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Note: Much of this book is general in nature; general to the point that on occasion | have oversimplified. It is not that |
want to lie to you; | just don’t want your head to explode. Future books, classes, and experience will refine the topics
introduced here.

To paraphrase a Jack Nicholson character, “You can’t handle the truth.”

Well, not just yet.

For Classes taught by R. Craig Collins

Labs 1-9 are due at Noon Friday

Some labs require all related files to be zipped

You will use the following model to name those files yourname-labx.zip
(ie My lab 1 would be zipped as craig-lab1.zip)

Lab 10 is due the last Wednesday of the regular semester, at Noon.

This original term paper will be submitted unzipped for plagiarism detections.
Late work is barely tolerated, and if accepted, will be penalized.

Tests are conducted in class, no make up tests.

Check your email on a regular basis for updates.

Check D2L for the course syllabus and syllabus appendix, as well as for

exact due dates, directions on how to submit items,
and class related tutorials and orientations

Windows 10>Windows 11 Cheat sheet

Windows 11 functions just as Windows 10 did, though visually there are a
few minor differences, like the centered task bar

But starting a program is still the same: hit the Windows Start button on

MmO E O -

your screen =

u
or press the Windows Start key or on your keyboard,

then start typing the name of the program you want to start.




Zipping a file Windows 10,
right click the folder or file you wish to zip,
and

select Send to >, then select Compressed
FIn 10 2Tart

Send to

Copy
Create shortcut

Properties

(Zipped folder)

Text Document
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Microsoft Word Doc...

| Compressed (zipped) folder
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Zipping a file Windows 11,

right click the folder or file you wish to
zip, and

select Compress to Zipped file

Enter

Open

Open with >
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O

Open file location
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Remeove from Quick access

Compress to ZIP file
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Copy as path
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Properties
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Viewing full file names Windows 10,
Open File Explorer

select the View menu,

click the box labeled

File name extensions

= | Drive Tools  Mew Volume (E:)

Share1' Manage
[ H -

[TH Details pane
Mavigation Sort
pane~ by~

Home

Iltem check boxes

Add columns 2. File name extensions

Size all columns to fit |:| Hidden items

Panes Current view Show/hide

View full file names Windows 11,
Open File Explorer,

select the View menu,

select Show> and select

File Name extensions

=t ~ 3= view ~ aea

(O Extra large icons o Seal

O  Larae icons

Show ? J Navigation pane

Details pane

Preview pane

Item check boxes
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For tips in older versions of Windows you To find Tips in Windows 11,
could use the search tool, o

or Windows Help and Support _a ;
click MM then click Ties

To organize windows on your monitor,
hover above the Restore button, then

select the layout you wish to use
— %

L UL
-

|

Sign out in Windows 10, Sign out in Windows 11
RIGHT CLICK Start button on the screen RIGHT CLICK Start button on the screen

|
4
click Shut down or sign out> Click Shut down or sign out>

select Sign out select Sign out

s File Explorer

Sign out

A O S 0 > Shut down Search Sign out
Gektop Restart A R
un
€ Sleep
Shut down or sign out > Shut down
Desktop Restart

B O E O -




For Classes taught by R. Craig Collins

Labs 1-9 are due at Noon Friday

Some labs require all related files to be zipped

You will use the following model to name those files yourname-labx.zip
(ie My lab 1 would be zipped as craig-lab1.zip)

Lab 10 is due near the last day of the regular semester, at Noon.

This original term paper will be submitted unzipped for plagiarism detections.
Late work is barely tolerated, and if accepted, will be penalized.

Tests are conducted outside of class, no make up tests.

Check your email on a regular basis for updates.

Check D2L for the course syllabus and syllabus appendix, as well as for

exact due dates, directions on how to submit items,
and class related tutorials and orientations
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DOS and the Art of the Command Line Overview 1 Orientation

DOS 1 Part One: Other Resources

While this text might be of interest to anyone interested in using a computer to
manage files, those people using it as a text book for a class should be aware
that quite a bit of addition material will be made available to you, including the
syllabus, video examples, and instruction on how to use your Classroom
Management system. These are kept separate from the text book in order to
keep these other resources current and up to date. Check your student email for
information on where there resources are, and start reviewing them as part of
your class, if applicable.

