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WINDOWSNT

Wheat is Windows NT?

The Desktop

TheMouse

The Start button and Taskbar
Parts of awindow

Using Windows menus
Using the keyboard

Using adidog box

Shutting down your computer
My Computer

My Briefcase

Documents menu

-
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WHAT ISWINDOWS NT?

Windows NT isa Graphicd User Interface (GUI) dlowing you to issue commands with
amouse and manage your gpplicaions and files easly and efficiently

Windows NT will dlow you to work with dl of today’s Office products in a multi
tasking environment. It is an operaing sysem tha meets the needs of the modern
office.

STANDARDISATION

One of the mgjor benefits with usng Windows NT is the slandardisation across the
goplications. Many of the commands usad (e.g. opening and saving files, printing and
closing documents) are the same throughout Windows NT agpplications, therefore once
you know how to save afile in one gpplication you can save afilein dl Windows NT
goplications.

MULTI TASKING

Another mgor benefit of Windows NT isthat it alows you to run and work in more than
one gpplication a atime. When using multiple gpplications, the Windows can be resized
to smultaneoudy view the information in both applications.

ACCESSORIES

Windows NT comeswith a calculator, adrawing package called Paint and abasic word
processor called WordPead.

DATA EXCHANGE

In Windows NT cita can easly be exchanged between gpplications. This means that
informeation from a spreadsheet can be incorporated into a report crested in your word
processing package. In many Stuations deta can be linked between gpplications ensuring
that any amendments made to the origind datawill aso be made to the datain the linked
aoplication.

P
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WORKING IN WINDOWS NT

When working in Windows NT your main work areaisthe Desktop. You can move
items around on the Desktop, add new onesto it and remove those you do not need.

When you gart an goplication it runsin an gpplication window on theDesktop. You can
reduce any open gpplication window to the Taskbar freeing space on your Desktop
without dlasing the application.

When using multiple gpplications, the windows containing the gpplications (i.e. word
processor or spreadsheet) can be re-szed to dlow you to Smultaneoudy view the
information held in the different applications.
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THE DESKTOP

When you gtart Windows NT you are presented with the Desktop. The Desktop holds
avaiety of iconssuchasMy Computer, theRecycle Bin andthe Sart Button.
These give you access to your gpplications and files.

Note: You can customise the Desktop by adding shortcuts to your most frequently
used programs, documents, and printersto allow you fast and easy access to them.

Thisis covered later in this manual.

#start| B0V 11:174M
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THE MOUSE

ST | The mouseis akey component when using Windows
- “ Itisapointing device which you use to issue
| commands Mice have arubber coated ball on their

\\\_/ | underside which senses your hand movements across

the desk and replicates them on the screen by moving
asymbol called the Mouse Pointer. The Mice have
two buttons which are usad to issue ingtructions to the computer.

LEFT BUTTON\RIGHT BUTTON

Both the left and right mouse buttons are used to issue commands in Windows NT.
Theright button being used to issue specid commands or to access short cut menus

CLICK

Clicking the mouse means tapping the revant mouse button once. Clicking is
generdly used to position the cursor or sdlect asingleitem.

DOUBLE CLICKING

Double-dicking involves tapping the rdevant mouse button twice in quick
succession. Thisisatimed action and can be adjusted to suit individua needs.
Double-clicking is usudly used to issue a command such as opening an icon on the
Desktop.

DRAGGING

Windows gpplicationswork on whet is called a“ select and issue’ basisi.e. if you
want to underline text you must first drag over the text to sdlect it and then issue the
command to underline. To sdect data using the mouse:

1 Position the mouse pointer in front of the text\item you want to select

2. Click the rlevant mouse button and keeping it pressed in drag the mouse
pointer to the end of the required text or item and rel ease the mouse button

-,
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MOUSE SHAPES

The position of the mouse within Windows will determine its appearance. The shepe
will indicate the commands that are relevant within that area of Windows.

M ouse
shape

Screen Location

M ouse Action

3

In the Menu and Scroll Bars

Used to point, select and issue
commands

:I: Withintext Click to place the insartion point
where you want to sart editing

On window borders Drag to sze the window verticaly or
I horizontdly.
R On the corner of awindows Drag to size the window diagondly
@ In various pogtions within a Unavalable

windows depending upon the

goplication

Near centre of screen when
you press Shift+F1 for help

Choose the command or click the
area of the screen you want help on

Any area of the screen

Busy

Any area of the screen

Working in the background

o,
1) >
(" el
e &
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THE START BUTTON AND TASKBAR

The Start Button gppears a the bottom of your screen, though its position can be
changed, and it is used to access dl gpplications and programsin Windows NT.

1 Click on theStart button

2. Click on the required menu option

Hint - To access sub-menus point at the relevant menu option and click. The menus
are” Sticky” and will stay on the screen once clicked allowing easier access to sub-

menus. To clear the Start menu click away into the Desktop or press <Esc>.

OPENING APPLICATIONS
1 Click on theStart button

2. Select Programs and then the rdevant gpplication typei.e. Micr osoft Office
or LotusApplications

Accessones
F-PROT Professional
Lotuz Applications

Settings Microsoft Office
Startllp
Wirip

Programs

W Documents

Find

Help #E 15005 Prompt
@ YWindows Explorer

RBun...

Eject PC

Shut Do,

4 Sdect the desired gpplication

Note: The open application appears on the Taskbar

‘-'1'_1"'.;_
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SWITCHING BETWEEN APPLICATIONS
1. Click the gpplication required on the Taskbar

For Help, press F1 Document - WnrdF'ad| i

A start| Huntitied - Paint_||~¥Document - ..

=

CLOSING APPLICATIONSUSING THE TASKBAR
1 Click with the right mouse button onto the gpplication on the Taskbar

2. From the menu sdlect Close

MOVING THE TASKBAR AND STARTBUTTON
1 Position the mouse pointer in an unoccupied area of the Taskbar

2. Click and drag to the required position

Note: You will only see where you are dragging the Taskbar to when it reaches the
top, bottom or sides of the Desktop.
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PARTS OF A WINDOW

Most windows have certain dementsin common, such as atitle bar and amenu bar. Not

al windows, however, have every eement.

System Button Title

Minimise\Restore\Close

4 Microsoft Word - Document3

@Eugu)q_liew Inzert Format Tool:  Table Window  Help

= - TSR e E N S E
MenuBa/M ERER EEEED EEEE

|Nurmal ;ll |Times New Roman Lll |1l] jl | B I .!I QI
3 0 0 0 0 0 0

EE'1'2'

|

=IE]E

-

»

i Start | T Microsaft word - Dncumenti‘i

| Page 1 Sec 1 141 [ 1" Ln 1 Cal1 [10:16 AW [REC [MRE [ExT [DWR  [wPH

W 1016aM

f{ \‘ RHD NETWORK CERTIFICATION
\% }‘,-* MODULE 1—- WINDOWS NT



Module 1= Windows NT/98/95 Page 10 of 37

SYSTEM BUTTONS

Double-dicking on awindow’s System Button will close that window, first prompting
you to save any datain the window that has not been saved.

A7 Micresoff Word - Partl

B File  Edit Wiew Inser
D E| Slalv]

INn:-rmaIIndent j ITimes MHe

The System Button for Word

E The System Buitton for a Word document

Note: Adifferent icon appears for each application

TITLE BAR

TheTitle Bar showsthe name of the gpplication or document. If more than one window
is open the title bar in the one in which you are working is blue unless you have changed
the colour scheme from the default and then it will reflect your chosen colour scheme.

MAXIMISE, MINIMISE, RESTORE AND CLOSE

The Minimise button reduces the program to the Taskbar

The M aximise button will maximise the window to fill the Desktop

The Restor e button replaces the Maximise button after you enlarge awindow.
TheRestore button will reduce the window in Sizeto its previous Sze.

X B = E

The Close button will dosethe gpplication
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MENU BAR

TheMenu Bar ligs the available menus from which you can choose commands.

SCROLL BARS

The Scroll Bar s enable you to move through a document or alist when the entire
document or list does not fit in the window or the dlotted space. Click the Scroll Arrows
with the mouse to move through the document or ligt, oneline a atime or hold down the
left mouse to move fagter. Y ou can dso drag the scrall box in the Scroll Bar to the
position you want.

