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Introduction to Windows XP Operating System Document Syllabus

Course Description:
This workshop will introduce basic Windows operating system concepts. Using the
Windows XP operating system, we will explore the Windows interface and perform basic file
maintenance.

Prerequisites:
None.

Goal(s) of the Workshop:
Participants should leave with an understanding of how to use the Windows XP operating
system for basic user operability, file management, and printing.

Course Content:
e Exploring the Windows interface
e Searching for files and programs
e Creating, storing, printing files
e Using Norton Anti-virus to scan a floppy disk for viruses

Disclaimer:

The Introduction to Windows XP workshop is recommended for people unfamiliar with
computers and will serve as a foundation for the other Windows related workshops. The screen captures
found in this document are based on the Windows XP Professional Edition Operating System. The menu
style is based on a classic Start Menu view.

Questions regarding workshops may be directed to:

Student Client Support
Academic Computing, NEIU
B-107
Web: www.neiu.edu/~scs

Email: scs@neiu.edu
Phone: 773-442-4390
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Introduction

The Windows XP Operating System is a graphical user interface (GUI) developed by the
Microsoft Corporation. The purpose of this document is to assist the user in learning the basic
fundamentals of the Windows XP Operating System. The Introduction to Windows XP workshop is
recommended for people unfamiliar with computers and will serve as a foundation for the other Windows
related workshops.

Basic Terminology

e Monitor: The television-like screen that displays the visual representation of the computer’s
contents.

e Floppy Disk: Storage device used for storing small programs or data. Most diskettes are 3.5” in
size and can store 1.4 Megabytes (MB) of information. A new kind of diskette, called a Zip Disk,
can hold as much as 250 MB or more.

e Hard Disk: Storage device found in the computer which is used for storing instructions and data.
Hard disks are capable of storing gigabytes (GB) of data (thousands of Megabytes).

e CD-ROM: Compact Disk Read Only Memory storage media. CD-ROMs have a similar
appearance to audio CDs. Computer programs are often stored on these discs because of their
large storage capacity.

e CD-R/RW: A compact disk, similar to a CD-ROM, except it can have information recorded on it.
Some types are capable of being recorded multiple times.

e RAM: Random Access Memory. RAM is found inside the computer and is used to temporarily
store instructions and data for processing.

e Mouse: A handheld device which controls cursor movements on the screen. A button on the
mouse can be used to select programs/files by clicking once on the program/file icon. It can also
be used to launch programs/files by rapidly clicking twice on the icons (double clicking).

o Left-Click: Pressing the left button of the mouse once. (Used for selecting icons and opening
programs.)

e Right-Click: Pressing the right button of the mouse once. (Used for opening contextual menus.)
e Single-Click: Clicking once (with the left mouse button) on the icon to select the icon.

e Double-Click: Clicking twice (with the left mouse button) on the icon to activate the icon.
Activating the icon will run the program or open the file that is associated with the icon.

e Drag/Drag-and-Drop: This is used to move files around on the computer. It may also be used to
copy files from hard drive to floppy drive and vice-versa. To drag a file, left-click and hold
down the button. Move the icon to the new location and let go of the mouse button.



Network Login

Northeastern Illinois University uses a Novell Network for file sharing. To log on to the NEIU Network,
press the OK button at the Novell Login screen. You now have access to the various programs that are

network accessible.

¥ &5 Nowvell Login x|

Novell Client *—
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for Windows*

Uzermame: IpcD‘I

Fazzword: I

Ok I Cancel Advanced >

Windows

Desktop
The computer screen that is displayed is called the Desktop. As you move the mouse around with your

hand, you see the mouse pointer move accordingly on the computer desktop. The icons on the desktop
correspond to commonly used programs found in the computer. These icons are actually shortcuts to the
programs themselves and double-clicking the icons will launch the programs automatically.
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Arrange Icons By

Refresh Size
Paste ;ipcl:ﬁed
You can also use the right mouse button to open Paste Shaortout
up different commands. Right-click on an empty Undo Rename  Ctrl+2 Shiow in Graums
area of the desktop and arrange the icons by name. New , ¥ Auto Arrange
Align ko Grid
Properties

v Show Deskkop Icons
Lock "Web Items on Deskiop
Run Deskiop Cleanup Wizard

My Computer
5ﬂ The My Computer icon will show a listing of the computer’s disk drives, network drives,
- and system files/folders. Local files or folders are found on the computer’s drives whereas

My Computer  remote files or folders are found on the network drives. Double-clicking on the drive letter
will open the contents of that drive.