Note: while the book implies use of DOS, the Windows CMD program is a great
way to master command line skills without actually using an OS (Operating
System) from 1994.

The command prompt is often how ‘Power Users’ quickly take care of tasks; just
because DOS went away does not mean the command line, and its versatility,
did.

Lab Summaries.

Just reading a book is not the best way to master operating systems, it is also
best if you practice the skills described, and then quiz yourself. If using this
book as part of a class, the lab activities and quizzes are part of the class, but
everyone should take advantage. Here is a list of the labs to be covered

Command Line
Lab 1: Learning basic commands to get help, to create and navigate directories
(also known as folders), and to create and display documents (also called files).

Lab 2: File Management; duplicating files, renaming files, changing file
attributes, plus coverage of deleting files and directories.

Lab 3: Managing hard drives, automation (Recording a series of commands to
accomplish multiple tasks, in sequence).

Windows
Lab 4: File and folder creation, basic navigation, word processing and graphics,
as well as copying and renaming files.

Lab 5: Customization of Windows, managing hard drives and programs,
automation, and recovering from problems.

Lab 6: Navigation over networks, sharing information between users and
programs.

10



DOS and the Art of the Command Line Overview 1 Orientation

Linux/Unix

Lab 7: Basic commands to get help, to create and navigate directories, to create
and display documents, plus file management; duplicating files, renaming files,
changing file properties, as well as deleting files and directories.

Lab 8: Graphical user interfaces for Linux; comparison of the Windows interface
and various Linux distros

(Note: many distros can be downloaded, and the computer can boot to the OS
on the download device... and when finished the computer can boot normally to
its original OS.

Lab 9: Many Linux systems are used as Web Servers, so Lab 9 discusses
networks and the Internet, and creation of web pages.

Capstone Lab :
Comparison of Operating Systems

[ Command
Lemg

DO5s
| Windows
| Command

Custamizing
Windows

Basic | File
Mavigation | | Management
—t

b1 ||| b2

i
Commands
Lab5

Lab 7

| Sharing
Automation | | | Networks
wifBanch Files ] | Intarnet

= i
wb3 | | % Luba

| Complete |
| Capstone Lab |

s Final Bxam 1

Al
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DOS 1 Part Two: Interacting with the computer
Controlling file names
Locating Files
Zipping
Command Prompt at Home

Before we start with the Command Prompt, there are a few things you need to
do and understand about your Windows computer.

Controlling File Names
While the reasons for this are covered later, you really need to understand how
to tell Windows to show you the FULL file name, and extension.

Windows 7 and earlier: Open Windows Explorer, also known as My Computer or Computer
« Left click the Start button on your screen, and select ‘Computer’

» 1) Tap [Alt] key to reveal Menus, 2) select Tools, then 3) select Folder options...

* 4) Choose the View tab

* 5) De-select the check mark next to 'Hide extensions for known file types'

