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Course Objectives
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Computer Environment
Basic Information and Operations
Text Editing

Working with Icons
Working with Windows
Managing Files

Folders

Working with Files
Copying & Moving
Deleting and Restoring
Searching
Compressing Files
Viruses

Handling Viruses

Print Management
Printing Outputs
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Computer Environment




Starting the Computer W

O

Ensure that all cables are plugged
securely into the rear of the machine.

Make sure that there is no disk inserted
in the floppy drive.

Locate the power switch and turn the
computer on.

After a few seconds, you should see
something on the screen. If not, ensure
that the monitor is switched on.
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Computer

O Click “start” button

O Click “Turn Off Computer”
® A box appears:

O Click “ Turn Off

Stand By

Cancel
——————
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Restarting the Computer

O Never just switch
off your Windows
based computer.
You must always
shutdown using the
“Turn Off’ command

OR

O Click Restart button
to start your
computer
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Application

utting Down a Non-responding

Press the Ctrl+Alt+Del keys simultaneously to display a
dialog box, and then select the Task Manager

El Windows Task Manager |:| |§| fg|

Select the program that is no longer r
Click on the End Task button

Paint Shop Pro 6

Paint Shop Pro 6 has encountered a problem and needs \'%
to close. We are sony for the inconvenience. 6

I you wese in the middle of something, the information pou were working on
might be kost.
Please tell Microsoft about this problem.

Wie have created an esror report that you can send to us. We will treat
thiz report az confidential and anonymous.

To see what data this eror report corntains, chck here,

Send Emor Report | Dan't Send l
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Applications |Pr0cesses || Performance || Nebwaorking || Users |

Options  Wew  Windows  Shut Down Help

Task Status

3l ECDL Y4 MOD 2 windows xp wersion - Microso, .. iyl

z%Jasc Paint Shop Pro - [Image47* [1:1] (Backg... Mok Responding
ﬁpreview Mok Responding
EPreview Mok Responding
EPreview Mok Responding
@'3% Floppy (A Running

2 Document, - WordPad Running

< L

End Task ] I Switch Ta ] ’ Mew Task.,..

Processes; 24 CPU Usage; 0% Commit Charge; 2340 [ 12500
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Exercise 1

O Write down all the steps you should
do betfore switching on your
computer
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Viewing the Computer's Basic System Information

O When you first
switch on your PC, | o=
you will notice that

Microzo ft WS indows »P

System Properties

Lienera | | Computer Mame Hardware Advance d

some system Voon32
information is

displayed on your

SCIeeH cesharcon
Intel(R]

O Or you Can view
512 MBE of BAR

evesham

‘System Properties’ (otrionsin )

[ k. ] [ Cancel ]
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Configuration

e Computer's Desktop

Date and Time Properties

Date & Time |Time Zore | Internet Time |

Dake Tirme

B s & 7 &8

. : N
9 10 11 1z 13 14 15 /\

16 17 18 19 20 21 22 . .
23 24 25 26 27 28 29 i
an 10:17:37 >
Current time zone: GMT Standard Time
QK l [ Cancel Apply

Display Properties.

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

to help you perzonalize your computer

Theme:

Sample:

Active Window

Screen zaver

Wolume

I [ Mute m

A theme iz a background plus a zet of zounds, icons, and other elements

Display Properties

Themes | Desktop| Screen Saver | Appearance | Settings |

Display Properties.

| Themes || Deskiop | Sereen Saver | Appearance | Settings |

Digplay:
Default Moritor on MDA GeForced M 420

Screen resolution LColor quality

[ Medium (16 bif

Lessg _.J— More

"]
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1024 by 768 pivels

1/ |
[lroubleshoot... ] [ Advanced ]
[ 1] ] [ Cancel ] [ Apply
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Setting & Changing the Keyboard Language

Regional and Language Options

Fiegional Optionz | Languages | Advanced |

Test zervices and input languages

To wiew ar change the languages and methods youw can uze ta enter
text, click Details.

