GCCLC Basic Procedures - Vista

Basic Procedures - Vista

Basic Computer Information

Make sure the monitor is turned on.
Turn the computer on with the power button on front of the tower.
Watch the monitor. When you see white writing on a blank screen with Microsoft
Windows XP highlighted, use the down arrow key to highlight Vista and press the
Enter key.
The password is:
Click means a single click on the left mouse button. This is the normal way to
select an item.
Right-click means a single click on the right mouse button.
Double-click means click the left mouse button twice rapidly.
Open a program by going to Start and All Programs, find the program in the list
and click it.
The mouse pointer takes on many shapes depending on the program or the area of
the window you are in.
The cursor (a flashing bar) is the insertion point.
Selecting/Highlighting is accomplished by one of the following:
¢ Double-click a word.
+ Hold the mouse button down and drag forward or backward over the items
you want to select/highlight.
+ In MS Word, to select a line, bring the mouse out to the left margin until it
becomes an arrow pointing back at the line you want to select and click once.
+ In MS Word, to select a paragraph either move the mouse out to the left
margin until it becomes an arrow pointing toward the paragraph you want
and double-click or triple-click in the paragraph itself.
+ Click to place the insertion point at the beginning of the selection. Hold
down the shift key and click at the end of the required selection.

Drag and Drop is accomplished by clicking on an item and holding the mouse
button down and dragging the item with mouse to a new location then letting go of
the mouse button.

Turn off the computer by going to Start and Turn Off Computer and click Turn
Off.

NEVER turn off the computer by just pressing the power button.

Do not turn off the monitor as we leave them on at the Center at all times.
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Make a New Folder

On the Desktop:

e You can make a new folder on the desktop by right clicking on the Desktop
choose New and then click Folder. It is not recommended that you store files on
the Desktop. Try to keep all your files in folders in Documents.

In Documents:
1. Inthe Documents folder click on Organize and then click New Folder.

You can make a new folder within any folder by clicking the File menu, then click New
and then click Folder.

To create Your Folder on a Learning Center computer, to keep your Student Files
used in class.
1. Double-click Student on the Desktop, or if not showing, click the Start orb and in
the upper right side of the new window that opens, click Documents.
Click on Organize and then click New Folder.

A new folder is created, named New Folder. If you do not click the mouse, then
you can just type your name to replace the highlighted New Folder. If you
accidentally click the mouse, then the new folder will be created, with the name
New Folder. To rename this, select the New Folder, then click Organize and
click Rename. Immediately type your name.

4. Press the Enter key.
You now have a folder with your name in Documents on the hard drive.
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Using Removable Media

Removable media or storage, as it’s name implies, is a way of storing your digital files on
a device that can be removed from your computer. Although there are many different
types of removable storage, they all work in a similar way. Whether it’s a CD, a memory
card for your camera, a Flash or External Hard drive, they all do the same thing, store
digital files in a way that allows you to physically move them around. These files can be
anything on your computer — Word documents, photos (.jpg), music files (.mp3), etc. So,
removable storage is used for transporting files from one computer to another, moving
photos from a digital camera to a computer or a store to get them printed, or transporting
files from a computer to another device, such as a music player or DVD player.

Removable storage can also be used to keep backups of your important files/photos and
for giving friends/family copies of your photos or slide shows you might have made.

Below is an outline of some of the common types of removable storage, along with their
main characteristics and typical uses.

1. CD’s & DVD’s are very common and low cost, but require a special CD and/or
DVD reader/writer and software. Windows XP has built in basic CD writing
software. Vista has built in basic CD and DVD writing software. Files can only be
added to CD’s and DVD’s, until they are full (files cannot be erased). Scratching
the top surface renders them useless and special care in storage is required if you
wish the contents to stay readable beyond 5-10 years. Reading from a CD/DVD is
much faster than writing to it. Although RW (re-write) CD’s/DVD’s are available,
they are slow, expensive and unreliable and are not recommended.

CD’s are great for sending files to people, such as copies of photos to friends and
family at Christmas. They are not so good for doing regular backups of your data,
as they are slow and cannot erase old/changed files.

2. USB Flash drives are compact, have no moving parts, are available in a wide
range of sizes and speeds. No extra software is required, they plug into a regular
USB port on your computer and files can be easily added or removed . Although
more expensive than CD/DVD, their compact size, availability of a wide range of
memory sizes and prices, and ease of use makes them a popular choice for general
purpose work.

3. Digital Camera Memory Cards are a special form of Flash drive, designed to fit in
your digital camera. These cards can also be removed from the camera and if the
computer has memory card slots, plugged into the correct slot allowing your
photos to be directly transferred to your computer.