<« | >

WINDOWS BORDER

TheWindow Bor deristhe outsde edge of awindow. Y ou can change the window sze
by lengthening or shortening the border on each Sde of awindow.

Moving the Window Cor ner shortens or lengthens two adjoining Sdes of awindow
border a the sametime.

-,
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USING WINDOWS MENUS

If you select one of the choices on the Menu Bar of awindow it will access a pull-down
menu.

1 Point to the desired command in the M enu Bar and dick
or

1 Press <AL T> on the keyboard and the gppropriate command's |etter
(underlined)

2. Point to the desired option in the sub-menu and dick
2. Typethe letter that is underlined in the item name

2. Move the cursor to the option and press <Enter >

-,
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USING MENUS

Dimmed: the option cannot be used a the
current time.

=l [t LY T

Farmat

... fllowing an option: indicates you will
be asked for further informetion.

v to theleft of the option, the optionisin
effect, when you choose the command
again, the command is no longer in effect.

A key combingtion to theright of a
command shows the shortcut keys.

Format

»to theright of an option: when you
choose this command, another menu (a
cascading menu) appears.

; 3 A\ RHD NETWORK CERTIFICATION
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USING THE KEYBOARD

If the mouse on the computer is disabled or you are an experienced keyboard user
then you can use the keyboard instead of the mouse for many common tasks. Bdow is
atable of the keyboard operationsthat can be carried ot.

Keystopresson | Tasks performed when keysare pressed
thekeyboard

CTRL+ESC Opens the Start menu

ALT+ underlined Equivdent to clicking on the item on amenu or didog box
|etter

ALT+ESC or Switches between running programs
ALT+TAB
ALT+F4 Closes aprogram

BACKSPACE In Explorer, goes up one levd in the hierarchy

P
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USING A DIALOG BOX

Windows displays adiaog box when it needs additiond informaion. Mogt didog boxes
contain options you can sdect. After you specify options you choose a command button
to carry out an indruction.

MOVING WITHIN A DIAL OG BOX

Click the option you want or press Tab to move clockwise or Shift+Tab to move
anticlockwise through the options

Page Numbers Ei

Position: Preview

‘Top of page (Header)

Alignment:

]
| H || =] |z

v show number on first page

(0] I Cancel I Format. . _i

Tip: If the option, box, or button hasan underlined letter inits name, you can choose
that item by pressing the ALT key on the keyboard and typing the underlined letter.

COMMAND BUTTONS

Command buttons initiate an ingruction. OK, Cancel and Help are common command
buttons

OPTION BUTTONS

Option Buttons are mutudly exclusive options. Y ou can select only one option a atime.

If you dready have one option sdected, your current sdlection replaces it. The sdlected
option button contains a black dot.

= Change Case

(! Sentence case. | 0K | Command
D !D“‘EICESE / Buttu‘s
ance

——— | O/ UPPERCASE

_Cancel |
C Title Caze

) WOGGLE cASE

Option Buttons
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TEXT BOXES

Information istyped into atext box. When you move to an empty text box, an insertion
point (flashing vertica bar) gopears. The text you type darts a that insertion point.

LIST BOXES

A List Box dsplaysalig of choices. If there are more choices than can be displayed in
the box Scrall Bars are provided S0 you can move quickly through the lit.

DROP-DOWN LIST BOXES

A Drop-Down List Box appears as arectangular box containing the current selection.
When you sdect the down arrow in the square box at the right, alist of available choices
appears. If there are more items than can fit in the box Scroll Bars appear.

CHECK BOXES

A check box means you can sdect or clear an option. You can sdect as many check-box
options as needed. When a check box is selected it contains an X.

Print l'

~Printer

blarne: 56 HP Laserlet 1100 [ Eroperties |
A{ &6 DESKIET 11200 |
Drop DownList Box — Tore: ‘¥ HP LaserJet 1100
Wiers [ Prirk: ko File
Camment;

~Page range—

= all TIOmOer o COpiEs: |1 E‘

Text Box \ - Current page {7 Salackion

. m[‘ 1 q v Callate
List Box H 1 &
Enter page numbers and/or page ranges

separated by commas. For example, 1,3,5-12

Print wahat: acument _ﬂ Prink: i.ﬁ.ll pages in rdnge _:‘
Qptions. .. | (] Cance| |

Check box/

Y
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CLOSING A DIALOG BOX

When you choose a command button the dialog box doses and the command is carried
out. You can aso cdose the didog box to cancel acommand.

SHUTTING DOWN YOUR COMPUTER

Before closing down yvou should make sure you have closed all other open
documents/windows fir st.

1 Click theStart button and choose Shut Down

Shut Down Windows Ed |

@ Are pou sure you wank tbo:

% Shut down the computer

" Restart the computer?
™ Restart the computer in M5-D05 mode?

" Cloge all programs and log on a3 a different uzer?

ez Mo Help

Click Y es and after Windows NT tdlsyou it is safe, turn off your computer

ITISVERY IMPORTANT IN WINDOWS NT TO SHUT YOUR COMPUTER
DOWN IN THISWAY. IF THE PCISNOT SHUT DOWN CORRECTLY THE
PC MAY BE DAMAGED AND FILESARE CORRUPTED.

(i
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CLOSING DOWN NON RESPONDING APPLICATIONS

If you press <Ctrl>, <Alt> and <D el> Windows NT will present you with the
Windows NT Security Options. If for some reason an application has stopped
responding press“ Task Manager” bring up the following didog box.

E'. Windows NT Taszk Manager Hi=] E3
File DOptionz Yiew Windows Help

Applications l F'ru:u:esses! F'erfu:urmanu:el

Tazk Statuz I
T Microsoit Word - thdmodule] a.doc [Previes] Mot Responding
(=] Rurning
@ E=plaring - 3% Floppy [4:) Running
@ E=ploring - My Media Running
@ untitled - Paint Running

Erel Task | SwitchTa | Mew Task..

iF'ru:u:esses: 28 |CPU Usage: 0% |Mem Usage: 951 36K / 51 900K, o

If aprogram has stopped responding, the caption “Not Responding” will appear next
to the program name. To manudly end the program click the mouse on the name, and
pressthe“End Task” button. Thiswill force the program to close and free the

sysem up.

Although programs may experience errors, Windows NT itsdf will never stop
responding. Non responding programs should dways be terminated in this way,
removing the need to re-boot or turn off the computer.

-,
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EXERCISE 1

USING THE COMMON ELEMENTS OF THE WINDOWS
NT SCREEN

This exercise will introduce you to the common eements of the Windows NT sareen.

1 From the Start button select Programs

2. Select Microsoft Word

Repeat steps 1 and select Microsoft Excel

Make Word the ective gpplication by dicking it on the Taskbar

o ~ W

Type the following text

Expenses Guiddines!

6. Minimisethe Word to the Taskbar

7. Bring the document back up by dicking onto it on the Taskbar
8. Restor e itdowninsze

0. Move to the window corner and make the window smaler

10. M aximise the window

n From the File menu select Save

12 Click Save

Note: It will name the file Expenses Guidelines.doc we will name our fileslater in the
course

13 Click into the text Expenses

14. From the For mat menu sdect Change Case

15 Select Upper case andthen OK

16. Close Word using the System Button saving the changes as you go

17. Clos= Excdl using the Close Button

b .,
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ACCESSORIES

Cdculator

Paint

PRy
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CALCULATOR

Cdculator includes both a standard and a scientific caculator. When you start Caculator
for the fird time, the standard caculator appears.

1 From the Start button select Programs

2. Select Accessor i es and then Calculator

=t Calculator !EE
Edit “iew Help

| 0.

I_ Backl CE | C

MC 7| 8| 9| 7 |sqn

MR 4 h ] * %

M5 1 2 3 = 1/«

M+ 0 +- . + =

3 Enter in your cdculation by ether dicking the calculator buttons with your
mouse or press the desired numbers and symbols on the keyboard

MATHEMATICAL SYMBOLS

4, The computer uses different Mathematical Symbols to those that you are
probably useto. Thisisnot only in the calculator but al spreadshects such as
Excdl.

Argument Computer

Symbol
Add +
Subtract -
Times *
Divide /

-,
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PAINT

Using Paint you can create smple or eaborate, black-and-white or colour drawings.
After you have created a drawing, you can print it or useit in another document (see
Object Linking and Embedding).