Supplemental language zupport

Mozt languages are installed by default. To install additional languages.,
zelect the appropriate check. box belaw,

[] Install files for complex script and right-to-left languages (including
Thai]

[] Install files far East Asian languages

0k ] l Cancel Apply

Text Services and Input Languages

Settings |

Dretault input language

Select one of the installed input languages to use when pou start your
camputer.

| Englizh [l nited Kingdom) - United Kingdom w

Inztalled zervices

Select the zervices that pou want for each input language shown in the
list. Uze the Add and Remowve buttons to modify this list.

English (United Kingdom)
keyboard
» United Kingdom

Remaove
Froperhies...
Preferences
Language Bar. .. Key Seftings...
0K ] [ Cancel Apply

©University of Dodoma
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WARNING: If you format a
diskette containing valuable
data you will loose that data

for good! - BE WARNED!

Format 312 Floppy (A:)

Capacity:

|3.5", 1.44ME, 512 bytesfsector

File swstem

|Far

Allocation unit size

|DeFauIt allocation size

‘olume |abel

Formak options

[ Quick Format
Enable Compression
[create an MS-DOS startup disk

Start | [

Close

]

@Back - \_:,l l.ﬁ; /._’_j Search |H’Z‘ Folders

View

@% 31: Floppy (A:)
File  Edit

Favorites  Tools  Help

1

Address |\ﬁ A

i

Folders

@' Deskiop

E] [y Documents
= Q [y Compuber

B
=) =2 Loc
B =
@
25
B &=
=

Explore

Qpen

Browse with Painkt Shop Pro
Browse With Paint Shop Pro 7
Search..,

Sharing and Security, .,

Copy Disk. ..

Zuk
Copy
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Info
Texk Document
32 KB

Learne
Texk Document
23 KB

Lisezmoai
Texk Document
29 KB

MSSERMOL
S¥_ File
Z1°KE

readme
Texk Document
27 KB

SETUR
Zonfiguration Settings
1 KB
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nstalling

ninstalling Software

Applications

O

Most software is supplied on a CD which will
start to load automatically when you place the
CD in the CD drive.

Instructions are displayed on screen and are
easy to follow.

Most software will install

I’ option
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rint-Screen’

Facility

O Print Screen

" Copies the entire screen to the Clipboard
O Alt + Print Screen

" Copies the active window to the Clipboard
Can be used within
any application
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Using Help

O Make use of the available Help!

@ Help and Support Center

ndex * Favorites

=
g 9 search NN

Best for Business

Pick a Help topic

What's new in Windows XP | a fri E our compute h Remote Assistance
Music, ¥ideo, games, and photos
windows basics ed fi tion in Windows XP newsgroups
Robust, More Secure,
Reliable, Easier to Manage
Compatible

Metworking and the Web
Working remotely
Security and administration 3] h Windows Update

[®)] Find compatible hardware and software f

For more information:
Click Start, click Help
and Support, and
type 'walkthroughs' in
the Search box.

Custol ng your computer

th System Restore
Accessibility

Click to Replay

Printing and faxing

Performance and maintenance
Hardware

Fizing a problem

send your feedback to Microsoft

Exit Tour
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Exercise 2

O Change your desktop background to
soap bubbles

O Set the your screen saver to display
TIME
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Text Editing




aunching a Tex

1ting Application,

and Opening or Creating a File

O

O

O Click on WordPad

Click on the
‘Start’ button.

Move the mouse

pointer to ‘All

Programs’ and
select Accessories

from the sub-
menu.