4. USB External Hard Drives are very fast and have very large storage capacities.
They are great for making backups and images of all your data and photographs as
they offer high speed, high reliability and low cost for large amounts of data. As
an added safeguard for your valuable electronic documents and photos, they can
also be easily stored in a fireproof box.
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Below is a table that gives a general comparison of some of these different removable
storage media. For reference, 1GB of memory will hold about 650 photos from the
average 6 megapixel digital camera. With the current rate of change in technology, the
information in this table could soon be out of date! This was valid around mid 2008.

Type Capacity (GB) Cost pe?olsct;B Sl\ﬁlg?sd Convenience
CD 0.7 $0.20 $0.50 <5 poor
DVD 4.7 $0.35 $0.076 <20 poor
USB Flash 0.25-8.0] $2-3$100 $10 1-25 good
USB External 250 -1,000| $90 - $250 $.22 125 good

Notes: USB devices assumed to be USB 2.0
1. The speed quoted for the CD and DVD is for reading. Writing is normally half this speed

2. USB flash drives and digital camera memory cards can have very different speeds. For a
given memory size, the speed of the device is the biggest factor that determines the price.
For a 2GB flash drive for $20 (assumed in the table) the speed would probably be around 5
MB/s.

In our classes, you are encouraged to save your | utoPlay o= =
practice files on a flash drive to take between

DVD RW Drive (F:)
home, class and lab. rve (r)

Inserting removable med|a | Always do this for blank CDs: Bake rl1_ote of
rive Letter
CD/DVD Blank CD options
{ ptions
1. Open the CD drawer and place the CD [ Burm2n sudio co
. . . using wWindows Media Player
into drive, label facing up. S
2. Close the CD drawer. If the AutoPlay Ny
OpenS, nOte the drive OCr,&ate Diisc or Edit Image
letter (such as F:), then gD Eoke

click B3 to close the
window. Step 1— AutoPlay Window. Click B34 to close.

USB Flash drive

1. Insert a USB flash drive into a USB port on the front of your
computer. In class, use the USB ports next to the Audio plugs.
(Your computer at home may have USB ports obviously on the
front, somewhat hidden, or only on the back of the computer.)
Note that USB connectors will insert easily one way; if it does
not insert easily, turn it over and try again.

. ‘ 2. If the AutoPlay opens, note the drive letter (such as F:), then
click =3 to close the window.

Step 2 - Insert Flash
Drive
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Opening Files
Open File/Lesson from removable storage
1. Insert removable storage device as described previously.

2. If the AutoPlay window opens, asking what action to take, note the drive letter of
the removable media (such as F:), then click =3 to close the window.

3. Open Computer, by double-clicking Computer on the Desktop, or if not showing
on the Desktop, click the Start Orb and in the middle right of the new window
that opens, click Computer.

4. In Computer, find the drive that contains the newly inserted removable storage
device. It will probably be listed under Devices with Removable Storage, with
the drive letter you noted in step 2. Double-click on the icon to open it.

5. Find the file/lesson you want to open and double-click it.

If your file/lesson is in a folder you must double-click the folder to open it to locate your
file/lesson.

Open File/Lesson from Documents

1. Click the Start Orb and in the upper right of the new window that opens, click
Documents.

2. Find the file/lesson you want to open and double-click it.

If your file/lesson is in a folder you must double-click the folder to open it to locate your
file/lesson.

Open File/Lesson from a Program
1. Open the program, for example MS Word .

2. Either
a. Inthe Menu bar click File, then click Open, or
b. Click the Open icon on the standard toolbar.
3. The Open dialog box appears with Documents selected in the Look In. box, then:

a. If the file is in Documents on your hard drive, double click folder in which
the file is stored and double click the file to open it, or

b. If the file is on Removable Storage, click the small down arrow at the right
end of Look In and. select the drive letter of the removable storage device (as
noted when the removable storage was first inserted to the computer).
Double- click the folder in which the file is stored and double-click the file to
open it.
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Selecting Multiple Files/Folders

You can select a sequential list of files by clicking on the top file and then, while
holding down the Shift key, click on the last file you want to select.
Alternatively, you can click on the first file in the sequence, then hold down the
Shift key and use the Cursor Movement keys to move to the last file in the
sequence you want to select.

You can select random (non-sequential) files by clicking on one file and, while
holding down the Control key, click the other files you want.

Alternatively, you can click one file, hold down the Control key, use the Cursor
Movement keys to move to the next file you want to select, and then press the
Space Bar.

Copying files from removable storage to the hard drive.

1.
2.

8.

Insert removable storage device as described previously.

If the AutoPlay window opens, asking what action to take, note the drive letter of
the removable media (such as F:), then click =34 to close the window.