My Compuker

Open
Explore
Search...

Manage
You can also right-click on the icons to do advanced functions. Find using QuickFinder

Map Metwark Drive. .,
Disconneck Metwark Drive, ..

Create Shortout
Delete
Fenare

Properties

Title Bar
The Title Bar shows the name of which window you are viewing.
2 s computr 101 x]
|J File Edit Yiew Favorites Tools Help ff
Menu Bar

Select View from the Menu Bar and click Toolbars, and then click Customize
(From now on, selecting options will be shown as View -> Toolbars -> Customize)

You are able to customize the toolbars and menus that are available for quick access.
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By selecting View -> Tiles, you are able to customize the way files, folders, and or programs are
displayed to give you detailed information or a preview of what the file contains.

My Documents

\ The My Documents folder is the default folder where most of the Windows XP programs
-~ will save your files.

My Docurents

Taskbar
All open windows will be accessible via the Taskbar. You can select them by clicking on the button that
they formed when they were first opened.

T @O & 236 am

Lf_'Startl @ (‘) _g My Camputer | "_" My Dacuments | @ Documentl - Microsoft ... | @ Mortheastern llinois Unw...l @

Time and date are found on the right-hand side of the Taskbar and can be changed by double clicking on
the numbers that display the time.



Start Menu

The Start Menu contains shortcuts to the most commonly used programs that are found on &/ Startl

your computer.

Clicking Start -> Programs -> Accessories -> Calculator will launch the calculator program
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If you know the name of the program you want to open, go to Start ->

Run and type in the program’s name.
open the calculator program, go to Start
calc. Click the OK button.

= Type the name of a program, folder, document, or
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-> Run and type in the name
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Explorer

Go to Start -> Run and type Explorer. Click the OK button. (You can also E;T;E
right-click on the Start Menu Button and select Explore All Users.) This will cearch,. .
allow you to create and maintain shortcuts in the Start Menu and other folders Find using GQuickFinder
on the computer. (University machines will not allow you to create shortcuts in Properties
the Start Menu.)
Cpen &ll Users
Explore All Users

Minimize/Maximize/Restore/Close
Every window in the XP operating system will have a series of buttons on the top right corner of the Title
Bar.

x| Close ol Maximize

=l Minimize B8]  Restore Window

File Management (Exercise)
Objective/Goal: Basic file creation and maintenance by performing various tasks on the computer.

New File
Go to Start -> Run and type Explorer. Click the OK button. In the Explorer Window, select File ->
New -> Microsoft Word Document

% My Documents
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[,
Name it temp.doc and click the OK button. Ei



Open File
Open the file you just created by double-clicking on it. You can also open the file from the Menu Bar by
selecting File -> Open.

With the new file open, enter your name in the open area of the Microsoft Word document.

Save (As)
File | Edit Miew Insert  Format  Tools  Tahble
[ Mew... Chrl4M
'[E-’; open. .. Chrl+0
] Close
Select File -> Save As _
Save Ctrl+5
| Save As... |
I~
|42y Save as Web Page... I"E
B Search...
Saveas 21 x|
Save in: IB My Documents j - o W O i ~ Togls -
dMy Music
Q:'v' .ﬁMy Pictures
History B temp.doc
Enter your name as the File @
name:.
My Documents
@
Click on the down arrow D
where it says to Save as type:.
[ * ]
Fawvorites
Select to save the file as Rich gé
* .__.I..i'_ Fil H -
Text Format (*rtf). e AR o Vo [ save |
Places Save as Bypet word Document - Cancel L
‘iord Document - —
Web Page [l

web Page, Filtered
‘Weh frchive
|\Document Template

Click Save and close the file.

NOTE: By saving the text file as the Rich Text Format, you are able to open this file on any type of
computer and work on it even if they do not have the Microsoft Word software installed on the machine.
Furthermore, saving it this way allowed you to make a backup copy of the file that was created. Making
backup copies of files is one of the best practices a computer user can do. Remember to make regular
backup copies of your important files and keep the backups in a safe place.
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Copy

Another way to make a backup copy of your files would be to:

Locate the file you want to copy in My Computer or Windows Explorer.
Select the file you want to copy by clicking once on the file.

Select Edit from the Tool Bar and click on Copy.

Select Edit from the Tool Bar and click Paste.

You now have a copy of the file you selected.