Y ou usethetoolsin the Paint to creste and change drawings.

Thefollowing list provides abrief description of each tool'sfunction.

FreeForm Select ey Select

Eraser/Colour Eraser Hill with Colour
Pick Colour Magnifier

Pencil Brush

Airbrush Text

Line Curve

Rectangle Polygon

Bllipse Rounded Rectangle

/:,:.-'.'1-_:"_:?
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Tool Effect

FreeForm Select To select anirregularly shaped area click the FreeForm Select
tool and then drag the cursor around the area

Select To sdlect arectangular area click the Select tool and then drag
the cursor diagondly acrossthe area

Eraser Erases a picture using the selected Eraser shape

Fll with Colour Fills a shape with the sdected colour

Pick Colour Picks up a colour from the picture for drawing

Magnifier Changes the magnification

Line Drawsaline one pixd wide

Brush Draws with a brush using the sdected size and colour

Airbrush Draws usng an airbrush of the sekcted Sze

Text Inserts text into the picture

Line Draws a gtraight line with the sdlected width

Curve Draws a curve with the selected width

Rectangle Draws a rectangle with the selected line width

Polygon Draws a Polygon with the selected fill

Hlipse Draws an Ellipse with the selected fill

Rounded Rectangle  Draws arounded rectangle with the sdected fill

-,
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COPY/CUT/PASTE
The Clipboard Viewer
Copying
Cutting
Pasting

-
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THE CLIPBOARD VIEWER

Copy, Cut and Pagte is a function that can be gpplied within asingle document, between
two different documents within the same gpplication, or between separate documents
within different gpplications. Whenever information is copied or moved it is
autometicaly stored on the Clipboard. It will remain on the clipboard until the Paste
command has been sdlected or until you switch off your computer.

COPY

1 Sdect the information to be copied

2. From the Edit menu sdlect Copy

or

e |
2. Click the Copy button.

CUT
1 Sdlect the information to be moved
2. From the Edit menu sdect Cut

or

2. Click theCut button E

PASTE

Once a Copy or a Cut command has been issued, the Clipboard Viewer will hold a copy
of the data. To transfer the data to its new location the Paste command is used.

1 Move the insartion point to where the information is to be placed
2. From the Edit menu select Paste

or

2. Click thePaste buttonlEI

-,

P
[’ "\ RHD NETWORK CERTIFICATION
\ A MODULE 1— WINDOWS NT



Module 1 Windows NT/98/95 Page 26 of 37

WINDOWS EXPLORER

Whét is the Windows Explorer?
Creeting a new folder

Copying afile or folder

Déeting afile or folder

Formatting a disk

-,
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WHAT ISTHE WINDOWS EXPLORER?

The Windows Explorer is a powerful tool that helps you organise your filesand
Folders and see what files you have stored where. The Windows Explorer dlows you
to build or change your Folder structure and dlows you to move files around within
this Structure.

EX Exploring - Start Menu
Fil= Edit Yiew Toolz Help

IE Start Menu =l ?El"l é%llﬁl il Xll Egln.':'lﬁf
|.-’-‘«II Folders | Contents of "Start Menu'

G- 3% Floppy [4:) =] | Mame | Size | Tupe | Modified |
== [C) F'rngramsj File Folder 1213496 12:31 P
& 63 Lotapps
M- Meoffice
#-{_7 Program Files
{7 window 95 developi
200 Windows
-3 Cemail
-{_7] Command
{3 Config
{21 Cursors
{0 Forts |
D Help
=7 Lotusapp
-1 Media
=-C0 Msapps
-{7 SendTo
=3 Start Menu
-- Programs

-0 Swstem -
s T
« | _>IJ

|1 object(s) |0 bytes (Disk free space; GE4ME]
| Staltl untitled - Paint | gMicmsoﬂ Word - W’INSE...“@ Exploring - Start Me___ |ﬁ§$v 1:02 P

Hint: Ensure you are viewing the Explorer Toolbar. From the View menu select
Toolbar.
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ACCESSING WINDOWSEXPLORER

1 Click on Start

2. From Programs select Windows Explorer
or

1 Right click the Start Button

2. Sdect Explore

ACCESSING NETWORK DRIVES

1 Sdlect the drop down arrow next to Go To Different Folder
File Edit “iew Toolz Help

I £5] Start Menu j
Al Folde 5o to a different folder

2. From thelist sdlect the desired drive

1 Scroll down the left hand side of the Window until you can see the required
drive and double-dlick the driveicon

-2 Sys on Neties [F)
COLLAPSING AND EXPANDING FOL DERS

+ symbols represent the fact that Sub Folders are available {;I Excel

- representing that dl Sub Folders are displayed

1 Click the + or - Sgnsto expand or collapse the
view

Note: Expanding the Folders does not open the Folder itself.

-,
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OPENING FOLDERS

--,I|:|[|:|

i

L Clicktheyalow Foider once ="

MOVING UP A LEVEL

To move up the Folders structure aleve or branch a atime there is a button on the
Toolbar to hep you. The Up One Levd button.

1 Click theUp One L evel button

or
L Press <Back space>
EX Exploring - Wordcht
File Edit ‘iew Toolz Help
|53 wordch = B el #(m@] o] x|
|.&II Folders | Cantents of “fordcht’
ER== =] | Hame | Sizs | Type | Modiied | =
-] Latapps %] Chinorm 42KE  Microsoft Word 6.0 4/5/94 12:00 &M
=0 Msoffice Mousenny. dex 25KE  DEX File 4/5/94 12:00 &M
[ Access ] Mew_lils 1KE  MicrozoftwWord B0 ... 4/5/94 1200 &M
' ‘@ Memaderno 14KB  Microsoft Word 6.0 ... 4/5/34 1200 &AM
‘@ M 34KB  MicrosoftWord 6.0 ... 4/5/34 1200 &M
@ hews2 38KE  Microzoft Word 6.0 .. 4/5/34 12:00 AM
Pauge.dex 15KB  DEX File 4/5/34 12:00 AM
Preview les 155KE  LES File 4/5/34 12:00 AM
‘@ Samplel Z2EKE  Microsoft wWord 6.0 ... 4/5/34 1200 &M
: ‘@ Sample10 12KB  Microsoft Word 6.0 ... 4/5/34 12200 &M
-2 memas ‘@ Samnple11 13KB  Microsoft Word 6.0 . 4/5/34 12:00 AM
{27 Startup @ Samplel2 10KE  Microsoft Word 6.0 .. 4/5/34 12:00 AM
D Template @ Sample2 kB Microsoft Word 6.0 ... 4/5/94 1200 AM s
¥ -ht @ Sample3 11KE  Microgoft Word 6.0 .. 4/5/34 12:00 AM
-2 Program Files ‘@ Sampled TR Microsoftwiord 6.0 . 4/5/94 1200 AM
{27 window 95 developi ‘@ Sanpleh 29¢B  Microsoft Ward 6.0 ... 4/5/94 12:00 AM
=0 Windows ] S amplef 26KB  Microsoftwiord 6.0 . 4/5/94 12:00 &M
' D Cemail - @ Sampler 12kB Microsoft Word 60 . 4/5/34 12:00 A
.| SRS _.|J ] Sample KB Microsoft Word 6.0 .. 4/5/34 12:00 AM =
|28 object(z] [plus 2 hidden) |1.29ME [Disk free space: B57ME]
g Start| &1 untitled - Paint | FEMicrosoft word - winss..| [ Exploring - Wordebt | S 1:30PM

or

L

:/ ot v .__?:\I
|
\: - *;_.

Press Back space
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CREATING A NEW FOLDER
1 Sdect the Folder or Drive off of which you wish to cregte the Folder

2. From theFile menu sdlect New

3. Sdect Folder

4, Typein the folder name and press <Enter>

Note: Windows NT will allow you to save Folders using up to 255 characters
including spacesand caseinstructions. BUT when opening fromthe Foldersinside an

application it will only display the first 6 characters and then ~1.