* Click OK
TR YT T |

S
T _—
VAR W [
O My Computer O |‘ b » Computer » - h
\_/] ——— U - ~— — Folder Options ﬂ [ —
Organize = System pre 5= BT Is0 ? il Vi P
Organize » Sy Map network drive... ogr | General ‘ Iewzl’-‘ | Search | [
F Disconnect network drive.., Folder views
- : You can apply the view (such as Details or lcons) that
,.;avorltes Open Sync Center... dl you are using for this folder to all folders of this type.
Desktop by T
18 Downloads | 3 Folder options... = Apply to Folders Reset Folders
. “ Recent Places 8
4 Libraries 4 DeViCE‘h Advanced settings:
@ Documents 7 Libraries & &d Files and Folders -
o Music % Documents E\ [T] Aways show icons, never thumbnails B —
. . . E“-E]/ [ Aways show menus
=] Pictures @ Music N Display file icon on thumbnails £
B videos = Pictures 4 NEtWC_t Display file size information in folder tips
B Videos [ Display the full path in the title bar {Classic theme only) ||
on
= Hidden files and folders
N = 3 — 0:)
1% Computer ‘_:-3./-8! @ Dont show hidden files, folders, or drves
Q-? 05 (C) "M Computer T () Show hidden files, folders, and drives
= Local Disk (D} Q_-". 05 (CH) . Hide empty drives in the Computer folder
. . . " = || Hide extensions for known file types I
@ S0 (G:) "_" Local Disk (D:) ‘x 5 Hide protected operating system files (Recommended)
5 h_collinsc0385 (W, #9050 (G 4 Oth
er
% O (\tenet3ih_col i h_collinse (tenet3) (H: Restore Defaults
o prodevs (\\tc) (P: “g O (tenetIih_colline (0:) P §
S# studentss (\\tene 3 prodevs M) (P fﬁ&/ e Poply
% imed13168 (\iten 2 studentsS (tenet3) (U2

Windows 8.1 or later: Open File Explorer, also known as Computer or This PC

* Right click the Start button on your screen, and select File Explorer

» Choose View tab

» On the right of the ribbon, Select ‘File Name extensions’ to see the extensions

OB W

Computer

ey
(11

EPreview pane  |§E Extra large icons =) Large icons L|I [D]' [] rtem check boxes
> [ED'

@Details pane i{ﬂ Medium icons  ZE Small icons File name extensions
Mavigation T = - _ Sort Hide selected Options|
pane + FE List 4=% Details = by~ g Thagen mems e =

Panes Layout Current view Show/hide
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Locating Files

Overview 1 Orientation

Again, the tool used to locate files has different names:
Windows XP: Windows Explorer or My Computer

Windows Vista or Windows 7: Windows Explorer or Computer
Windows 8.1 or 10: File Explorer or This PC

... but they all refer to the same tool.

Typically you start selecting a file by first scrolling down the left hand window

until you see

Computer (Windows 7 and earlier)
or

This PC Windows 8 and later) and

(.}L_.-" |! b Compator »

Flap netwurk diive

%] Docurnents
J' Fusic

= Pictures
- Videos

& Campuer

¥ Metwcrk

& WITCHZZ2 VWM Wierkgraug: WIRKGROLF Pernerg: 200 58
Processor: Intel(R) Com(TRT2 CPUL.,

Deyarize = vt prope e Urerstall or change & program
4 Hard Disk Drives: 1)
W Favories o 7 ek il
B ez —-—
Il ¥ Downloack [; R
o Recent Paces 4 [pices with R o Storage (1)
! | &
el Libwaries pres Flappy Disk Drive [ LE DVDWCO-Ri Drive (05

& | [} < | ThisPC - o X
Computer View ~ 0
i ([T Preview pane || Extra large icons 84 Large icons JI O] [ ttem check boxes P
- ¥=
E Details pane 2 Small icons - Il File name extensions "
Mavigation T - - . _ Sort Hide selected  Options
FhRo BE vist B2 Details T bye (5 [ Hidden items items -
Panes Layout Current view Show/hide
< w1 @ » ThisPC » v | Search This PC jol

4 ¢ Quick access 4 Folders (6)

i [ Desktop o \L
§oomict [ Ji e E
lsp2015 Desktop Documents  Downloads Music Pictures Videos
books 4 Devices and drives (3)
lab3 f— P
Ll =

. S B

Floppy Disk  Local Disk DVD RW

Drive (&) (i) Drive (k)

4 Network locations (4)

> & OneDrive
b &) This PC

then choose the hard drive, network drive, or thumb drive you wish to open.
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Zipping
You cannot email folders, nor can you submit folders to most
Classroom Management systems.

However, you can zip files or folders to email, or submit.

