Windows 2000

Introductory
Course Workbook

Copyright Notice
Copyright © www.StudyIT.net

Disclaimer

While we take great care to ensure the accuracy and quality of these materials, all material is provided without any warranty
whatsoever, including but not limited to, the implied warranties of merchantability or fitness for a particular purpose.
Further, we reserves the right to revise this publication and make changes to its content at any time, without obligation to
notify any person or entity of such revisions or changes.

Companies, names and data used in examples herein are fictitious unless otherwise noted.

Acknowledgements
Microsoft, Windows, MS, MS-DOS, Win32 and Windows are registered trademarks, and Windows NT is a trademark of

Microsoft Corporation in the USA and other countries.



Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 2



Introduction

Introduction

Welcome to the Microsoft Windows introductory course. This course is suitable for anyone
who is new to Microsoft Windows.

Required Skills

No previous experience of computers is necessary. Typing skills would be an advantage but
are not essential.

Content

This course covers basic Windows operations including customising the desktop, managing
files and folders, and working with the accessories supplied with Windows. Towards the end
of the course you will also learn how to work with the Control Panel to manage the way
Windows works.

Duration

The entire course will take approximately 1 day to complete. You may find students can
complete the course more quickly if they have previous experience of computers or are
familiar with other versions of Windows.

Course Materials

This workbook is supplied with an exercise disk. Before you start to follow this course you
must ensure that the software has been properly installed and that the exercise files are
available for use. Each delegate will also have to be supplied with an unformatted floppy
disk.

The workbook is divided into sections. Begin by reading a section of instruction text then
work through the related exercise section to practise the techniques described.

We recommend that you complete the sections in the sequence in which they appear, as each
builds on the skills previously learned.
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Workbook Layout

This workbook has been designed as both a structured practical course and a reference
manual.
Instruction Text

Each topic covered in the course is introduced by instruction text, which is identified by this
icon:
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These instructions explain what a particular feature is used for and how it works.

Reading through these instructions will help you prepare for the practical exercises that
follow, and are also there for you to refer to after the course.

You can use the index at the end of the workbook to quickly find the topic you need.

Selecting Commands

When using the software you will often find that you can select a command in more than one
way. Some people prefer to use menu options while others prefer keyboard shortcuts. So
that you can select the command using your preferred method, each method will be given in
the instruction text in the following formats.

e Menu Options

When a menu option is available, it will be shown like this:

Menu: Select the Edit, Copy menu option.

This instruction means, click on the Edit menu then choose the Copy command.
¢ Shortcut Menu Options

When the option can be chosen from a shortcut menu it will be shown like this:

Right click on the selected item then choose the Copy option.

This instruction means point to the selected item, and click the right mouse button to
display the shortcut menu, and then choose the Copy command.

e Mouse Options

When a mouse option is available it will be shown like this:
“B  Click on the [B] Copy button shown on the Standard toolbar.

This means click once on the [B&] Copy button that appears on the Standard toolbar.
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Workbook Layout

..[ Selecting Commands

e Keyboard Options
When a keyboard shortcut is available it will be shown like this:
@& [CTRL]C
This means hold down the [CTRL] key, and press the letter C.

Exercises

To practise the features you have read about, work through the exercises that follow the
instruction text. Exercises are introduced by this icon:
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Questions and Answers

To help you assess your progress, questions are given at the end of each section. They are
introduced by this icon:

L

Write the answers to the questions in the space provided. If you need help with any of the
questions, remember that you can find the answer in the instruction text.

Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 5



Table of Contents

Section 1
0 Starting Windows 2000 ..........cooiiiiiiiieieieesie e 1-2
L0 USING the MOUSE ...ttt 1-4
L EXamining the deSKEOP ........ooiiiiiiiiiieee e 1-6
0 Working With the taskDar ............cooeiiiii s 1-7
L0 ClOSING WINUOWS ...ttt bbb 1-9
L WOrking With WINGOWS .......c..oiiiiiiiiiieie e 1-13
O Working with dialogue DOXES..........coviiiiii e 1-20
0 Working With the deSKEOP ........coiiiiiiieieceee e 1-22
0 Getting WINAOWS NEIP ..o 1-29
U Playing a game Of FreeCell ........oov oo 1-34
O EXiting WINAOWS 2000 ..........ccieieiieiieiie ettt ste et e e snaesne e enas 1-37
Section 2
QO Understanding files and FOIErS...........ocooiiiiiiiiee e 2-2
U Creating folders on the deSKtOpP ..o 2-3
U Opening folders onto the deSKIOP........covviiiiiirie e 2-4
L0 TEXE OCUMENTS ...ttt bbbt 2-7
0 USINg WINAOWS EXPIOTET ..o 2-11
Creating fOlErS ..o 2-12
Renaming files and fOIAErs ...........cccooveiiiiie e 2-22
Moving and copying files and folders............cccoveiieiiiciiccccce e 2-23
Creating SNOTCULS .......ecvvecieeie e ere s 2-29
Deleting files and fOIAErS ........c.cov e 2-30
OPENING IS ... e 2-31
PHINEING FIES ... 2-31
O Searching for files and fOIAErS.........c.cov i 2-36

Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 6



Table of Contents

Section 3

0 MONItOriNg diSK SPACE .....veiveeieeeie et ete st ste sttt re e e sreeeennee s 3-2
O Formatting flopPY diSKS.........oiiiieiiccie et 3-5
0 Copying FlOPPY AISKS.....ccveciieiece e 3-7
O Customising the taskbar ............ccoiiiiiiiicc e 3-10
0 Customising the Start MENU...........ccvoviiieiiece e 3-11
0 Using WINdOWS tOOIDAIS ........cooiuiiiiiicie e 3-18
Section 4

00 SEarting WOrdPAQ ..........cooviiieiece ettt 4-2
O Entering and diting tEXT ........cveiiiieiiee e 4-4
BT T ot (T g0 (=) A USSR 4-7
U Deleting and replaCing teXt........ocveiiiieieeie e 4-8
00 FOMALLING TEXL ..ottt sra e sre e ens 4-10
0 SAVING OCUMENTS......viiiieiecie ettt ettt e enae e e sra e nns 4-11
00 USING PHINE PIEVIEW ...ttt ettt e e ae e nne e ans 4-14
I 1= ] Lo [ O o o [ ] (=1 £ PSSR 4-15
0 Printing OCUMENTS .......veeieiiiccieeie ettt sttt snaeae e nas 4-16
0 Managing Print OULPUL ........cveiieie e 4-18
0 Creating dOCUMENES ........ccuieiiiie ittt ettt re e be e e e sreeneennas 4-21
0d Opening QOCUMENES ........oiuieieiie et see sttt et e te e e snaesaeeneennas 4-22
00 CloSING WOTPA........ccvieieiicciece ettt ae e nas 4-23
Section 5

0 Opening the Control PAnel ...........ooveiieii i 5-2
O Adding and remoVing ProgramMS ..........ccveeiveieerreeieeseeseeeeseessesseesseessesseesseessesseesseens 5-3
0 Setting the date and tiMEe ........ccvoi e 5-7
0 Changing the diSPlay .......c.ccveiieie e 5-11
L FONES et bbbt b e e 5-20
L0 MOUSE SEBLLINGS ...t et sttt ettt et e b et et e teebe e s e snaenneeneenns 5-23
L) REGIONAI OPTIONS ...t 5-27
O A summary of other Control Panel Options.............coovieiiiiieiciseeee, 5-29

Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 7



Table of Contents

Section 6

L Networking eXplaiNed ..........ooiiiiiieee e 6-2
L MY NEtWOTK PIACES ... 6-3
L0 SNAIEA FESOUICTES ...ttt ettt bbbttt 6-4
L Mapping NEIWOTK ITVES..........ciiiiieiieiiieie et 6-8
L) The ACLIVE DESKIOP ....c.viiiiiiiieiieeee et 6-13

Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 8



Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 9



Microsoft Windows 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net

Preface - 10



