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Lesson 1 - Computing Basics

LESSON 1 - Computing Basics:

Required Skills:
On completion of the session, the participants will be able to:

e Create a new folder within Windows Explorer.
e Rename, Move, and Copy Files and Folders.

Required Knowledge:
e Setting up a structure of folders.
e Basic use of keyboard and mouse.

Aim:
The aim of this lesson is to develop the skills to allow folders and files to be created,
renamed, copied and moved between drives and other folders.

Introduction:

Virtually all software written today employs user interface toolkits and interface builders,
concepts which were developed first at universities. Even the spectacular growth of the
World-Wide Web is a direct result of HCI (Human-Computer Interaction) research;
applying hypertext technology to browsers allows one to traverse a link across the world
with a click of the mouse. Interface improvements more than anything else has
triggered this explosive growth and ongoing research leading to the user interfaces for
the computers of tomorrow is happening at universities and various corporate research
labs.

Technological innovation is enhancing business performance by improving operations or
enabling new products, services and business models in areas of global communications,
interactive wall technology, personal services, virtual collaborative software and virtual
meeting corridors. Computer technology allows the use of extensive databases and
instant communication by linking and providing toolsets that enhances teamwork and
communication between remote project teams.

The Computer - Human technology enhances the effectiveness of the workforce and
drives business performance by collaboration, interaction and visualisation.

Collaboration:

Collaboration enhances the way we interact with each other (including how our gadgets
talk directly to other devices) and provide new communication opportunities for project
and team oriented work by enhance team work in geographically dispersed organizations
by providing a virtual meeting space.

Interaction:

Interaction controls how businesses and consumers can use new technologies to improve
not only the way they interact, but also the content that they share. In the past, many
large organizations relied heavily on paper forms for record keeping, work orders or
applications and had not been able to take full advantage of the digital world. The
advances in modern computer technology has changed the way data is accessed and
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stored and enabled businesses to improve performance with cost savings and efficiency
gains.

Visualisation:

Provides new ways to navigate and discover data and information by embedding
elements of the virtual world into reality and/or bringing attributes of the real world into
a virtual environment using very large, high-resolution interactive screens that displays
vast amounts of information at peoples' fingertips, helping them see the "big picture"
whether at the office desk or display data at a conferences, colleges or universities.

Basic Computer System:

In 1801, Joseph Marie Jacquard made an improvement to the textile loom by introducing
a series of punched paper cards as a template which allowed his loom to weave intricate
patterns automatically. The resulting Jacquard loom was an important step in the
development of computers because the use of punched cards to define woven patterns
can be viewed as an early, albeit limited, form of programmability

Since the early 1970’s computers have advanced from a basic calculator that could do
simple computations involving the 4 mathematical operations (addition, subtraction,
multiplication and division) to scientific calculators capable of complex algebraic
equations using trigonometry and scientific notation to today’s modern personal
computers and notepads.

Modern personal computers, laptops and notepads are assembles comprising Hardware
and Software.

Hardware:

The term hardware covers all of those parts of a computer that are tangible objects.
Circuits, displays, power supplies, cables, keyboards, external and internal hard drives,
USB memory sticks, printers and mice are all hardware.

Software:

Software refers to parts of the computer which do not have a material form, such as
programs, data, protocols, etc. When software is stored in hardware that cannot easily
be modified (such as BIOS ROM in an IBM PC compatible), it is sometimes called
"firmware" to indicate that it falls into an uncertain area somewhere between hardware
and software. Software falls into 5 areas:

Operating system - Microsoft Windows, DOS, Mac OS

Library — Multimedia

Data - File Format, Protocol

User Interface - Graphic User Interface, Text based user interface

Application - Office suite, Internet Access, Audio, Education, Games, Video,
Audio, Graphics.