Zipping compresses an item or items into a small package which can be emailed
or submitted...

To do this

1) right click the file or folder,

2) select Send to »

3) choose Compressed (Zipped) folder

The resulting new item will have a zipper icon to let you know you succeeded.

& | [ < | ThisPC - O X
Computer View A 0
[T Preview pane &) Extra large icons @ Large icons _|I [E]- [ ttem check boxes x 7
: ¥
i T EDetails pane Zg: small icons - File name extensions _ ]
Na:'aia:'f" BF List B=2 Details = a;rf [ Hidden items Hidde selected | Optians
Panes ayout Current viet Show/hide
~ T &+ ThisPC « ¢ | Search This PC o
-~
{2} Quick access 4 Folders (6) Right click the file or folder you wish to Zip
[ Desktop  #* ] \l/ ﬂ E
i Download:#" - -
Desktop Docum Open eos
lsp2015 . -
- - (6] d
4 Devices and drive [Fen b= e
books Pin to Quick access
lab3 .- Browse in Adobe Bridge C55.1
5 h_collinsc038! Floppy Disk  Local B Send to 3 | 7 Compressed (zipped) folder ) h

Select SendTo
Choose Compressed (Zipped) folder

The resulting zip icon will have a zipper [g

test.zip

Your zipped icon may vary in appearance.
Never change the extension from .zip
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Using the Command Prompt
While the best way to practice the Command Prompt is to use DOS and a floppy
disk (A:\>), this is not always an option.

Instead, you could use the Windows Command Prompt, and a Thumb Drive or
network drive.

1. Insert your Thumb Drive

2. note the drive letter assigned, such as E:\
if you miss the notification of which letter is being use, open Computer or This PC
and look to see what icon has been added.

3. Click Start and type cmd to search for the command prompt

4. DO NOT FORMAT your thumb drive, hard drive, or network drive.

5. Change to the thumb drive by typing the drive letter, followed by a colon (:)
example E:
press the enter key

6. If you have other items on the thumb drive, you might create a folder for this class
example md floppy
Change to the new folder, using cd floppy

7.
8. Your prompt should look something like below

B3 Administrator: C:A\Windows\system32\cmd. C=RRCIR X ]

] E_:_\f1opr_>;/->_

9. Continue your lab as directed, knowing that your prompt will display as
E:\floppy>
instead of A:\>

More on use of the command prompt shortly.

15
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Notes

16
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DOS 1 Part Three: Big Picture and Basics
Why use the command line?
Big Picture
Terms
Definitions

Hardware
Input
Process (CPU + memory)
Measuring memory
Output
*Storage
Optional Advanced Topics
Motherboard

Software
System
Operating Systems
Utilities and Programming
Applications
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Why learn Command Line?

Question: How do you rename a file in Windows?
Right click, select rename, type in the new name, and then hit enter.

Question: How do you rename a million files in Windows?
Right click, select rename, type in the new name, hit enter...then repeat 999,999,999 times
OR drop to the command prompt and do it with ONE command.

Windows can show you all the files in ONE folder;
the command prompt can show you EVERY file in EVERY folder.

Premise: folks who can drive a manual transmission car can drive an automatic better than
people who don’t understand what the transmission is trying to do.

So, the command line is often the fastest way to accomplish a job, and sometimes the
ONLY way to apply a command to multiple objects... such as renaming hundreds of files at
once. In some environments, the command line is the only method of taking control of the
task at hand, such as troubleshooting, or advanced networking. Plus, learning ‘paths’ from a
command line is of great benefit when writing HTML, so these skills apply to many advanced
classes or computer topics to come.

Why use DOS instead of the Windows Command Prompt?

The command prompt is the full power of Windows, implemented with commands instead of
menus and dialog boxes. When modern users open the command line, they are not faced
with the limitations of DOS, just a different way to accomplish a task. So, why use DOS if it
is available, instead of the command prompt?