Microsoft
Outlook

& Internet
Internet Explorer
E-mail
Microsaft Cutlook
E Microsoft Word
Microsoft PowerPoink

Microsoft Excel

IR EIIO00 D

L

&E Faint Shop Pro & “1

, &
@ Tour Windows <P .
[

Microsaft Access @

3

All Programs B

Accessories

Avance Sound Manager
CyberLink PowerDVD
Games

Jasc Software
Microsoft Office Tools
Roxio Easy CD Creakor 5
Skartup

eZ2b Internst

Internet Explorer
Microsoft Access
Microsoft Excel
Microsoft Outloak
Microsoft PowerPoint
Microsoft Word

M3M Explorer

Outlook Express
Remoke Assistance
wWindows Media Plaver
windows Messenger
Cauadrat

Hasbro Interactive

Paint Shop Pro 6

Accessibiliby
Communications
Entertainment

Microsaoft Inkeractive Training
Syskem Tools

" Address Book

& Calculator

W Paint

&) Program Compatibility Wizard
'.’:g Synchronize

&) Tour Windows ®P

3 windows Explarer

@i windows Movie Maker

[ “WordPad

©University of Dodoma
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Saving a File to Disk

O When you use a Microsoft application, such as Word,
PowerPoint or Excel, then by default the files that you

save will be saved in a folder called My Documents.

Save As

Save jre | [EF Desktop « O F A

iy ElM':.-' Docurnents
I_@ t;l My Camputer
My Recent ‘Q My Mebwork, Places
Docurmnents data

©University of Dodoma 20
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Closing a Text Editing Application

O Click on the
application's Close
icon, (represented
by a cross, at the
top-right corner of
the application
window)
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Exercise 3

O Open a Word pad program

U Write a letter to your friend telling
her/him how you are enjoying the
computer studies

O Save this file under the filename
“My friend” in the folder named
UDOM which will be created in My

Documents folder.

©University of Dodoma 22
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Typical Icons

O My computer

" Shows drives and other resources in a
computer

O Recycle Bin

" Is used to store deleted files temporarily
O My network place

" Is used to view other computer in a network
O My document

" Is used to store frequently used documents
O Internet Explorer

" Is used to view web sites

©University of Dodoma 24
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Working with Icons

0O Recognizing Desktop Icons
O Get to know the main Desktop icons

H
|
Shorkcut ko HP \_'HJ

LaserJet 5

Recycle Bin
Iw
Microsofk Microsaft
Excel Word

©University of Dodoma 25



' ing Desktop

Icons

O Select the icon that you wish to move.

O Depress the left mouse button and whilst
keeping it depressed, drag the icon to the
new location on the Desktop, as required.

O Release the mouse button.

©University of Dodoma 26



llpemng a ‘:‘1:‘9 :To:;er, or Application from

the Desktop

O To open a Desktop object, double click on

ife 1NNN .

] W

fd
Microsafk Microsoft

Excel ward
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Creating a Desktop Shortcut Icon

O Use drag and drop techniques to drag an
icon onto the Desktop

2 2

Shorkcuk koo Shorkcuk koo
sheet sheet
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Exercise 4

O Open the Word Pad program
O List down the Typical Desktop Icon

O Save this file as “Typical Icons” in the
UDOM folder you created in exercise 3

©University of Dodoma 29
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Working with Windows




——

Identitying the Different Parts of a Window

O Make sure that
you can idendi

i My Accounts - Microsoft Word

H T].t].e b File Edit ‘iew Insert  Format  Tools  Table  Window  Help

| DEEsa &V B <! & POom= mﬂwuf - 3.
Menu b /Nmmm - TimesMewRoman - 12 - B 7 U E =EE=-IZIZEE -4 -A-

" Toolbar

. Status baﬁ Page 1 Sec 1 11 At 1" Ll Cal 1 English {11.5

= Scroll bar
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Parts of a Window

" Title Bar: Displays programs name and
file name

" Menu Bar :consists menu of a program
" Toolbar: consists command buttons

® Scroll bars: used to navigate through a
window

= Status bar: Display current status of a
window

©University of Dodoma 32
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Collapsing, Expanding, Resizing, Moving and
Closing a Window

O Make sure you Identity these buttons

B B

Minimize Maximize Restore Close

©University of Dodoma 33
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Switching Between Open Windows

O To switch between open application widows,
simply click on the application icon, as displayed
in the Windows Taskbar (normally displayed
across the bottom of your screen).