Microsoft Windows:

Once the computer is turned on and the user has logged on the Windows Desktop is the
first screen displayed. The desktop can be customized to suit the individual using the
Control Panel and displays an assortment of icons that can be clicked on to open an
application such as Word, Excel, AutoCAD or a game etc. The Windows Explorer is a
great tool for finding your way around your internal and external drives as you can
quickly locate files and folders, or browse for something in particular.

The desktop contains a series of shortcut icons that when double-clicked, will open the
application. Typical icons that you will be using during this unit are:
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e Microsoft Word

-

e Microsoft Excel

e Microsoft Access [r!

o AutoCAD ‘ 3
e Hard Copy \3
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The Microsoft programs are commonly loaded on nearly all computers however AutoCAD
and Hard Copy must be downloaded and installed.

AutoCAD is a licensed program costing in excess of $5000 however a student version is
available for download, free of charge, for academic use only. Hard Copy is shareware
where the basic version can be downloaded and installed free of charge for educational

use.

(el

iTunes

ea

ax2010.1...  e-tax 2010

' » 4 " SFT %
iy Start el rﬁ apple computer syste... r @% MEMI16008A r € Windows Media Player r T MEM1600BA, docx - M.., % He )y N R /\” 4124 PM

Figure 1.1
Accessing Windows Exp@ais simple, the confusion probably lies in which way to open
it and the best \*a lise it. The following methods provide ways of accessing
Windows Explo ay is as good as another so it is up to the user to select a
method suitabl :

g



Method 1:
e From your Desktop, Click the Start button

@ Borys Musielak

“ ) (%) My Documents in the bottom left hand corner of the
Mozilla Firefox A screen
@ My Recent Documents » . n "
@f{aﬁiﬁ"mrd—rbnj . e Click the green "All Programs" button
(2 My Pickures e From the Sub menu that pops up, click on
é Internet Explorer J My Music Accessories
148 My Computer e From the cascading sub menu, click on
@ Tk oy as Windows Explorer.
Ve @ Control Panel
@ ¥indpis Movie Hakes Set Program Access and
2 ¢ ®Defaults
y :\‘JE.Safcind Settings Transfer % e " MethOd 2 :
(£ Printers and Faxes e From your Desktop, Click the on
@) b ot spor in the bottom left ha of the
= screen
7 sosch e Click My Documents at the ight corner
AllPrograms [ J Run... of the menu - refgg t re 1.2.

@ Log Off @] Turn OFf Computer
‘7 start Method 3: %
Figure 1.2 From the , double-left click on the

My% s icon /.

On entering Windows Explorer, the screen appe‘s shown in Figure 1.3. To change the
display appear as shown in Figure 1.4 t olders button on the Standards button
toolbar is clicked. Figure 1.4. shows the Panel on the left and the Files Panel on
the right. L

Folders in the Browser Panel have% con to the left of the folder name. The #

icon shows that there are additi folders contained in the folder; left-click once on
the & icon to expand the f = icon is displayed next to the folder's name when
the folder is expanded; clic e = icon collapses the folder.

- \@ Folder Sync

{F‘ Folders

@Back il > ) yﬁ /j\ Search = Folders v li:j Folder Sync eaack Al > ) J /T\ Search