Well, it is not because major differences in the commands or what they do. Most DOS and
Windows commands are identical in purpose and usage; for our purposes there are only two
commands in DOS mentioned that do not occur in Windows, simply because Windows
provides a different solution. (Most of the commands that occur in Windows, and not in
DOS, are advanced networking commands and are beyond the scope of this introduction.)

So why use real DOS if it is available? While learning the command line, it would be too
simple for students to simply switch to a Window to rename files, copy documents, create
folders, or use the Windows clipboard. Students learn the tool if that is the only tool
available.

So, DOS is an instructional, pedagogical, choice. Once mastered, you may implement the
exact same syntax in the Windows command prompt, and later, with minor tweaks, to the
Linux Terminal. But the best way to learn command line is to use it.

Having said all that, most of you, most of the time, will use the Windows Command prompt.

18
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The BIG PICTURE

Keyboard Mouii :
pnd Ti
— Input Pointing 1 roychpad
S A TouchScree
|Storage
; Machine |ciscipe
cPU H
Computer -l i R
—~ Hardware |— Model —+—  Process | =
—{ Memaory Ir
q  Rrom BIOS
. o
Hardcopy
| Output e
"“'l Softocopy |
2 -
Urilities "7 torage |«
e ey oos
System - Boot —— Ling HE
. Manage Files
Carnputing BR Manage Resources GraphicaIUIwindDws
System - iali
¥ Specialized wiard Processing 0s/2
; 3 — Spreadsheest
Application e Productivity Database
Presentation
d Ethics
* Utilities
Repair
Backup
-ommunication Sl
Defragmentation
etc,

Superscalar
Multitasking
Multithreaded

(Multiuser)

You are part of the computing system: Hardware+Software+the User
But what is meant by hardware and software?

Hardware is what you can touch and used to be: Input+Processing+Output

but modern computers go a step further with: Input+Processing+Output+Store
that is, saving something so it doesn’t disappear when the computer is turned
off.

Software is the part of the computer you can’t touch, the data and instructions
Zipping around the computer’s RAM until they are STORED as a file. But, what is
RAM? And, are there different kinds of software, just like there are different
kinds of hardware?

It turns out, before we can start talking about computers, we need to
understand some of the terms computer folks use. So, we’ll take a little time to
discuss some terms.

Don't worry, the definitions follow.
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Glossary

BIOS

Bit

Boot

Byte

CPU

Disk
Giga...
Hardware
Hertz
Input
Kilo...
Mega...
Monitor
Output
Peripheral
RAM
ROM
Software
Zip

Next are my definitions, which are explained a little differently than your books do. Hopefully
the combination of my definitions, and the book definitions, will help you master the terms.

20
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Definitions

Access

Bandwidth
BIOS
Bit

Byte

CPU

Computer
Proficiency

CRT

Data

Desktop

DOS

File

Hard Disk

Hardware

Locating a file

Random access, like disks or memory, is like a music, CD, you may skip to
a favorite song;

Sequential Access, like backup tapes, is like a music cassette, you have to
go through songs to get to your favorite

Transmission capacity, often incorrectly referred to as transmission speed
Basic Input/Output System, a ROM chip used at boot up, as the OS loads
Binary Digit, a 1 or a 0, the only item a computer can understand

Binary Term, usually 8 bits, enough information to represent a typed
character

Central Processing Unit, the brains of the computer

a type of Microprocessor made up of the Control Unit (CU)
and the Arithmetic Logic Unit (ALU)

In order to use a computer, you don't have to be an expert, just proficient...
Being able to do basic functions with a computer

Cathode Ray Tube, a old fashioned boxy TV style monitor
Facts that can be processed into useful information, input
(the user communicating with the computer, such as entering items on the

keyboard)

The metaphor used in a Windows computer to show what files and
programs you may use, and how they are organized

Disk Operating System, a command line OS that came before Windows

In databases, a collection of related records; in computers in general, the
name given to a collection of stored data / instructions

Long memory that keeps content even when the computer is turned off...
Auxiliary or Secondary Storage

The part of the computer you can touch, if outside the case itis a
'peripheral’
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Repetitions, or cycles; often related as cycles per second, as in megahertz ,
about a million cycles

A graphical element on a desktop that represents an object, such as a file
or program

Input/Output, typically a used as a hardware term.