:‘Ij"' start & Paint Shop Pro E:. My Bccounkts - Micros, .,

O Alternatively you can use the keyboard
shortcut Alt+Tab.
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Exercise b5

O Label the following
buttons/Icon

1

I

IN)
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Managing Files and Folders




——

Files and folders

O File :
® Is an electronic information stored in a
computer
O Types of files
" Program file : All files used to run the system
" User file: stored in application software
O Folder:

" Ts a collection of files stored in the same
location in a drive
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nderstanding

1lerarchical Structure

for Relating to Drives, Folders and Files

Fle Edt Wew Favortes Took Hep

Qosk = (0 (T seweh [ Folders

Address [ iy

Foldars X Name
[ pesktop (& 4rob
{5 My Documents | Dacuments and Settings
= 1§ My Computer (Sycivers
4 3% Floppy & [ ECDL_v3_and_Advanced P,
2 B [falder one
i 4rob 1 folder bwo
|2 Documents and Settings (Zold data
12 drivers (ShPatches
(6 ECOL_v3_and_idvanced_P_COURSES (Dpictures
125 folder ane [program files
sbsi
ICIwmDOws
B cctalobal
[expensest
[E setup

() CD Drive (E:)
2%, Cct on 'Office Server (Cct-server1) (%:)
2% Data on 'Office Server (Cet-server1)' (v:)
3 control Panel
(& shared Documents
& ™y Network Places

& Recydle Bin

) data

Size | Type
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder

File Folder
File Folder
File Folder
File Folder
20K Microsaft Word Doc
B04KB  Microsoft Access Ap...
1B Text Document

Date Modiied

271062002 09:44
27/06/2002 10:14
0zj07/2002 09:32
29f08(2002 10:47
02fo7f2002 10:24
01/07/2002 14:03
01/07/2002 14:04
20/04/2002 17:15
3tjo7/2002 10:01
29f03f2002 11:05
20f04f2002 09:53
29/082002 11:05
01/07/2002 12:54
11{07f2002 22:38
20/04/2002 17:15

Files

Yolders

£

Drive
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Navigating to a File or Folder on a Drive

O First select the required drive.
O Then select the required folder.
O Then select the required file.

©University of Dodoma 39
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Creating a Folder and a Further Sub-folder

O Open the Windows
Explorer

O Then click on the portion
of the folder tree where
you would like to create
a subordinate folder.

O Click on the File drop :I MNew Folder
down menu I Mew Falder [£]
" Move the mouse :I Mew Folder [3]

pointer to New.

O In the sub-menu
displayed
® (Click on Folder.

©University of Dodoma 40



pening a Window to Display
Folder Name, Size and Location on Drive

0O The appearance of the
Windows Explorer

contents window may -

be customized to |
display file and folder — _ -
objects in five different Thurnbnails
ViEeWws. = -I-ilES

0O The different views can I
be selected via the L=
View drop down menu Lisk

0O OR by clicking on the & [Details
Views button.

O Select the desired view

©University of Dodoma 41
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Exercise 6

O Use the Word Pad program to explain the
following terms:

" What is a File?
" What is a Folder?
O List down the types of files

O Save this file under the file name
“Managing Files” in the UDOM folder
you created in exercise 3
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mon File

Types

O Different types of
file will have
different file name
extensions, and
will be displayed
with different
program icon.

E* ecdl-rodule-7. doc 14538 Microzoft Word Docurment
frant cover.ppt 16EE  Microzaft PowerFoint Presentation
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ounting

e Number of Files or Files of a
Particular Type in a Folder/ Sub-Folder

Start the Windows
Explorer program.

Within the left hand side

of the dialog box

" Select the folder

containing the files that
you wish to count up.

“ Right click on the

folder icon and from

the popup list

displayed, select

Properties.

©University of Dodoma

ECDL Advanced Level using XP Properties

PX

General | Sharing | Custarize

D | ECDL Advanced Level uzing =P |
Type: File Folder
Location: CAECDL_w3_and_Advanced =P _COURSES
Sizer 19.0 MB (19,990,671 bytesz)
Size ondizk: 194 MB [20,344,832 bytes]
Containz: 202 Filesz, 10 Folders
Created: 28 June 2002, 11:34:35
Atibutes:  [E]F ead-anly Avanced...