Address | () My Documents Address | () My Documents

Name Size  Type Date Modified Folders X MName ~ Size  Type Date Modified
File and Folder Tasks A Sadm File Folder - 30/11j2010S:19PM (3 oy ()Adim File Folder  30/11/2010 5:19 PM
£ Mk a new folder (DA-Temporary File Folder  7/05/2011 9:08 PM ® () My Documents () A-Temporary File Folder  7/05/2011 9:08 PM
[ Autobiography File Folder  30{11/20105:19PM +d My Computer () Autobiography File Folder  30/11/20105:19 PM
Q ;:‘J:gsh Hhlugenta e () AutoCAD Shest Sets File Folder  30/11/20105:20PM (5 &3 pay etwork Places (5 AutoCAD Sheet Sets File Folder  30{11/20105:20 PM
2 share this Folder DAutodesk File Folder  15/12/2010 3:37 PM # Recycle Bin () Autodesk File Folder  15/12/2010 3:37 PM
[Blackline Design File Folder ~ 30{11/2010 5:20 PM () Adobe Acrobat X () BlackLine Design File Folder  30{11/2010 5:20 PM
[)Boat File Folder  30{11/2010 5:20 PM [Z)Boat File Folder  30{11/2010 5:20 PM
Othier Places () Calendars File Folder  30{11/2010 5:20 PM () Calendars File Folder  30{11/2010 5:20 PM
|2)Camtasia Studio File Folder  4/03/2011 10:54 AM () Camtasia Studio File Folder  4/03/2011 10:54 AM
(& Deskiop [C)Courses File Folder  30/11/2010 5:21 PM ) Courses File Folder  30/11/2010 5:21 PM
() Shared Documents (D) Cucusoft File Folder  30/11/2010 5:21 PM 122 Cucusoft File Folder ~ 30/11/2010 5:21 PM
j My Computer \QCustom Production Presets 5.0 File Folder  30711/2010 5:21 PM {2 Custom Production Presets 5.0 File Folder  30/11/2010 5:21 PM
& My Network Places () CyberLink File Folder ~ 30{11/2010 5:21 PM (D cybertink File Folder  30{11/2010 5:21 PM
[Z)Downloads File Folder  30{11/2010 5:21 PM () Downloads File Folder  30{11/2010 5:21 PM
[C)External Hard Drive Back-Up... File Folder  30/11/2010 5:32 PM |[)External Hard Drive Back-Up... File Folder  30/11/2010 5:32 PM
() Groove Workspace Templates File Folder  30/11/2010 5:46 PM () Groove Workspace Templates File Folder 307112010 5:46 PM
[Z)Image Converter Plus File Folder  30{11/2010 5:46 PM () Image Converter Plus File Folder  30/11/2010 5:46 PM
[ShInventor File Folder  13/05/2011 5:43 PM () Inventor File Folder  13{05/2011 5:43 PM

Details

Figure 1.3 Figure 1.4



In Figure 1.5, the C-drive has been expanded to Folders x

show the sub-folders contained on the drive. (@ pesktop

Documents and Settings has also been expanded, ® () My Documents

the main user of the computer is Warren which is = ¢ My Computer
where all of his private and work files are stored. = e Local Disk (C:)
Every person is different how they store and @ g :S::desk
backup their data. Some people work by saving ® ) ave10

their files directly on the C-drive by creating sub- ) divx
folders in their working area called My Documents =l I3 Documents and Settings
and then backup their work to an external hard # (2 AllUsers
drive; other people do not store any work on the & D Default User
C-drive but work directly off a USB Flask Stick and & Ny Worren

+

backup to an external drive. Other save their
work but do not backup - a very dangerous
habit to develop.

D) FTw

|2) MITSI 2011 Temporary Files ‘
| () MSOCache

1 [0 MyRecMusic

) [ Program Files

)

=+ &

All program software is stored on the internal

drive called the C-drive in the Programs folder. Qrma

# 2 WINDOWS
All computers have different names for the [ 5 DVD-RAM Drive (D:)
external drives but can be easily identified in the ¥ 2 DVD-RAM Drive (E:)

=+

Browser Panel of Windows Explorer as shown in | S Removable Disk (F:)
| “* Removable Disk {G:)

Figure 1.5. The K-drive is used to backup all @ Removable Disk (1
Warren’s work while they can also be transferred q @ Removable Disk(l:')
to USB Memory Sticks on drives F, G, H or I, o% & B Elements (K:)
even burnt to a CD/DVD on the D and E drives. @ [@ Control Panel