RENAMING A FOLDER
1 Single dick onto the Folder to sdlect it

2. Click into the name of the Folder so a border gppears around it A
3. Type anew name

4, Press <Enter>

(i
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TOMOVE A FILE OR FOLDER
1 Select thefileg(9 or Folder(s) you want to move

2. Click and Drag to the desired Folder

1 Sdect the file(s) or Folder(s) you want to move
2. Click theCut button

3. Sdect the detination Folder and dlick Paste

TO COPY AFILEORFOLDER
1 Sdlect the filg(s) or Folder(s) you want to copy

2. Hold the <Cntl> key down and click and drag to the desired Folder ensuring
you let the mouse go first

1 Sdect thefileg(s) or Folder(s) you want to copy
2. Click the Copy button

3 Sdect the dettination Folder and dlick Paste

-,
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DELETING A FOLDER ORFILE

1 Sdect the file or folder you want to delete

2. Click the Del et e button El

2. Pressthe <D el> key on the keyboard

3 Click Y es to confirm

Confirm Folder Delete ]

Are pou zure pou want to remove the folder ‘test' and move all its
contents to the Recycle Bin?

-,
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EXERCISE 2

CREATING A NEW FOLDER

On completion of this exercise you will be able to access the Windows Explorer and
cregte anew folder.

1 From the Start button select Programs and Windows Explor er
2. Maximise the window

3. Move to the FA drive

4. Scroll down to the Winwor d folder and select it

5. From the File menu select New and sdlect Folder

6. Type Memos as the Folder name

7. Press <Enter>

i,
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MANAGING FILESAND FOLDERS

Using the Find File option
Creeting and using Shortcuts
Macing an Object on the Start menu

Removing an Object from the Start menu

-,
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USING THE FIND FILE OPTION

1. Click the Start button and sdlect Find

2. Select Filesor Folders

N Find: All Files
Eile Edit Wiew Options Help

Marne & Location | [rate Modified I Advanced I

Fitid M ow I
Hamed: || ;I o

Look, ir: ISaty_gahir [T LI Browse... | New Search

¥ Include subfolders

gl

3. Inthe Namedbox typein the file or folder name

Hint - If you do not remember the full file name type as much as you can remember
and it will find all the files whose name includes that text.

4, Select the option I nclude Subfolders
5. Choose the desired drive in the L ook | n box
6. Click the Find Now button

Hint: Windows lists all the files found. To open a file double-click it

Hint - To begin a new search, click the New Search button and select OK to clear the
current search. You can narrow your search by choosing the Date Modified or
Advanced tabs and specifying the appropriate file details.
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EXERCISE 3

FINDING FILES

On completion of this exercise you will be able to use the Find File option

1 Click theStart button and chooseFind

2. Sdlect Files or Folders from the menu

3. Maximise the window

4. In the Named box typein rhd

5. Sdect the option indude Subfolders

6. Choose F\ intheL ook | n box

7. Click theFind Now button

Note Windows lists all the files that have RHD in their titles.
8. Double-dick RHDModule2a to openiit

i,
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CREATING SHORTCUTS FOR PROGRAMS

Shortcuts placed on the D esk t op provide easy access to the documents and programs
you use most often.

1 Double-dickon My Computer

2. Ensure the window is restored

w

Sdlect the desired program file

&

Click and drag onto theDesk top

CREATING SHORTCUTS FOR DOCUMENTS

1 Double-dickon My Computer

2. Ensure the window is restored

3 Sdect the desred file

4. Using theRight mouse Click and Drag onto the Desktop

5. Sdect Create Shortcut

Note: If you Click and Drag a document using the left mouseit will move the file onto
the Desktop. The right mouse ensuresit is still stored in Explorer with additionally a

Shortcut to it on the Desktop.

USING A SHORTCUT
1 Double-dick on the Shortcut

Note: It will automatically open the file the Shortcut was created for. I

Hint - If you delete the Shortcut you do Not delete thefile. I
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THE RHD NETWORK

Wheat does the Network Do?
How is the Network Set Up?
TheF Drive

Logging on to the Network
Saving Files on the Network
Opening Files on the Network

TheMIS System
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WHAT DOES THE NETWORK DO?

The Network connects dl the users of the computers in RHD together, enabling them to
communicete, share files and resources. The Network will serve al computer operations
in RHD including e-mail, printing and the MIS sysem.

By using this network you will be able to work as a team with other gtaff, and obtain
access to a whole range of fadilities and information. By using a network like this it is
possible to save a great ded of time because dl users can look in the same place for the
same things.

Please refer to the network presentation that we have prepared for a visud demongration
of what the network will do. To look at this please dick the icon on your desktop
labelled “The RHD Network”. Y our training officer will demongtrate this to you.

NETWORK USERS

Although every computer on the network has access to the Network, different userswill
have access to different parts depending on what type of work they need to do. When
using the network you will only see the folders and files that you need to work with.

Different people can be given different access to the network. For example, a Director
can look in certain parts o the network where other users cannot.

The network is controlled to make sure dl the userswork in the right place and thet dl
thefiles are organised.

If you get a message saying that you do not have access to any part of the network (see
below), this is because the files there are not necessary for your work.

Exploring - D0gen |

Q F:ihdm is not accessible,

Access iz denied.
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HOW ISTHE NETWORK SET UP?

The network contains many resources for users, the most important being the file server,
cdled RHD 1. Thefile server islike alargefiling cabingt, designed to store dl thework
that is produced on the computers. The good organisation of anetwork has very littleto
do with computers, it is Smply about placing the right filesin the correct places so that
you and other users can find what you are looking for eegly.

The network user anumber of different areasto sore information. On the network you
will come across the following:

Folders — Folders are represented by asmdl icon as shown above. Foldersarelike
very much like the paper folders we use in filing cabinets. A folder iswhere we can

put filesfor storage, or other folders. The most important folders are found higher up
in the order of the network.

There are many folders on the network. These have been sat-up to sore dl the work
that is produced. Make sure when you are using the network to store your work in the
correct folders.

i S

Files — Files are separate pieces of work on the network, and can be of many different
types. For example, atyped piece of work islikdly to be saved as aMicrosoft Word
document. Unlike folders, files on the network have a different appearance depending
on what type of work they relate to. The pictures above show examples of a\Word
Document, Excel Spreadsheet and PowerPoint Presentation. When you begin to use
the network you will eventudly be able to automaticaly recognise files by their

appearance.

When you save in any program you cregte afile. The type of file depends on the
program you are working in. There are many more files than folders on the network.

Files are ored in folders, and storing the correct filesin the correct foldersis
essentid if the network isto be properly managed. If you are not sure whereto put a
file you have made, please ask the network adminigtrator.

Filesand Folders are the only two things you will find on the network. Although files
can be of many different types, they are stored and organised in exactly the same way.
To usethe network wdl dl you must do is learn how folders and fileswork. I you
remember that folders are for storing files, and work just like an dectronic filing
cabinet, it should by easy to organise your work correctly.
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THE F DRIVE

Themainfilesarverin RHD isknown asthe F Drive. TheF Drive containsdl the
datafor dl of the computer users. Every computer user in RHD is connected to the F
Drive.

In order to ensure that the F Drive is used correctly different people will be connected

to different areas of the drive. For example, if you work within GIS, you will be
connected to the GIS directory of the F Drive, as shown below:

Dirivve:

B Exploring - F on 'Brel1* {F:)
File Edit Yiew Tools Help

EErE ~] e ¢ma o X® EEEE
|.-'-‘«|I Folders | Contents of 'F on Ball' [F:)
ﬁ Deskiop || Mame I Size I Type i =
=2 My Computer [ excel File Folder
(-3 3% Floppy (4] [ Hdm File Falder
- Drivec L] [ ManagementSves File: Folder
e Hiyel:h] [ Mechanical File Falder
bl (1 Metshield File Folder
I':I [ NetworkM anagem... File: Folder
: 3 powErpaint File Folder
[ Presentation File Folder
@ ManagementSves |::I Presentations File Folder
{23 Mechanical i r.___] Projects File Folder
(I Metshield [ StandardDocs File: Folder
7] Webwarkid anagement Ej TechhicalSves File: Folder
C] poverpoint D Toals File Folder
-] Presentation (2 wirwsard File Folder =
-1 Presentations [(1Zones File Folder =
E t‘:—:i E'mie?ts _ :_] d B e Ll—‘
|1 B object|z) iD bytes [Dizk free rpace: 9.21GE] 4

When you access the F Drive, alist of folderswill gppear which are relevant to your
work. The example above iswork GIS users. By taking you straight to the correct
place on the network, it will be eesier and quicker for you to save and retrieve work.