Open Computer, by double clicking Computer on the Desktop, or if not showing
on the Desktop, click the Start Orb and in the middle right of the new window
that opens, click Computer.

In Computer, find the drive that contains the newly inserted removable storage
device. It will probably be listed under Devices with Removable Storage, with
the drive letter you noted in step 2. Double-click on the icon to open it.

Select the folder or files you want to copy to the hard drive. If you want to select
multiple files, see the section on selecting multiple files.

Click Organize, then click Copy.

Open Documents, located in the left pane under Favorites and then open the
folder into which you want to copy the files.

Click Organize, and then click Paste.

If you have made a Folder in Documents to save your files in you will need to double-
click that folder in Step 7 to open it and then paste your files into it.
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Copying files from the Hard Drive to the removable storage

1.
2.

6.

Insert removable storage device as described previously.

If the AutoPlay window opens, asking what action to take, note the drive letter of
the removable media (such as F:), then click == to close the window.

Click the Start Orb and in the upper right of the new window that opens, click
Documents.

Find the File or Folder you want to copy and select it. If there are multiple files,
see the section on selecting multiple files.

Click Organize, then click Copy. This copies the files to the clipboard.

Close Documents. Open Computer, by double clicking Computer on the
Desktop, or if not showing on the Desktop, click the Start Orb and in the middle
right of the new window that opens, click Computer. Find the removable media
you wish to copy to. It will probably be in the section called Devices with
Removable Storage, with the drive letter you noted in step 2. Double-click on the
icon to open it.

With the window open showing any existing files/folders on your removable
media, click on Organize and click New Folder. Type the name for the new
folder (e.g. CB2), and press the Enter key.

Open the newly created folder, (e.g. CB2) by double clicking on it.

For Removable Media that is NOT CD or DVD

7.

Click Organize, and then click Paste. The files will be copied onto your
removable media. For flash and external hard drives, the file(s) have now been
written to the removable media.

Important. Do not remove the flash or external hard drive for at least a minute
after the Copying Files dialog box closes.

For CD’s & DVD’s Only:

8.

Click Organize, and then click Paste.

a. If you’ve inserted a blank CD or DVD, a window will appear “Prepare this
blank disk.” Type in a name for your CD or DVD, click the arrow to Show
formatting options and click the “Mastered” radio button and click Next.

On the button bar, to the right of Organize, click Burn to disk and follow the
directions to write the files.

b. If you’ve inserted a CD or DVD that already contains files, then the pasted
files, along with the existing files will be shown on the right. On the button
bar, to the right of Organize, click Burn to disk and follow the directions to
write the files.
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Naming a Flash Drive

1. Click on Start>Computer. In the section headed "Devices with Removable
Storage", note the existing drive letters. For example, you may see (F:), (G:),

(H:), etc.

2. Insert a USB flash drive into a USB
port on the front of your computer.

In class, use the USB ports next to
the Audio plugs. (Your computer at
home may have USB ports on the
front, that may be obvious, somewhat
hidden, or only on the back of the
computer). Note that USB
connectors will insert easily one way;
if it does not insert easily, turn it over
and try again

3. If the AutoPlay window opens,
note the drive letter (such as E:),
then click the X in the red box to
close the window.

4. In the Computer window, the USB
drive just connected will appear. It
will be assigned a new drive letter
which will be the one noted in step
3. It will also be additional to those
noted in step 1.

5. Right click this drive and in the
menu, click Rename

= = =
A

- ButoPlay

LEXAR MEDIA (E)

Take a note of
the Name and
Drive letter.
In this case,
"Lexar Media™
and E:

‘-\f'
General options

Open folder to view files

| using Windows Explorer

i t’ﬁi Speed up my system
- Sing

2= Using Windows ReadyBoost lThen close this
, . box by clicking
Set AutoPlay defaults in Control Pa y 9

Lhere

l\u/”\:./l |j'.'i » Computer »

‘ Organize =

B= Views = ) System properties

Devices with Removable Storage (3)

% D Drive (DY)

e

= H Fleppy Disk Drive (A:)
..-;__M

= LEXAR MEDIA (E:)
Explore
Open

Browse with Fast5tone

Right click the
USB drive

Open AutePlay...

Share..,
Open as Portable Device

Format...

Eject

Safely Remove
Cut

Copy

fl'hen click "Rename"j

\

Create Shortcut

Rﬁgame

Properties

— Type, Total Size 6. Do NOT click the mouse, but
| Documents Hard Disk Drives (1) immediately type GCCLC
B Ficures . LocalD(C) Flash and press the Enter key.
B Music &7 S| 7. Now, this USB Flash Drive
Mare » Devices with Removable Storage (3) can a|WayS be found in
Folders v Computer, as "GCCLC

% €D Drive (D)

called "GCCLC FLASH™

o PO

f’our drive will always be

= GCCLC FLASH (E)
1M Computer -
== Floppy Disk Drive (A:)
B

Ll

Flash".
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How to Print a Screenshot

Print an Image of a Single Window

This is useful if you have a dialog box with an error message or want to show what a
specific window looks like on your computer.