[

*

# |2 Shared Documents
# [2) Warren's Documents
& % My Network Places

4
Q # Recycle Bin
‘\% [2) Adobe Acrobat X

Figure 1.5
Create a Folder:
The Windows Explorer is a tool for finding your way around your hard drive; you
can quickly locate files folders, create, move, copy or delete folders and files, or
browse for somethinggi icular.
A logical set u ? ers can save time and money; as usual with computers, there
are several wa te a new folder. In this session we will concentrate on only one
of those met > YWou will be able to explore other methods later as you become more
familiar wig mputer.
. With s Explorer open, navigate to the |G S
e the new folder is to be created i | @ Shortcut
e Browser panel on the left side of the .
. : a Briefcase
¢ OrT the menu bar across the top that has File, i ally 'y Bitmap Image
Edit, View, Go, Click the File option once with P B winRAR archive
your Left mouse button Local Disk (C)  »| [Z] Text Document
e From the menu that drops down, move your -
mouse pointer to New Close (=] Wave Sound
e A sub menu appears as shown in Figure 1.6. =3 winZip File

e Click on "Folder" once with the left button.

Figure 1.6
A new folder will be created on the selected drive and folder. The new folder will appear
right at the bottom of all of your other folders and files, under the last one so you might



have to scroll across to see it. You can tell it's your new folder because it says, quite
helpfully, "New Folder" while the box is highlighted with a blue fill.

In Figure 1.7 below, the new folder was created directly on the C-drive and then
renamed “wpProjects”.

Folders X il Explore
@ Desktop ')/ Downloads Open
# (L) My Documents Search...
= ¢ My Computer —m Sharing and Security. ..
# S 3 Floppy (A1) // Driver 03 WinZip »
B e \ Scan with AYG Free
# |7 Documents and Settings < i
| Downloads /, homeandlearn SefidTo '
\Z) Driver ' Cut
@ j homeandlearn _ Copy
® [5) Program Files ‘ // Program Files
# % My Network Places ' < Create Shortcut
# Recycle Bin e Delete
5 e { 4
Properties
Figure 1.7 % Figure 1.8
Rename a Folder: X 4

If the folder has been incorrectly spelt or Qme needs to be changed, it can be done

as long as no files contained in that fgld rrently opened.
To rename a folder or file: \

e Click on your new fol click on the folder with your right hand mouse
button
e A menu appear in Figure 1.8.
e From the menu, c ce with your Left mouse button on the word Rename
e Type a new for your folder
e Press the Y.
7 @
\ Folders:

of your working area has been setup, there will be occasions when
y need to be moved from one area to another. Two methods are
oving folders, “"Drop and Drag” and “Cut and Paste”. The main point to
moving a folder is that if files and folders are linked, a file may not be able
Il of its linked files. Typical files that rely on linked files are Excel, AutoCAD,

Drop and Drag.
The easiest way to move one folder to another folder is to use drag and drop. The

easiest way to explain drag and drop is by doing it! To drag a folder, do the following:

Click on the folder once with the left hand mouse button.

The folder will be highlighted

Keep you left hand mouse button held down.

Move your mouse around the screen. You should see a faint outline of the
folder moving with your mouse.

¢ Now move the folder over the top of the folder to where the folder is to be
moved (still with your Left mouse button held down!).



e The destination folder highlight.
e Once the folder is highlighted, let go of your left hand mouse button
e The new folder will disappear. It has been moved to its new location
Cut and Paste.
Cut and Paste can be used as an alternative method to move the folder instead.

To cut and paste one folder inside another, do the following:

e Click on the folder you want to move (One click, left hand button).
e From the File, Edit, View, Go menu bar in Windows Explorer click "Edit".
e From the menu that drops down, click the word "Cut" with your Left mouse

button.
e The folder you selected will appear fainter.
e In the left Browser panel, double left-click on the destination folde the

folder is to be moved.

e Once in the folder, From the File, Edit, View, Go menu Q/mdows
Explorer click Edit.

e From the menu that drops down, click Paste.

e Your folder will be pasted from its current folder to location on the
destination folder.

Copying.

Instead of cutting the folder and pasting, you can just Cop der instead. To copy
the folder instead of cutting, follow the steps outlined a hen the menus drop
down select "Copy". Then select "Paste" after you ouble clicked on the My
Documents folders.