The network administrator will make sure that your computer looks at the right place
on the network and thet everything is set-up correctly.

If for any reason you fedl you do not have access to folders or files which you need,
please raise this question with the network administrator who will be able to review
and modify your network access if necessary.

MODULE 2A — THE RHD NETWORK
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EXPLORING THE F DRIVE

When you are connected to the F Drive you may look at al the files and folders thet
aethere. Tolook in aparticular folder, you double dick the mouse on the folder you
wishto look indde. For example, in the GIS folder, if we wished to look a the
contents of the folder Dhaka Zone, we would double the click the folder :

EX Exploring - Dhaka_ZONE
J File Edt “iew Go Favontes Toolz  Help |-
.0 B B B0 X 5| 3.
Back Eamnand Up Cut Copy Paste Undo Delete  Properties Views
| Addess [ F\Dhaka ZONE [
Falders x E] Bang_hgZ i_;i Dhak_bnd &3 Dzonl_hg é] dhaka_cir
@ Desktop s T-| Bang_tad (A Dhak_chr Q Femy_™1 D dhaka_zon. apr
I— | EE] Dha_adb i | Dhak_fry A Fry_loc 3| dhaka_zon_cuzapr
=-E) My Computer
28 3% Flappy (4] 0 Dha_chr [ Dhak_hg [ Lirk_tv2 ﬁ gazipur. apr
= (C) 1 Dha_cib (L0 Dhak_l () Makesh =] Log
EE=TH| |1 Dha_circle [ Dhak_r33 [ Muns_rds nd.dbg
= E) |1 Dha_dib (1 Dhak_rds I MYM.CIRCLE [##] sherpur. apr
=52 Gizon Bhdl' [F)] |_1 Dha_dis A Dhak_riv [ Myr_adh
(0 Aview_Pr 71 Dha_ha (1 Dhak_y 2 Mym_hq
=3 B'&NG—DESH |_1Dha_ra9 [ Dkak_rhe ] byrn_rds
-] Baris ZONE 531 Dha_ids [ Dhak_rty (3 5h_rds
' 1 % gh'“ IZZDDNNEE 23 Db (2 Dhak_tal (2 Sobmjds
£ i = e =
o T |1 Dha_rly [ Dhak_tad :Ej Dhak_rt1
|21 Dha ity (1 Dhak_tst [s#] Dhak_n2
e HP e D (2 Dha_tat (1 Dhk_bil (B chak
-] Khuln_ZONE e Dha s e (B dhak_zon
#1-0 Raish ZONE 71 Dhak_00 (1 Dbmy_dis [ Dhiak_zon
523 HangE_ZDNE |1 Dhak_adhb [ Divisian @ dhaka_cir.apr
- River KN | i3
i58 object(z] |5.8?ME [Dizk free space: 29.5GE) |58 Local intranet i

Asyou can ¢, aligt of further folders and files has now gppeared. Clicking on
another folder will then display the contents afurther level deeper. If you wish to go
back to look at the folders above, dick the button shown here: i

Up
Learning how to look a the network properly isvery important, and I
it is necessary to practice until you are able to move around properly.

BENEFITSOF THE F DRIVE

It isvery important to save your files on the F Drive for a number of reasons. Firdly,
by usng the same drive it is possible for other users to access the same work so
computer users are able to work as ateam. 'Y ou can be confident that work you save
will only be accessed by those who have been given authorisation, and no-one will be
able to access your files unless they have been dlowed by the network adminigtretor.

One of the most important reasons we use an F Drive is to make sure that work is not
logst by mistake. Every day the files and folders on the drive are copied to atgpe

which safeguards againgt lossd any data. If you do not save on the network, your
computer may fall and al your work will belogt. It isvery important to save on the
network to ensurethat data is safe.
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VIRUSES

In acountry such as Bangladesh, where agreat ded of pirated softwareisused and
ISP sarein ther infancy, thereisavery red risk of damage to anetwork ingalation
through viruses. It is essentid that every precaution MUST be taken to prevent
viruses entering the network. The chief dangers come in the form of e-mail and
floppy disks.

Y our computer has various checking software ingtaled, which will look at dl thefiles
on your system and warn you if there are any viruses detected. This softwareis called
NetShield. If you receive any warning from NetShield you must contact your
network administrator immediately. Please make sure that in the right bottom
corner of the screen (call system tray) any or dl the fallowing icons will gopear dl the
times.

UEHEKN &

If you do not see any of these iconsin the system tray or if they look as bdow you
must contact your network administrator immediately.

B&E P

If avirusinfects your computer it can dso infect the entire network, damaging the file
and foldersof ALL users. Y ou must exercise extreme caution in relation to viruses.

If you receive any e-mail that has afile atached, please do not open the file unless
you are 100% sure that the file is from areligble source. E-mail isthe main way

viruses are tranamitted and great care is necessary to stop this happening. Y ou must
aso be very careful with floppy disks, which are another main source of viruses. If

you have any doubts regarding a disk, please ask your network administrator to check
the disk first.

Itistheresponsibility of all usersto keep the network virus free and everybody
hasaroleto play in thisaim.

WHAT TO SAVE ON THE NETWORK

Y ou should save dl files and documents thet are relevant to your work on the
network. Y ou should not save any files of a personal nature.

Please do not save very large files on the network unlessit is essential. If you
have alargefile please dert your network administrator before storing it on the

network. Largefilestha are saved randomly may be deeted if the network

adminigrator cannot determine whom it belongsto.

Please usethe F Driveresponsibly and try to keep all files or ganised.
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LOGGING ONTO THE NETWORK

In order to get access to the network you must log-on using a username and password.
This username and password is given to you persondly and will make sure that you
can access the correct part of the network. A username will be given to you following
your certification as anetwork operator. 'Y ou will be able to decide on any password
you like

When you gtart the computer the system will load, and after a couple of minutes the
NT log-on screen will appear. You must pressCTRL + ALT + DELETE (atthe
same time) to proceed to the log-on didog.

When the didog appears you must now enter a username and password. Thefirgt

time you log-on your password will be smply “password”. Y ou will then be asked to
change your password, confirming the new password twice. You are free to choose

any password you wish. Next time you log-on you must enter this new password.

You must not give your password to any other user. If you forget your password
a any stage you must contact the network administrator you will be able to help you.

Note: When you log on to the network you must type your username and password in
lower case. Make sure that the CAPSLOCK key is hot on when you are typing.

Once the log-on processis complete you the computer will load some files before
displaying your norma desktop. At this point you are free to begin your work. You
will have been connected to the F Drive by the system.

SHUT DOWN

When you have completed your work and wish to close down your computer you
must Shutdown. To do S0 please click onthe Start button, and select Shut Down...

Shut Down Windows
s . Bge pou sure pou veanlt o
'h"' “What do pou want the computer todo? :ES e,
. = Shut dowin the compliter?
o éh o ™ Besla e computer?
| Bestart " Close sl programs and log on az a different user?

ok, | Cancel | Help | IT] No Help |

Click OK or Y es (which oneis goplicable) to shut the computer down. The computer
will turn itsdf off automaticaly. It isvery important to log off in thsway and you
should never just turn the computer off.
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SAVING FILESON THE NETWORK

When you are usng the network it is very important to save your files in the correct
place to keep things organised. When you are ready to save your work you use the
Save command in whichever program you are usng. For the purposes of training, we
will assume that the user istrying to save a document in Microsoft Word.