1.
2.

Click in the window you want to make an image of to select it.

Hold down the Alt key on the keyboard. Press and release the Print Screen (or
PrtScr) key on the keyboard. Release the Alt key.

This has copied an image of that window to the Clipboard.
If you want to just print or save the image, open Paint.

If you want to add the image to a document and add some text, then open Word,
Wordpad, or other word processor. Use a new, blank document.

To paste the image into the document, click the Edit menu, then click Paste, or
use the Paste button on the Toolbar.

You should now have the image of the window in the document. You can resize
the image to fit on the page, or rotate the page to Landscape format, if necessary.

To print the document, click the File menu then click Print. Choose your printing
properties and click the OK button.

To save the document, click the File menu then click Save As. Select the folder,
type in a name for your document and click the Save button.

Print an Image of the Entire Screen

If what you want to show is not part of a window, you can capture an image of the entire
screen. Sometimes what you want to show changes when you press the Alt key. This is
also useful for showing your Windows desktop.

1. Press and release the Print Screen (or PrtScr) key on the keyboard, without

holding down the Alt key.

2. This has copied an image of your entire screen to the Clipboard.

3. Follow steps 4 through 9 above.
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Lab Signup on the Web
1. Go to the GCCLC Homepage, http://www.gcclc.org

1. Type www.gcclc.com in the address bar of your web browser.

te ~oogle - Wind< s inic. oot Explorer

)

Tools  Help

Edit

Vigw
.7 Favorites *§ Google

2. Press the Enter key on the keyboard to go to the website.

2. Inthe Quick Links box in the upper left of the page, click on
Sign up for lab-time.

We Have a Class
Explore the for Possibilities
You! ]
| Aboet Us | Get kmvohed | Classes | Seminars | for Studants | News | Links |
Good Evening, it's Thureday, August 27, welcome!
Latest Happenings from the Computer Learning Center

<5 [ septemiar saminar J Sep - Dec Class Scheduls ) Wa'rs NOT maving!!
Compuler Liternsy lor your Hy e e

e and Granddgidee

k Links

GUOLE Speakers Bureau

3. The Lab Time web page
opens.

{2 GEOLC- - Windews Isternet Fxplarer

é v = ekeong

Bl E3t Yew Fgorte Jodk beb

v

S etse Ecac

Read the instructions. Lab tme

5. Click on the Click to Select
Date button. A calendar
opens.

k, we hold Yree” open labs. This is an opporturity for you
o compléte any homework o just practice, using one of

To avoid spam, please complete the phrase:” Way dod @ dote I Ruset |
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6.

10.

11.

12.

Click the date for the lab you are signing up for.

Select date

The date selected is filled in below the Select Date button.

Click the radio button for either [ Cick to Select Dats |
the flrSt hour Or_the Second hour' Date you have selected: Thursday, October 15
If you want to sign up for both Ej

. . Please sel time
hours, click the radio button for ; Thurs:=*2pm-3pm O or 3pm-4pm O
the fIrSt hour AND CheCk the bOX [ please check, if you'd like to stay for_an hour
|ndlcat|ng "you'd I|ke to Stay for (Note: this may not be possible if lab is full)
2nd hour".

Fill in your Name , Phone number, and Email address (optional). If you include
your email, you will receive a confirmation.

Click the drop-down list for I'm

currently a student in: and Name:*
select the class you are taking, or ohone:”
leave at -None- if you are not _
taking any class now. Email:
. . I'm cu&rer{t_ly_ Tone- -
In the Comments box, indicate a stadent ih: ©)
- Comments:
what you want to work on in the
lab and if you need assistance. ¢ Thess fields muct be flled in

This is very important if you are

needing help with topics not covered in CB1, 2, or 3, so that someone
knowledgeable can be arranged to be in the lab. There is no guarantee that a lab
monitor will be available to assist with advanced topics. Let your instructor or
coach know, and they may be able to schedule to assist you.

Complete the sentence Mary had a little . This is necessary to prevent

automated machines from Mary bad a |

interfering with the system.
Finally, to finish the sign up process, click the Submit button.

Press the Reset button to clear all your information and start over, or if you decide
not to sign up.

To Cancel a previously scheduled lab, fill in all the information as in steps 6-12, but also
enter "Cancel" in the Comments box. If you do not plan to come to a lab that you
have scheduled, do CANCEL, so that our valuable volunteers do not spend time
expecting you.
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Notes:
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