[ ]Hidden

(] l [ Cancel
45
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Changing File Status

O Normally files are
read/write

O Read-only files
cannot be

Atkributes: v | Read-only: Hidden
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mportance of Maintaining Correct File
Extensions when Renaming Files

O Windows uses the file extension name as a clue
to what type of file, the file is.

Thus Windows knows that files that end
in .'TXT are text files.

O If you change the file name extension Windows
will become confused as to what the file format
1s!

By default the file name extensions are not
displayed within the Windows Explorer.

To view the file name extensions you will
need to customize the display.
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Re-naming Files and Folders

O Select the file or folder to be renamed.
O From the File drop down menu

= Select the Rename command
0O Enter the new name

" Press the Enter key to confirm the
change.
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Exercise 7/

O By using the Explorer count the
Files which you have saved in the
UDOM folder

0O Rename the UDOM folder to
UDOM IS
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Copying and Moving




——

Selecting Files or Folders

O To select adjacent files/folders
" Select in combination with the Shift key
O To select non-adjacent files/folders
" Select in combination with the Control key
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l!opymg !I:GS or :To:;ers Between

Folders and Between Drives

O Use either Copy and Paste
O Or
" use drag and drop techniques

O To Copy (within a drive)

" Drag and drop a file or folder while
keeping the Ctrl key depressed
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!ovmg !1:95 or !O:;GI‘S ;etween

Folders and Drives

O Use either Cut and Paste
O OR
" Use drag and drop techniques

O To Move (within a drive)
" Drag and drop a file or folder
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Importance of Backing Up Your Data Files

O

O
O
O

=g ¥

Backup your data
Store off-site
Backup regularly

Protect yourself from computer break
down, theft or fire
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Exercise 8

O Create a folder on the desktop
O Name the folder as “UDOM 2”

O Copy all the files from UDOM IS to
UDOM2 folder
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Deleting and Restoring




eleting olders to the Recycle

O Deleted files are first moved to the
Recycle Bin rather than deleted
immediately.

O If you accidentally delete a file, you can
undelete it

Confirm File Delete By ~a
| =
j Are waou sure you wank ko send 'cckglobal-04' to the Recycle Bin?

K

Recycle Bin
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estoring Files an

Recycle Bin

olders From the

can be ‘undeleted’

© Recycle Bin

File Edit View Favorites Tools Help

\_) Back \_) l_ﬂ: p Search [1_7 Folders v

O Files contained within the Recycle Bin

Address | 2l Recycle Bin

ESI Calculator
Recycle Bin Tasks r Shortout
4 KB

.2} Empty the Recycls Bin

BS Restore allitems Micrasoft Excel
| chortcor
[#] 4 KB
Other Places _
— News Folder
[ Desktop kR
=) My Documents "
Shortcut ko my memo
g My Computer [ Shartcut v
& My Metwork Places 7] 4 KB
1] temp pic
Details &4 KB

ECDL W4 MOD 2 windows 95
wersion
Microsoft Word Document

Microsaft Word

I ' Shortcut

[#] 4 KB
% : Shortcut ko HP LaserJet 5

% Shartcut
4 KB

B shortcut ko my sheet
Shorkcut
7] 4 KB

Recycle Bin

©University of Dodoma
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Emptying the Recycle Bin

O You will not be able to recover files once
they have been removed from the
Recycle Bin

2

Recycle Bin
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Exercise 9

O Delete the File named “Managing Files”
in the “UDOM2” folder.