Files.
Files can be moved and copied similar to folders,o In Other words, you can rename a file
like you did to a folder, you can copy a file, vzt with drag and drop or cut and paste,

and you can even create a file with Win plorer. Just click on File. From the sub
menu select New. You'll see a Iist‘ packages that you can create new files
for.

Tutorial Exercise 1-1: %

In this exercise you will u Flash Stick (Memory Stick) to create new folders
where your work will be_stor If you are working on your home computer, you may

like to create the folder our “My Documents” folder.

Create a folder and inside the new folder create new folders called Tutorial
Exercises, Skill xercises and Notes.

Procedure:*
1. Pla USB Flash Stick in one of the USB slots on your computer.

indows Explorer, left-click on Start, then AIll Programs, then
sories and finally Windows Explorer.
and the My Computer folder by clicking the # icon.
ocate your Flash Stick - all computers are different, it could be the E:, F:, G: H:
or I:. drives. With a bit of luck the name of your flash stick (SamSung, Western
Digital, Esko etc) will be besides the drive you are using.
5. Click on your drive.

Create the new folder called TAFE.

6. Left-click on File in the Standard Buttons menu bar.

7. Move the mouse over New.

8. Left-click on Folder.

9. A new folder is created on the main directory of your flash stick.



10. Type TAFE and then press the Enter key.

Create a new folder in the TAFE folder called Tutorial Exercises.

11. Left-click on TAFE in the left Browser panel.

12. Left-click on File in the Standard Buttons menu bar.

13. Move the mouse over New.

14. Left-click on Folder.

15. A new folder is created on the main directory of your flash stick.
16. Type Tutorial Exercises and then press the Enter key.

Create a new folder in the TAFE folder called Skill Practice Exercises. \%
17. Left-click on TAFE in the left Browser panel. Q
18. Left-click on File in the Standard Buttons menu bar.
19. Move the mouse over New.
20. Left-click on Folder.

21. A new folder is created on the main directory of your flash
22.Type Skill Practice Exercises and then press the Ent

Create a new folder in the TAFE folder called Notes. %

1. Left-click on TAFE in the left Browser pan

2. Left-click on File in the Standard Buttons m ar.

3. Move the mouse over New. 0

4. Left-click on Folder.

5. A new folder is created on the mai ory of your flash stick.

6. Type Notes and then press tw Y.
Notice that although the folders i panel are in the order they were created,
they are not in alphabetical ord ver, the left Browser panel automatically places

the folders in alphabetical Q

Search for a Fold
A computer is a
the computer,
been creat
imported.

) ge system containing many types of files; there are files to run
\ erate the software programs, files for the documents that have
he software, and image, audio and video files that have been
es, you will have created a file or a folder, and just can't remember
where it j ally if you have not structured or used your directories correctly. If you
hav hard drive, there are a lot of places to look for a single file and you may
n , even with the help of Windows Explorer, by looking in the many folders and
it exists, a missing folder or file can be located easily using the Windows
Se ool.

To locate a folder or file using Search:

e Click the Start button in the bottom left corner of the Desktop

e From the menu that pops up, locate the Search item (in the blue section on
the right, at the bottom)

e Click on Search

¢ When you click on Search, the following window pops up



B Search Results E]@
§ I

File Edit View Favorites Tools Help

& Back > ? ' p Search ||{ Folders v

: Address ‘ +) Search Results b
Search Companion X MName In Folder Size  Type
o - » To start yvour search, follow the instructions in the left pane.
: n
What do you want to

search for?
Pictures, music, or video ‘

Documents {word
processing, spreadsheet,
etc.)