You can also right-click on the file you want to copy and left-click on the Copy command. Now move to
an empty area of the window you are currently in and right-click that spot. Select Paste.

View b

E] ™ temp.doc
Microsoft Word O Arrange Icons By »
11 KE Refresh
Paﬁ Shorkouk

Undo Rename Chrl+2

e k

Properties

Unzip

NOTE: A zipped file is a compressed file that was created by a program to save disk space. Windows XP
has an automatic unzipping utility that will allow you to open zipped files on disk. Place the floppy disk
that was loaned to you at the beginning of the workshop in the floppy disk drive. In the Explorer Window,
select My Computer and click on 3%z Floppy A: drive. Double click on the file text_zip.zip.

You can drag-n-drop this file to the My Documents folder. Move the mouse pointer over the file, left-
click once on the file and while holding your finger down, drag the mouse over so the pointer will be on
top of the My Documents folder and let go of the file by taking your finger off of the mouse.

Print
File Edit Faormat ‘iew H
= Chrl+1
. . . Qper, ., Chrl+0
Open the new file and select Print from the File Menu. Save Chrh+S
Save As,.,
Page Setup...
Zkrl+P
E:it
Close the file.

NOTE: Each computer lab on campus will have a different Print Dialog box. Press the OK button and a
lab assistant will be available to help you with your print out.
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Delete

Open

Prink
Edit

= My Documents

Edit with Yisual Studio

File Edit Wiew Favorites Tools  Help

/-__j Search i
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Confirm File Delete

j Are you sure yol wank ko send “your name' to the Recycle Bin?
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Yes Mo

Recycle Bin

—:;’JII

Recyile Bin

Locate the Recycle Bin icon on the Desktop.

Click the Ye

s button.

File ~ Edit

Restore

'ﬂ Recycle Bin

View

Favarites

Tools

Help

Find the file you just deleted and select it by
clicking on it once. From the Menu Bar,

. Delete
Select File -> Restore

Fename

Propetties

Create Sharkouk

¥

f'jSE

arch |
-

Folders

T

b

Close

|z Bin

B Feskore I:F|i5 =T

WO Marme
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The file will have been restored to the directory it was deleted from. If you do not remember which
directory the file was in when it was deleted, you can search for it by using the Search Feature.

NOTE: University machines will not restore a file after the machine has been restarted.

Search

@ Corel WordPerfect Suite & »
@ Mew OFffice Docurnent

Ca Cpen COffice Docurment

(i Set Program Access and Defaults

To search for the file that was just

. IF# Programs 3
restored, Click the Start Menu button, )
. |4 Documents 3
and select Search ->For File or Folders _
l:} Setkings +
| B For Files or Falders. ..
) Help and Suppork IQ On the Internet., ..
=1 Run... using QuickFinder. ..
@ Shuk Do, ., A For Internet Audiofvideo. ..
' start | Desktop @' For People...

Search by any or all of
the criteria below.

&l or part of the file name:

I Waur name

A word or phrase in the file:

| There are various ways to search for files and folders. You are able to
search by file name or words found in the file you are looking for.

Look in: You can search specific areas of your hard drive or for files that were
| < Local Hard Drives (C:) 7 | created or modified on a certain date. Test some different ways of
When was it modified? b searching to see which one works best for you.
What size is it? 4
More advanced [ 2
options

Back. Search
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Search Companion X | _Mame | In Falder
E’J wour name My Documents

There was one file found.
Is it what you wanted?

‘es, finished searching

Yes, but make Fukure
searches Faster

Mo, refine this search
and...

Egangedﬁle nams or Double-click on the icon to open it
ywords

Look in more locations

hange whether hidden
and system Files are
included

I) Skart a new search

@ Programs L4 I
‘, Documents b h'_J My Documents
[}' Setkings k ,ﬂ My Pictures
Also, the most recent files that were opened will . search .
be found in Start Menu -> Documents E) temp
r_;_] YO name

) Help and Support
= Run...