O Restore this file
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alrCNNINg 10T F1IeS DY CONTeNnt, Dale
Mlodified, Date Created, Size or using

Wildcards

O As well as finding files by names,
more complex searches can be
made

Search by any or all of the criteria

below. 3
All ar part of the file name:

& word or phrase in the File:

Look in:

“e® Local Hard Drives (2 w

©University of Dodoma 61



Viewing a List of Recently Used Files

O Click on the Start

icon (bottom-left [EEEE
of your screen),

and from the
popup menu

displayed select

Documents.

i Internet
Inkernet Explorer

E-mail

Microsoft Outlook,

E Microsoft Word

Microsoft PowerPoink

Microsoft Excel
& Paint Shop Pro &
B

B WwordPad
@ Tour Windows =P

All Programs D

©University of Dodoma

Q My Documents

m_. My Recent Documents

[__f\] My Pictures

@ My Music
8! My Computer

.g My Network Places

E’ Contral Panel
e_‘ Connect To
-]

&% Printers and Faxes

!)) Help and Support
p Search
7 Run...

0

PErEEEAEEERERAEE

Dacurnent

ECDL W4 MOD 1 pc windows version

ECDL ¥4 MOD 1 pe windows version EXERCISES
ECDL ¥4 MOD 2 windows 95 version

ECDL ¥4 MOD 2 windows 2000 version

ECDL ¥4 MOD 2 windows 2000 version EXERCISES
ECDL Y4 MOD 2 windows xp version

ECDL Y4 MOD 2 windows xp wersion EXERCISES
ECDL ¥4 MOD 2 windows xp version.doc

ECDL ¥4 MOD 4 2000 version

ECDL Y4 MOD 4 2000 wersion EXERCISES
Images

Images

Image3z2

Image34
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Exercise 10

O Using the search command, check
the file named “Typical Icons”

O Your instructor must check your
search results.
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I
“n;ers;an;mg %Eat File Compression

Means

O File compression allows you to
compress files so that the file size
becomes smaller.

O This allows you to save disk space.

O It is useful when sending files over
the Internet (especially when you
have a slow connection)
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ompressing
on a Drive

1les into a Particular Folder

O A singe file can be compressed or

an entire folder can be

(&3 ECOL_vw3_and_Advanced_xP_COURSES 0 .
'l folder one
I Folder ty
(5 Hew Fol Explore
1) Mew Fals
1) Mew Fal Cpen
=) old dat Browse with Paint Shop Pro
e esta Browse With Paint Shop Pro 7
I) Patches
_ Search...
I pictures
IC) program  Sharing and Security. .
I sbsi EZlAdd to Zip
(5 WINDCY B3 Add ta Folder one.zip

©University of Dodoma

Add

Adding b files

Add To Archive:
|E:'\fu:u||:|er onedavel|

Hew... | Open... |
Action:
|1dd (and Replace] Files -
Compressian:
| M armnal ﬂ
| =l
Folders

[ Becurse Folders
[ Save Extra Folder Info

Aftributes

[ Inchude Only IF Archive Attibute |5 Set
[ Reset Archive Attribute

[ Include Systern and Hidden Files

[ Store Filenames [n 2.3 Farmat

3

&dd

Cancel
Help

Pazzword....




xtracting Compressed Files From a Given

L.ocation on a Drive

O When you extract
files you can
decide where to
extract the ﬁ].e.n:-:tglnbal 09 P0KE M
on your hard d == open g

Explore

Browwse with Paint Shop Pro
Browse with Paint Shop Pro 7
Egl| Extract to...
B3l Exkract to Folder C:\Folder onelDavel

Egll Create Self-Extractor (L EXE)
Dpen Wikh r
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"n;ers:an;mg ;;a: a :irus 1s and the

Possible Effects of Infection

O Virus are
infectious
programs that
enter your
computer without

©University of Dodoma 67



Iln;ers:an;mg :;e ;ays a Computer Virus

Can be Transmitted

O Sharing disks

O Sharing files on a
network

O Downloading files
from the Web

O Opening files
attached to emails
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Iln;ers:an;mg :;e ;;vantages of Using

a Virus-Scanning Program

O Virus scanning
programs operate
in the background
and should remain
active at all times.