Data that has been processed info something useful; output (the computer
communicating with the user, such as results displayed on a monitor)

about 1000, exactly 1024; can be used with bits, bytes, or hertz
about a million, exactly 10242; can be used with bits, bytes, or hertz
another name for CPU

Operating System; a subset of System software; the OS provides the
interface between the hardware, application software, and the user; i.e.
DOS or Windows

A file that contains instructions, such as a word processor, Application

Random Access Memory, (should’ve been Read Write Memory)
Main Memory

Short term Memory that can hold new information

RAM is erased when the computer is turned off

Read Only Memory, memory that holds unchanging information

Instructions or data in RAM; the part of the computer you can't touch;
includes System software (manages the computer, such as the Operating
System, or Utilities, or Programming) and

Application software (does something useful for the user, such as word
processing)

How the user interacts with the system software; Windows is a Graphical Ul

World wide web; the area of the Internet that uses http protocol to transfer
files written in html;

also, the normal host name assigned to a web site, such as the www in
http://www.templejc.edu

22


http://www.templejc.edu/

DOS and the Art of the Command Line Overview 1 Orientation

ZIP: A file that can contain multiple files, or more importantly, a file that is compressed to take up less

space; useful for emailing attachments, or for uploading. (See page 10)

Zip
NOTE: the ZIP contents are not always usable as is. Thus, you should not try to read or edit zip files
until you download them and extract them. If redoing a lab, delete the zip, and edit the original files.

Computer System
Hardware - Software - You, the user

Computer Model
Input > Process - Output

Fast Food Restaurant
Input - Process - Output
Raw Meat - Cook - packaged Hamburger

Computer
Input - Process - Output
Raw Data - Manipulated - Useful Information

Input

The user communicating with the computer
Input: Raw Data

Keyboards and/or Source Data Entry

->Keyboards

Typewriter differences

e Note: Function Keys may be used as shortcuts for commands
e Note: [Ctrl] modifies a keyboard selection into a command

e Note: [Alt] allows you to choose an alternative

NUM CAPS SCROLL Print seroll | Pause
Esc F1 F2 F3 F4 F5 F& F7 F8 Fa F10 F11 F12 LOCK LOCK LOCK Screen Lock | Break
) Help ) ) ) o o o SysRq ]
Y Yy
~Tolel#sTw]~ e =[O [ =1+ T e ) [ uomeeoe ) [ren] , ]+ ] -
*l1]2)3]4afs]e)]7]l8]ofo] f=]«— Up Lock

Enter

{Tab : Q(W|E[R|T|Y|U|[I[O]|P % ]} « [D‘*'E"e e | boin [Zﬂm ? Fou .
[Caps e [AIS(D|F|G|IH[J[K|L]: ; o [i ’ E’
[1} Shift Z X C V B N|M < > 7 ﬁ Shift [gnd i Sg Dn

[ Ctrl Alt Spacebar Alt Ctrl

Reserved Device Name: CON Console (keyboard) < MPORTANT! write this downl
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Input

Keyboard, Continued

Enter Execute

Ctrl + Brk Cancel

Ctrl + S Pause screen

F3 Re-type last DOS command

Print screen Sends the screen to the default printer

or shift print screen

—->Source Data Entry

MAY NOT BE AVAILABLE IN DOS*

Source Data Entry basically refers to any input that is not a keyboard.
Source Date Entry devices include the Mouse, Track balls, and/or touch

pads; modern devices include scanners, digital cameras, microphones,
etc.)

Left mouse button: select Right mouse button: execute

(*many source date entry devices require a driver.