(2] shut Down...

|4 start
Help

L@ Programs »

I_.E.’i Documents .
The Help and Support Center can be a vital = e b
source of information. Click the Start Menu and 2o 3=areh i >
select Help and Support. @ Help and Support

= Run..,

[@) shut Down...

|4 /start
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@ Help and Support Center
J Back - J - —b
L |&3

Set search options

Pick a Help topic

What's new in Windows XP
Music, video, games, and photos
Windows basics

Metworking and the Web
Working remotely
» Security and administration

Customizing your computer
Accessibility

Printing and faxing

Performance and maintenance
Hardware

Fixing a problem

Send your feedback to Microsoft

o
C;I_l

=10l x|

-. A \
g_j Index ‘-"/'\'/ Favorites {:}Histor[ ‘ Suppork ﬂ Options

@ Help and Support Center

windows %P Professional

Ask for assistance
Inwite a Friend to connect ko vour computer with Remote Assistance

et support, or find information in Windows XP newsgroups

Pick a task

Keep your computer up-to-date with Windows Update
Find compatible hardware and software for Windows XP
Undo changes to your compuker with System Restore

Use Tools to view your computer information and diagnose problems

Did ‘_VOI.I kl‘l OW? Updated: Saturday, Cctober 19, 2002

Howe ko Obtain the Latest Windows XP Service Pack

How to Determine IF Hardware or Software Is Compatible with Windows xp
Information About Hardware Device Drivers for Windows 2P

How ko Set Up a Direct Cable Connection in Windows %P

Support WebCasts

You can type in a word or phrase to search for or select topics that might be useful. Try typing the word

Restore.

Antivirus

Locate the Norton Anti-Virus icon 22 on the right-hand side of the Task Bar and double-click it.

3 Symantec AntiVirus Corporate Edition

File Edit Yiew Scan Configure Histories Help k

= @ Symantec Ankivirus Corporate Edition
£ &) View Scan a Floppy Disk
= @ Scan ppy

=] [’V _J My Computer

E Scan a Floppy Disk
=

= Scan Computer
+- (5] Configure
+-ffJ Histaries
+ Startup Scans
+ Custom Scans
+-[19] scheduled Scans
+ e Look For Help

31 Floppy (4:)

floppy drive.

Floppy Disk.

M Press the button.

Help | Scan |
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Insert the disk we loaned you into the
Select the option of
Scan -> Scan a Floppy Disk. There
should be a checkmark next to the



#* Scan a Floppy Disk started on 01/14/03 09:39:39 =3
= L4

Lompleted The scan will complete and tell you
whether or not there is a virus on the disk.
If a virus is found, follow the on screen
instructions to disinfect. You may also
contact one of our student lab assistants for
help. When scanning is complete, close the
open window and EXxit the program.

Date Filename Wirus Marne | ]

< |

|

Files zcanned: 0 Viruzes found: 0 Elapzed time: 00:09

< END OF EXERCISE >

Log Off/Shutdown/Restart

To restart your computer or turn your computer off, click the Start Menu Button and select Shut Down ...

) Help and Support
=7 Run...

Shuk Do,

You will now have the option to log off the computer, turn your computer off or restart the computer.
Select what you want to do and click the OK button.

Shut Down Windows x|

Ends your session and shuts down Windows so that
wou can safely burn of F power,

Ik I Zancel Help

Alternatively, pressing CTRL-ALT-DEL (hold down the Ctrl key, the Alt key, and the Delete key on the
keyboard) simultaneously will bring up these options also.
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MetWare Security

Novell Client
for Windows*

Metware Login Infarmation

Tech iz logged inko MDS Tree MEIL_Tree
az CHM=Tech.0U=AcadComp. 0=MEIL

Login Date: 11442003 10:47:25 Ak

Windows Login Information

Adrminigtrator iz logged into DELL7000

|Jze the Tazk List to close an application that iz not rezponding.

Shutdown...

...... D Ck ﬂurkstahﬂ ....... | LDgDut_ ) |

Pz -rN Novell.

Change Passward... | Taszk List... | Cancel

17

Pressing the Logout button will prompt you if
you want to end your Windows session. This
will close down all programs you had open and
will make the computer available for a new
user.

Pressing the Shutdown button will ask if you
want to turn off or restart the system. If you
restart the system, the computer will refresh all
settings and computer memory will be restored
for a new user.
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Conclusion of Document

Student Client Support hopes that this document has been of use to you in familiarizing yourself with the
Windows XP Operating System. Please direct any comments you have concerning our workshops or this
document to Student Client Support in B-107, extension 4390.

Information Resources

Information regarding student workshops, documentation, email accounts, and lab locations is available at
our website http://www.neiu.edu/~scs.

Document Created by:

Student Client Support
Academic Computing, NEIU
B-107
Web: www.neiu.edu/~scs

Email: scs@neiu.edu
Phone: 773-442-4390
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