1 Click on the Save button: =
or From the File menu sdlect Save.
2. Sdlect the required drive and folder, then type afilename. If you need a
new folder click the new folder button:ﬁ'l Use this arrow to digplay the

_—| foldersonthe F Drive

Savein: |(L] Dhaka_ZONE |4 =
] Bang_H @-DESHDD Nat _adb 3 Dhak_riv 3 Save l
g =ty Computer = =
|_1Bang_t ;,31 3% Floppy (4:) _bnd [_dohak_rly [z
_1Dha_ag 5:3 ) I _chr [ ohak_rtx 3 L‘ZEI|
= =) - & =
.:]Dha_ch = (D) _Fry .:]Dhak_rty o~ Options. .. |
|_1Cha_cih & (E) _hg [_dDhak_tat 3
|_1Dha_cir &2 Gis on 'Rhd1’ (F:) kx [_dDhak_tad [0 Save Yersion... I
|_10ha_di Dhaka_zON _r99 [ Aohak_tst (=
_JDha_df 52 Fdrive on 'Rhdl’ (G:) _rds [ JDhk_bil 5]
1] 52 Idc3 on ‘Rhd1' (H:) 4
Metwork Meighborhood

File name: 5 My Brisfrase vi

| Inkernet Locations (FTR

] (FTP)
Save astyp 03] addiModify FTP Locations - 'i

3 When you have the right place to save your work Click OK. If you are
not sure whereto save your work, or do not under stand how to find
the correct folder, please consult the network administrator.

SAVING THE DOCUMENTWITH A DIFFERENT NAME ORTOA
DIFFERENT LOCATION

4, From the File menu choose Save As.
5. Follow the steps above to give thefileanew name or to Soreitina
different location.
6. From now on (in this document) click on the Save button = toupdate
the changes to your work.
.,/.-'""_“:}_.\I RHD NETWORK CERTIFICATION
0' MODULE 2A — THE RHD NETWORK
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OPENING A DOCUMENT ON THE NETWORK

Thisisavery smilar procedure to saving a document. Again the example shown

relates to opening a document in Microsoft Word.

~u

1 Click the Open button: i
or From the File menu sdlect Open.
2. Sdect the folder in which your document is kept in the
Look In box.
Open H l
Laokin: | BARISA_ZON ‘va_ @il! r é_ILlﬁl
|_1Eang_H @ DEoibe — | pof [ dBrzan_hq ZIpen i
- @ My Compuker -
|_1Bang_r 8 314 Floppy (A9 | ra9 [_JFar_adb
1 Bang_t = ) lrd3 3 Far_emb
|_1Ear_ad = O3 | rds (Far_frb Advanced, .. i
| Bar_Cir .é-:;' (E:) | e 3 Far_hq =
) Bar_em &2 Gis on ‘Rhdi' (F) | rEa 3 Far_riv
] Bar_Friy (L1 Baris_ZONE | rboe | Far_rlw
|_1Bar_hq [FREARISA 70N lbal [_IMahesh
|_J1Bar_po =2 Fdrive on 'Rhdl' (=) | bad
| Bar_riv =2 Idc3 on 'Rhdl' (H:) E=
% Metwork Meighborhood
A— 5 My Briefrase
Find files th [C3 Internet Locations (FTRY
File narne: (£ Addimadify FTP Locations - E] Text or properky: I ;i Eind Mow I
Files of tvpe: IWDru:I Documents L! Last modified: Iany ke _v_I Mew Search l
|0 file(s) found.
3 Click on thefile name, and click OK
or Double-click on the file name.

Type the first character of the filename and Word will
jump to the files beginning with that letter

(ia— RHD NETWORK CERTIFICATION
0' MODULE 2A — THE RHD NETWORK
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MIS (MANAGEMENT INFORMATION SYSTEM)

The MIS system is available to dl users of the network and provides many facilities.
There are many components to the system.

The sysgem indudes awedth of information, induding:
- road network informeation

— organisation gructure

— daff records

— road and bridge management systems
— mechanicd plant information

— equipment and ferries information

— contract reporting system

— financid reporting system

— asset management system

— access to GIS maps

— gstandard documents and presentations
— externd publications

You will be @bleto access dl parts of the system that are relevant to your work.

To access the MIS dlick on the logo on your desktop which looks like this: o

The MIS system isweb based and you access it through the Internet Explorer.
To find what you are looking for in the system you must smply dlick on the correctly

Be BB Wew Fgwds Dokl 3
+ = éﬂﬁﬂ_ﬂJ:ﬁ'Ja,

Gop. Ad Hoame | loowh Freodice Hikep K ZE]

gt (] Ko e i gl o B R

Roads and Highways Department -

e | Fesghaci | o b Beswh |
G = Welcome to Roads & Highways Department

b o ores Infreduction

araa of 147

a5 this & st den
_ Sitres | st de

I,-{G .:'.;.:\ INTILZ INL T VVNJININ N T I T IV
Il_o_;' MODULE 2A — THE RHD NETWORK
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|abelled buttons.

Y ou can generate reports on screen and on the printer by sdecting criteria:

T AS Mt AR - birazh Irleimet Eaphae

e [ mw Fgwan ook ek

i N A T A I A xS E LI S

Huck | tiop Fabmh Hmm  Sewth Freose H [T ]

ke [B] L Mot doan gindet b i e TR g i =] e |Leka®

EMMS Rigusta

= Syrmos [ed nid Flap s -
= Somi i aety

Egiraiaory Saates o AHD Apads
= Flaughrems

Ennic Reughream Mo part

Trakic

Etnmic Tralfic Repan

= Cengitieon & mevaiory
r Condisn & hrevaisey FRepes

Hears

1 Rapat

i - Ak Sactien
i - v Bk Saatien
Matepak Byl of o b —
Sl Dossion Aaspaislifig i saror
Hotal Feadl Lingal b Dhisines
=1 HDA

Espui Metwoik and Pracg s s a HDW =
[ Hee [T |

Y ou can dso access maps which you can click to show you more detailed maps for
eech divison.

T A Atwwn shoasgladech amiTha 1% dhal,_ran pe - Mecioce® Inipmei Easione

Be [H lew Frodn Tk Heo

ol S S e L - S e WL |

Hack 1 Soo  Fevws Hoss | Sesck Feemier Hoop | Hel Ly d t

- cieen (] 1y oo gl h il T Botchal_ova pd =] o |Loks ™

MjHEI‘El' SRR @ e e DM S 1
- = 5 m

FF ok

", f S By o kA i '-L{muﬁ—-*""-w:ﬁ
- - pn hb i — L=
TN W w1 o — B

?}Q". KHU NE 1 WURK CERTIFILA TTUN
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It isaso possible to creste graphs to andyse data which can dso be printed from your
own computer.

El B e Fgroda:  Teok Bl

I R« T -ﬁ;ﬂﬂlﬁ'ﬂﬁ.
Bk fr= S Fmwrh Hose  ewch Femie  Hetop Far Ed
-m;uu-p raeres s Wt ghayiee b il P R e __-.-j oo Lk ®
slinfa] ote  Bid[o| @@ F@[T T = [ (] TedW0 0n DR&STW
P |
= BetedcH s
= 190
= 193
o 1
158
T
Rl
Lkt I s R L R LT ]
e
BURVET T ]
Fame COMITLE &
Ciarla COMILLA
Divisan HEAHMANEAKL Link Sabder FIAKT KM END_KM BUMF_COUNT Xl
B FEAHMANHAKA +3 =D LN
% DHAHMAFDARA O] .0 am
B EXAHMANHAMA o nx TiI
& THAMMAFEAEA w0 i s
% H B OERANVAERaLA L ra Tiz =
@7 Cora | Local raarat

The MIS offers many resources and will be useful for dl RHD staff. The system is
being congtantly developed and as the network grows will assume even more
importance.

Asthe MIS develops further training will be avallable to illugtrate the many features
and functions of this resource.

r/":ﬁﬁ\"\. RHD NETWORK CERTIFICATION
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INTRODUCTION

E-mal is a very important part of usng the network. It dlows you to send messages
quickly and eadily both to al other users of the network, and aso to anyone in the world
with an eemall address. E-mals are the mog widdy used form of communication in
business today, and one of the main reasons we have a network in RHD.

Exploring Outlook ™ Express
The Outlook™ Express environment is the screens and layout you use
to work. You can work with Outlook™ Express default environment
or customize it to suit your needs.

Links Bar Icon

Pull-down
Menus

Toolbar

Folder

Preview
Pane

Folder
List

Status
Bar

When you start Outlook™ Express asimilar screen appears.

You can cusomize how this screen looks by changing its layout. To
do this, click the View pull-down menu and sdect Layout. Check off
items to appear or not gppear on your screen. You can also add groups
and folders to the Folder List (see Add Folders to Folder List in this
section for more informetion).

You can use keyboard shortcuts for everything from sdecting menu
commands to moving between the Folder Lig and the Preview Pane.
For more information, look up Keyboard Shortcuts in Help
Contentsand Index.