All files and folders
Computers or people

©) Information in Help and
Support Center

You may also want to...
43 Search the Internet
Change preferences

£ | ?
e An animated dog can appear at ottom of the menu and can be turn it off
by right-clicking on the d%g click "Turn off animated character".
The most commonly use ed are:
e Pictures, music or vid 1.9
¢ Documents (wor , spreadsheet, etc). Figure 1.10
¢ All files and fold 1.11 ,
! Search by any or all of the
& Search by any or all of the criteria below.
r — 1 criteria below. All or part of the file name:
Search for all files of a Last time it was modified: [ ‘
certain type, or search by (%) Don't remember
type and name. () within the last week A word or phrase in the file:
[] Pictures and Photos O Past month I |
L] pusie O Within the past year T
[ video All or part of the document
2 . s B
&ll or part of the file name: name: [V gealtiand Drives:(GK2) ]
[ ’ I I When was it modified? ¥
You may also want to... You may also want to... What size is it? ¥
Use ad d h Use ad d h
o;‘taioan swrance searc 033 0ansvance searc More advanced options: (3
[ Back ] [ Search ] [ Back ] [ Search ] [ Back ] I Search ]
[ o [ o [ %5 |

Figure 1.9 Figure 1.10 Figure 1.11



The search can be further refined by expanding the “Use advanced search options” and
expanding the sections "When was it modified?”, "What size is it?” and “More advanced
options”.

when was it ~ More advanced A
modified? < options
(*) Don't remember Type of file:
(O Within the last week ST ~ ] {All Files and Folders; ¥
O Past month 3 i = Search system
() within the past year (3) Don't remember folders
() Specify dates () small {less than 100KB) — [] search hidden files and
Madifie . () Medium (less than 1 ME) folders
—_— () Large (more than 1 MB) Search subfolders
from |22fo5i2011 O specify size (in KB) [] case sensitive L
e T 7 ‘7—‘ [] search tape backup Vi

Search. If I Selected to do a search selecting “All files and fol ped tafe IN THE
“All or part of the file name” box and changed drive to “]” in in” options and
then clicked on Search; the message shown in Figure 1.15 i ed.

Figure 1.12 Figure 1.13 F/§14
To start a search, enter the known information in the appropriate%es d then click

The results are shown in the right panel as shown in > Even though the
search criteria was entered using lower case, the r iSplays TAFE in upper case

letters. The search engine is not case sensitive.
To open any folder or file in the results panel, si ouble left-click on the name of

that folder or file.

B Search Results Q@@

<L P ‘_v’ ‘/‘j Search |||~ Folders v @FolderSynt

Address [J Search Results v,‘ =2
Search Companion X Name In Folder Size  Type Date Modified
P - DTAFE hHY File Folder 22}05{2011 10:10 AM

Searching for files with
“tafe” in the filename.
Found 1 so far.

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

- Looking in Drive (J:) and

in subfolders. Yes, finished searching
Yes, but make future

searches faster

- Looking in system folders.

‘V

No, refine this search
and...

Change file name or
keywords

- Not looking in hidden files
and Settings\user\My
Documents\Visual
Studio\excel

Look in more locations

Change whether hidden
and system files are
included

Stop

Figure 1.15 Figure 1.16






Skill Practice Exercises MEM16008-SP-101 & MEM16008-SP-102

Skill Practice Exercise MEM16008-SP-101

On your hard drive, create a new folder call My TAFE in the My Documents folder.
Create sub-folders from the 19549 Diploma Group 1 Mandatory Units in the in the My
TAFE: MEM16006A, MEM16008A, MEM30012A and MSACMT251A.

Within each folder create sub-folders called Tutorial Exercises, Skill Practice Exercises
and Notes. The directory will look similar to that shown below.

= - My TAFE
= - MEM16006A

_ Notes
] skill Practice Exercises \
] Tutorial Exercises QQ
= ) MEM16008A
) Notes \z
] skill Practice Exercises Q
] Tutorial Exercises &
= ] MEM30012A %
) Notes %

J skill Practice Exercise@®
) Tutorial Exerci

g U MSACMT251X\

] Notes %

bt ce Exercises

JTu | Exercises

Skill Practice E. 16008-SP-102
Copy the folieri USB Flash Stick and your backup external drive.

&%



