properties t Writer 2016

EPSON522646 Fax
(XP-630 Series)

ecified (2)

To set a different printer as the default printer, simply right click on a different printer
icon and from the popup menus displayed mark it as the new default printer.

Installing a new printer
¢ |If necessary, display the Control Panel.
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e Click on the Add a Printer button within the Control Panel.

5 Devices and Printers

> Hardware and Sound * Devices and Print

ee what's printing Print server properties

Add a printer

~ Devices (8]

o)

! W

Andrea Microphone S27B550 Storage Media \
PureAudio (Realtek High
USB-5A Headset  Definition Audio)

w hnlbHiraadis Mavsicae (23

e This will display the Add Printer dialog box.

b Add a device

Choose a device or printer to add to this PC

MNo devices found

¢ In many cases Windows will automatically detect that a new printer is available and
automatically install the correct printer drivers so that your PC can print to that
printer.

¢ In some cases, you may have to use an installation disk that was supplied with the
printer, in which case insert the disk and follow the instructions.
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¢ Another option is to manually install a printer driver, in which case after clicking on
the Add a Printer button you can follow on-screen prompts and install the
necessary software.

Removing a printer
¢ Display the Control Panel.
e Display the Printers and Devices window.

¢ Right click over the printer you wish to remove and from the popup menu displayed
click on Remove Device.

~ Printers (6)
. - S
See what's printing
° ~ Set as default printer

EPSON522646 Fax FS-4300T - PS  Send To OneNote
(XP-630 Series) Al e iter 2016

. Printer properties
~ Unspecified (2)

Lreate chodoud

G Remove device
" %} Troubleshoot
Properties

Intanratad ISR hMirrmenft

Printing from an application

e Once the printer is correctly connected and installed, you normally print from within
your applications. In most applications, such as Microsoft Word or Microsoft Excel,

board s uttop our workiis Ct
he to print your wor

Alternatively u menu
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Viruses, Spyware and Cookies

Computer viruses

Viruses are small programs written so that they can jump from one computer to
another (via disk or a network), which can cause disruption or damage to the
computer system. Even data files such as a Word document can contain a virus. As
well as causing damage to your data, or in some cases even destroying your data,
viruses can cause other effects, such as using your email system to email all your
email contacts and in the process infect other people’s computers.

Basically if you access files which are virus infected, then that virus may be
transmitted to your computer. Never accept diskettes/CDs/DVDs which have not
been properly virus scanned first by your computer support team. Never connect to
the Internet without an active virus checker program scanning all the files you
download.

Spyware

Spyware is software that installs itself on your computer and then spies on your
computer activity. Often spyware is used to collect marketing information but more
serious versions can collect sensitive data which could later be used in a criminal
way. If you download and install free software, then this may have types of spyware
hidden within it. There are many different programs that you can use to detect and
remove spyware on your computer.

Cookies

Cookies are commonly used to allow visitors to a web site to personalize their
relationship with the web site. For instance, a weather web site could use a cookie to
remember that you live within a particular area of the country. The next timeyou
visit that web site, the weather that will be displayed will'relate to your location.
Soeme cookies are less innocent. Cogkies are often downloaded automaticallywhen
you Visit the webssite, so you can acquire them without realizing it. Most anti-
spyware programs will alsa detect cookies for you.

Virus checking programs

An up to date virus checker should help protect you from losing data due to virus
attacks and you should find that your email system does not get jammed up due to
multiple email viruses.
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You will have less chance of being sued for damages by other organizations that
you accidentally infected with a virus.

Running a virus checker on a computer which contains a virus is known as
disinfecting the PC as the virus program will detect and then eliminate the virus.

You will save time and money by preventing virus attacks as opposed to dealing with
the effects of an attack.

NOTE: Get all the security updates and patches for your version of Windows so that
Windows itself is less vulnerable to virus attack.

Scanning for viruses

Many virus checking programs will scan your PC when you first switch on in the
morning and some will even run detailed scans automatically, as well as
automatically updating themselves so that you are protected against new virus

types.

Updating anti-virus programs

As new viruses are constantly emerging, it is vital to update your virus program on a
regular basis. Many programs will do this automatically. You can also run the update
manually to make absolutely sure you have all the latest updates.
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