(izm>  RHD NETWORK CERTIFICATION
o | MODULE 2B — OUTLOOK EXPRESS
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Folder List The Folder Lis contans foldes like Inbox, Outbox, Sent Items,
Ddeted Items, and Drafts, and can be customized to include others.

Folders
There are five default folders in the Folder List: The beow images are
much larger than they will appear in your Folder Ligt.

'@ Inbox Stores new email until you removeit.

The Inbox dores dl emall tha is onthe
saver and can be accessed from any
configured compuiter.

-;;E Sent Mail or Stores a.copy of each sent email item.

Sent Items
Outlook™ Express uses the Sent ltems
in the Outlook™ Express section of the
Folder Ligt.

L‘Eﬁ Outbox Temporaily stores mail after dicking
the Send button on anew email.

To send sored mail to its dedtination,
you may need to click the Send and
Receive button in the toolbar.

Outlook™ Express uses the Outbox in
the Outlook™ Express section of the
Folder Ligt.

Note: To permanently

delete an item from the @ Deleted
server, first mark it for

deletion (click Delete in Items

Stores deleted items you empty it.

the toolbar). This marks To empty the Deleted Items folder,
the item for deletion. right-click it and select Empty Folder.
From the Edit pull-down ™
menu, select Purge Outlook Express uses the Deeted
Deleted Messages. ltems in the Outlook” Express section
of the Folder Ligt.
B prans Stores  drafts  of  unfinished el

messages until you can finish them.

Outlook™ Express uses the Drafts in
the Outlook™ Express section of the
Folder Ligt.

(s RHD NETWORK CERTIFICATION
o ' MODULE 2B — OUTLOOK EXPRESS
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Preview Pane

Expand Folder List

When you dlick the plus sgn next to a folder, a drop-down lig of
subfolders appears and the plus symbol becomes a minus symbol to
show the folder is open. The fdlowing illudration displays this

feature.

=03 SMSU IMAP
& Inboy

£ Deleted ltems
£ Dirafts

£ Outbox
£ Sent tems

Drop-down Folder List

When you first open Outlook Express, the Preview Pane contains

icons dmilar to those in the toolbar. These icons incdlude Read Mail,
Read News, Compose Message, Address Book, Download All, and

Find People.
A ﬁm“ﬁlt'
o ©

Ingh

Initial view of the Preview Pane

Read Mail

Read News

RHD NETWORK CERTIFICATION
MODULE 2B — OUTLOOK EXPRESS

Opens your Inbox folder. If you have
not yet set up Outlook™ Express to run
emall, it will take you to an emal sstup
process.

Opens your newsgroups folder. If you
have not yet set up Outlook " Express
to run news, it will take you to a
NewSgroups setup process.
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Compose
Message

Brings up anew email message for you
to compose.

Keeps track of emall addresses, contact

Information
Viewer
Email Item
Selected

Information
Viewer

Folder List
Email Item

Displayed in a
Preview Pane

("\ Address
- Book

information like dsreet addresses and
phone numbers, notes, and web page
addresses.

Downloads email and news from dl

@ Download
All

your accounts.
Find Helps you find individuas in your
\ People Address Book or the Internet.

When viewing messages in the Preview Pane, you can press the Tab
key to move between the Preview Pane and the Folder List.

You can plit the preview pane horizontdly, verticaly, or not display
it a dl. In the View menu, dick Layout and choose the Preview Pane
options you want.

The initid view of the Preview Pane (with the above icong) will

disgppear when you click out of it or perform an action. To retrieve
thismenu view, dick Outlook Expressinyour Folder Lig.

When you click a blder in the Folder List its contents are displayed to
the right in the Information Viewer.

‘i I=boe - Qullosk Exgexe [_ 1] =]
Fin Ecll 'ew Go Toaok Compmm  Help
o i 1] o
Compars " Sand and Az Cornesi Sk
Mezzagm Hucaivs Heok 7
&, Ouock Foee [LLfen 1 Gubsal EEZR
oM Ol My b wboore 15 Mcroeh Dutkook: Feges ¥ ]
—
o
G st i et |
i — i ]
| Foom Ok, Swm W - T ‘cocodfma-nad con'

| Subguct: P buling bin

L I viabies i
Fumdback, fremuntly asbed guassons, snd s

Upelates: ured o ion sbeut s resat produc i

A rmrzagel . Corsesd
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Toolbar
USING EMAIL
Reading Email

The standard Outlook™ Express toolbar alows quick access to many
Outlook™ Express features. The active buttons shown on the toolbar
depend on your current activities. Forwarding and Recaving, for
exanple ae only avaldble when viewing emal messages. The
following isalist of common buttons

_-fﬂ . Compose a Brings up anew email message for you
Message to compose.
E Reply to Responds to an email message.
4 Author
ﬁ‘g Reply to All Responds to an email message and all
recipients of the original message.
N5 Forward Sends a received email message to
Message someone ese.
B Send and Checksfor new email messages and
Receive sends off any emall messages contained
in the Outbox.
>< Delete Deetes an unwanted email message.
Address Book  Keeps track of email addresses, contact

Book information like srest addresses and

phone numbers, notes, and web page
URLs.

To configure the buttons you see in your toolbar, right-click abutton
and select Buttons. Follow the directions for changing the buttonsin
your toolbar and click Close.

With Outlook™ Express you can easily send, forward, and reply to
emall; use the Address Book; and print your email

Outlook ™ Express stores your incoming mail in your Inbox. Y ou may
need to click Send and Receive in your toolbar before your Inbox can
be updated.

To access your email, click the Inbox folder in the section of your
Folder Ligt. The Inbox displays headers to your emal messages in the
Information Viewer. Click a heeder, or highlight it, and the emal
message will be displayed at the bottom of the window. To see an

RHD NETWORK CERTIFICATION
MODULE 2B — OUTLOOK EXPRESS
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Send and Receive

i

Attachment

Sending Email

&=

Compose Message

Tip: To make creative
messages, click the down
arrow to the right of
Compose Message and
select an option. It adds a
stationary image behind
the email body.

emall message displayed in a separate window, double-click its
header.

A torn paper icon next to an email header indicates that the message
body has not been downloaded. A whole paper icon indicates that the
message is avalable for reading, even if you ae off-line (not
connected to the Internet).

New Mail Arrival

To check for new email you may need to click the Send and Receive
button in your toolbar. This sends any pending messages in your
Outbox, and checks for new email. New email is stored in the Inbox.

Read Attachments

Attachments are files that are sent with email messages. If your emal
header includes a paper clip symbol, double-click the message header
to open the email. At the bottom of the email message will be the
attached file. Double-click thefile; it opensin the associated program.
An example of an attached file is given below:

T N 1|

== MoOoDe DSk o+ = W

a

Attached File

Outlook™ Express can help you send email to anyone with an emall
address.

Create a New Email Message
Send an email message to someone:

1. Be sure your Inbox folder is open. Click the Compose M essage
button. A blank message appears. Your screen should look
amilar to the illugtration on the next page.

2. Rl in a topic title for Subject and type your message in the
open message area.

MODULE 2B — OUTLOOK EXPRESS
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Blank Message

Address an Email Message

E=l
/ Once you have created an emal message, you can address the
Enter the email message in the following ways:

address in this field
- Typethe Email Address

Enter the email address (such as mcarrick@stewarts-
solictors.co.uk) into the To: fidd of amessage.

- Typethe Email Recipient’sName
Enter the name of the person whom you are sending emall. If
Exl the person’s name isincluded in a persona address book, or if it
/ isin adirectory service set to check names, Outlook " Express
will underline the name to show it recognizes the email address
Click this icon to choose an e-mail

address from the Select Recipients e | |
window (your Personal Address R,
book). Frd papee—
I”-.;-.. [= 1=
1 K|
-

Note: Selecting a name and
clicking the To button sends the . '
email message to the selected ac. b B | '
person. Selecting a name and e Q

clicking the CC button sends a

“carbon copy” to someone in

addition to the original person. o | bwed |

Selecting a name and clicking and

clicking the BCC button sends a Select Names

“blind carbon copy” to someone in
addition to the original person

without the original person The personal Address Book contains personal addresses. Use
knowing. your Personal Address Book for adding names to messages.