O In this way they are
able to alert you to,
say, a downloaded
file that contains a
virus

©University of Dodoma 69



nderstanding at ‘Disinfecting’ Files

Means

O If a virus scanning
program finds a
virus, it can often
remove the virus,
without damaging
your file.

©University of Dodoma
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Exercise 11

O The instructor can Set the “Typical
Icons” File to be shared among the

students so that they can copy this
file to their desktops.
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Using a Virus Scanning Application

O Virus checking
software can

check your
computer memory |
and all drives B
att ac h e d t 0 th e % ________
computer N - B
) - l~lor'a:m11mti\m02
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Update

AnNedulallV

Your Virus-Scanning Software

O Most anti-virus
programs allow
you to use the
Internet to update
the program on a
regular basis

Welcome to Livellpdate

ome
The follawing Symantec products and components are installed an
Hour computer:

% symantec.

LiveReg

Livellpdate

Marton Antivirus 2002

Martan Antivins Vires Definitions
SARC Submiszion Software Updates
ScrptBlocking

<

s

o

Livellpdate uzes the Internet to deliver your
updates.

“ Click Next to zee available updates.

T

[ Mext >

] l Cancel ] [ Help ]

©University of Dodoma
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Exercise 12

O Every student must run the virus
check in her/his computer
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Print Management

©University of Dodoma
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Changing the Default Printer

O Only one printer driver is active at a

% Printers and|Faxes

File Edit Wew Favorites Tools Help

'\‘) Back Q l@ p Search H:"

time: The default

Faolders - -

Address Cé Printers and Faxes

Printer Tasks

Add a printer

&5 Setup Faxing
See Also
@ Troubleshaat printing

Q) Get help with printing

Other Places

[ Control Panel
'S, Seanners and Cameras
5 My Documentts

ﬁﬂ Iy Pictures
'8 My Cornputer

Details

At HP LaserJet 4511450 My P3
on DAVE-2000-PC
1]

Auka HP LaserJet IIT on
CvE-2000-PC
1)

HP COLOR on CCT-SERVERT
1)
Printer not found an server, u

HP Laserlet S
1)

Ready

Printer nok found on server, u
P3-HP on CCT-SERYER1

1)
Printer not found on server, u

Auto HP LaserJet III (Copy 2) on
DAVE-2000-PC
u]

=

HF Color LaserJet 8550-PS
1]

Ready

HP LaserJet 451 M

o

Ready

hp4 local

o

Ready

LEXMARE on CD-WRITER1
o

Printer not found on server, U
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Exercise 13

O Change the default printer of your
computer
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Installing a New Printer on the Computer
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Program

rinting a Documen

rom a Text Editing

O Use the Print icor

=l

Options. .. |

~Prinker
Mame: I Cﬁ HP Laserdet 5000 Series P ;I Properties |
Skatus: Idle _ Find Prinker... |
Type; HP LaserJet 5000 Series PS
Where: LPT1: [~ Print ko file
Comment: I™ Manual duplex
~Page range ~Copies
o al Murnber of copies: =
e Current page ™ Seleckion
" Pages: | v Collate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12
Print what: IDu:u:urnent j el
) Pages per sheet: 1
Print: I.ﬂll pages in range j Blsal I page j
Scale to paper size: IN.;. scaling j

[ x|

Cancel I
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Viewing a Print Job’s Progress

O Print jobs will be
displayed within
the Print Manager

& HP LaserJet 5000 Series PS

Printer Document  Wiew Help

Documen t Mame Skatus Cuwner Pages Size Subr
Microsal Ft word - ECOL W4 MOD 2 ... Prinkting David Murray &1 &67.7 KBJ/53.4 MB 1400
£ 3

1 docurnen t(s) in queue
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Pausing, Re-starting or Deleting a Print Job

O Use the Print
Manager to pause,
re-start or delete
print jobs

©University of Dodoma 82



——

Exercise 14

O Explain What is a Computer?

What is a Hardware?

What is a Software?

List down the parts of the Computer.
Save this file as “My Last Exercise”

O O 0O 0O

O Note: Use Word Pad program to
answer these questions.
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