Retrieve Name from Your Personal Address Book

1. While composing amessage, click theicon next tothe To:
section of the message.
The Select Recipients window appears (see picture below).

2. Highlight and sdect the desired name and click the To:
button. Click OK. Y our message is now addressed with the
selected name.

(i :'qh.h RHD NETWORK CERTIFICATION
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{=15end
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Attach a file
Once you have created an emaill message, you can dtach a file with
the following steps:

1. Click the Insert pul-down menu and sdect Insert
Attachment.

2. And and highlight the file you would like to send via emall.
Click Attach. The chosen file is added to the emal message
area.

Send Email

Once you have the emall message written and addressed, click the
Send button to ddiver the message. The message may first be stored
in the Outbox. If the message is sent to your Outbox, click the Send
and Receive button in the main toolbar for Outlook™ Express to send
the emall to its destination.

Summary
To send an e-mail message
1. Onthetoolbar, click the New Mail button.

2. In the To and/or Cc boxes, type the e-mal name of each
recipient, separating names with acommaor semicolon (; ).
To add e-mal names from the Address Book, click the book
icon in the New Message window next to To, Cc, and Bcc,
and then select names.
To use the Bcc box, click the View menu, and then sdect All
Headers.

3. Inthe Subject box, type amessagettitle.

4. Type your message, and then click the Send button on the
New Message toolbar.

Tips

To save a draft of your message to work on later, click the File
menu, and then dick Save. You can aso click Save as to save
a mal message in your file sysem in mail (.eml), text (.txt), or
HTML (.htm) format.

RHD NETWORK CERTIFICATION
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Responding 10 \when you recsive email messages, you may choose to reply (send a

Email response) or forward (send received mail to someone else). You can
do this by sdecting or opening a message and using the toolbar to
direct your response.

Forward a Message

W "

1. Select or open the email message to forward.
2. Click the Forward M essage button.
A new mail message appears.

3. Address the message and click Send.
The message is forwarded.

Forward Message

Reply to the Author of a Message
e 1. Sdect or open the email message to which you are replying.
Reply to Author 2. Click the Reply to Author button.
A new mail message appears.

3. Address the message, type your response, and click Send.
The message is sent to the author of the origind message.

Reply to the Author and Recipients of a Message
1. Sdect or open the email message to which your are replying.

55 2. Click the Reply to All button.
Reply to All A new mall MESsage gppears.
3. Address the message, type your response, and click Send.
The message is sent to the author and dl recipients of the
origina message.

Saving Email You may want save your emal messages into folders, either in
Outlook = Express or on your hard drive. An easy way to save emall
messages is by dragging them to a folder in your Folder Ligt (to create
folders see Add Folder to Folder List in the Exploring Outlook
Express section in this guide).

Save an Email Message to a Folder

1. Make sure your information viewer shows the message you
want to save.

2. Make sure you can see the folder where you want to save the
message.
3. Click the emall message and drag the message to the folder.

The email message is copied to the folder.

(i#m> ~ RHD NETWORK CERTIFICATION
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Printing

=

Print

Managing Sent
Mail

<_) Cutbios

You can dso save an emal message by highlighting the letter heaeder
then dragging it to your desktop or to an open folder.

Save Email Message Text _
To save text from an emall message to use in a word processor or

other program, you need to save the message text in another format

1. From the information viewer, double-click the emal message
header.
The email message opens.

2. Click the File pull-down menu and sdect Save.
The Save As window appears.

3. Name the file and click Save. The file is saved in Rich Text
Format, which maintains the format of the text. It can be opened
in word processors and other programs.

You may want to keep a paper copy of an item rather than saving it to
afolder.

To print an item, highlight the message header or open the item. If the
Print button appears in your toolbar, click it. If it does not, click the
File pull-down menu and select Print.

You may need to view messages you have dready emaled. If you
have sent the emall, but do not know if it has actudly been sent to the
person(s) yet, check the Outbox in your Outlook™ Express section of
the Folder Lig. Items are stored here until you click the Send and

F2 Sent ltems Receive button in the toolbar. Sent Items (found directly under the
Outlook™ Express section of the Folder List) stores a copy of the sent
item.

XY RHD NETWORK CERTIFICATION
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Outbox

The Outbox folder contains al pending email items. Click the Send and Receive button
in the toolbar to send items in the Outbox to their destingtions. To view items in the
Outhox, click the Outbox folder in the Outlook™ Express section of the Folder List. The
items are listed to the right in the Preview Pane.

Sent Items

The Sent Items folder contains dl email successfully sent o other people. To view items
you have sent, click the Sent Items folder in the Outlook = Express section of the Folder
Lig. Theitems are listed to the right in the Preview Pane.

If you think an item should be in your Sent Items box but it is not, check your Outbox.

Items may be stored in your Outbox until you dick the Send and Receive button in the
toolbar.

Adding to Personal Address Book

Y ou can add to your persond address book manualy
add names manualy, click Address Book in the toolbar and choose:

g] - Toadd an individual to your Address Book, click the New Contact
button in the toolbar of your Address Book.

New Contact

il
To add a group to your Address Book (for sending to more than one
New Group person a atime) click New Group.
e RHD NETWORK CERTIFICATION
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EXERCISE 1

LOGGING ON TO AND SHUTTING DOWN
YOUR COMPUTER

Thetraining officer will supply you with a username and password for the purposes of
thisexercise. Following your certification you will be given your own username and
password to use from now on. Using your test username and password, complete the

following steps.

1 Turn on the Computer using the gppropriate button.

2. Wait for Windows NT to load

3. When the system has stopped loading, press |og-on using your username and
password.

4, Wait for the system to load.

5. Shut-down the computer using the correct procedure.

RHD NETWORK CERTIFICATION
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EXERCISE 2

ACCESSING THE F DRIVE

Thisexercise will let you accessthe main F Drive.

1. From the Desktop sdect My Computer

2. Maximise the window

3. Move to the FA drive

4. Move into the Winword folder

5. Double click on thefile rhdword.doc
6. Microsoft Word will load the file

7. Close Microsoft Word

iz RHD NETWORK CERTIFICATION
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EXERCISE 3

SAVINGAFILE

Thisexercise will involve saving aMS Word file on the network.

1.

2.

8.

From the Start button select Programs and Microsoft Word
Maximise the window

Typethe Text : Word Fileto be Saved!

Click on the Save Button =

Save the document in the following folder: f:\cer tfication\exer cises\
with the filename wor dfile.doc

From the File menu sdlect Save As

Save the document in the following folder: f:\winwor d\exer cises\
with the filename wor dfilel.doc

From the File menu sdect Close

Y ou have now creeted the file and saved it in two different places

RHD NETWORK CERTIFICATION
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EXERCISE 4

DELETINGFILES

Usng My Computer, this exercise involves deleting files from the network:

PLEASE NOTE YOU SHOULD NOT DELETE FILESFROM THE NETWORK
WITHOUT AUTHORISATION FROM YOUR NETWORK ADMINISTRATOR.

1. From the Desktop sdlect My Computer.

2. Moveto thefolder the F Drive
3. Move to the folder f:/certification/exer cises

4. Click on thefile cdled wor dfile.doc

5. Press the delete button, or click the on the deleteicon
6. Press Y es to confirm the delete

7. Repest the process to delete the file f: /winwor d/exer ciseswor dfilel.doc

Y ou have now deleted the file from two different places.

iz RHD NETWORK CERTIFICATION
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EXERCISE 5

E-MAIL (MICROSOFT OUTLOOK)

Using Outlook Express, this exercise involves sending e-mall:

1 From the Desktop sdect Outlook Express.

2. Click on the New Mail icon to start an e-mall.
‘ New Mail
3. Create asmple e-mail, to the address given to you by the training officer.

4. Attach the file cdled f:/cer tification/exer cised/attach.doc

5. Click the following icon to send the message

6. Moveto Sent Items to confirm the email has been sent

7. Check for new mail usng F5
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EXERCISE 6

MIS (MANAGEMENT INFORMATION SYSTEM).

This exercise will involve using the MIS (Management Information System).

1 From the Desktop sdect M1 S.

2. Click on Services

3. Usethe sysem to look a a detailed map of Dhaka Division.
4, Print the map usng the software.

5. Close the system down in the gppropriate way.
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