Drivers are the instructions to the operating system on how a device
works. Drivers are often loaded and configured during boot;

see DOS 9, Batch files, for details on autoexec.bat and config.sys )

Reserved Device Name
AUX Auxiliary Serial Port
COMx Serial Port, x=1, 2, 3 0or 4

Serial ports move information a bit at a time, in sequence
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Process
CPU + Memory

CPU

Control Unit + Arithmetic Logic Unit

Manager + Workers

Scheduling + Math and Comparisons
+-*/ < =>

Machine Cycle: Fetch Decode Execute Store

Fetch: retrieve and load information

Decode: convert 1s and Os into computer usable instructions
Execute: carry out the instructions

Store: place results of execution where it can be used

>Measuring CPU speed. The number of times a computer can repeat the
machine cycle process is roughly how fast the computer is, also known as
the Clock rate, measured in Megahertz (MHz., millions of repetitions) or
Gigahertz (GHz., billions of repetitions) See page 29 for CPU comparisons.

Memory

Just as a person may use a white board for a complicated math problem
or keep a book of instructions, a computer needs two kinds of memory to
keep up with things... one changeable, and on fixed.

->ROM

Read Only Memory

The contents normally don’t change.

Example: the BIOS is a ROM chip, used to boot the computer.
(Transferring the OS from disk to working memory; these direction don't
normally change, and must always be available)

ROM is similar to a book; if you close a book; all the words will still be
there, in the same order, tomorrow, or in three years.

->RAM

Random Access Memory,

perhaps should have been called Read/Write Memory

(Working memory, like a white board... new material can be added or
removed when no longer needed. RAM is typically volatile, or temporary)

RAM is like a white board; you may add a new math problem, or remove

an old math problem when solved... but it is not permanent. In most
computers, when you turn off the system, everything in RAM goes away.
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—->Measuring RAM

Consider a horizontal line, - .
By itself, it conveys no meaning. But if you string together /, then the -,
then a \... you can form a typed character... / - \ together forms an A.

It is the same with an operating system... a single one or zero conveys no
meaning, but if you put together a series of 1s and 0Os... you can form a
typed character.

A single 1 or O is called a bit, short for Binary Digit.
Enough 1s and Os to form a typed character is called a byte... short for
Binary Term.

Typically, a single word does not convey a story. You need sentences,
paragraphs, and chapters. In RAM, we signify a number of bits or bytes
using the prefixes of kilo, mega, and giga.

(There are more, but these will meet our needs for the moment.

Kilo in computer terms is 1024.
(Roughly a thousand, but that is not precise enough for this class)
So a kilobyte is 1024 typed characters.

Mega in computer terms is 1024 times 1024, or 10242,
(Roughly a million, but that is not precise enough for this class)
So a megabyte is 10242 typed characters.
A floppy disk is 1.44 MB or 1.44 Megabytes
A compact disk is 600-800 MB or 800 Megabytes

Giga in computer terms is 1024 times 1024 times, or 10243,
(Roughly a billion, but that is not precise enough for this class)
So a gigabyte is 10243 typed characters.
A DVD is 2-17 GB or 17 Gigabytes
A hard disk is 80+ GB or often in excess of 80 Gigabytes

->DOS and RAM

DOS natively can only use 640 KB of RAM

In the old days, 1 MB of RAM was installed; DOS used the first 640 KB,
and the video system used the rest, called upper memory.

As more memory was heeded for video, video memory was moved to the

video card, leaving more RAM available for DOS. New utilities allowed
DOS to use upper memory, and any additional memory, called extended.
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Output
The computer communicating with the user.

->Soft copy
Soft copy is computer dependent, as in video on the monitor

A Monitor works with a video card to display images;
The image is a series of glowing dots of light called pixels

Monitor terms
Refresh rate: how often pixels are lit, often measure in Megahertz
(that is, each pixel is re-lit millions of times per second)
Resolution: the number of pixels across or up and down
(the more dots, the smoother the image,
more pixels requires more video memory;
DOS typically works at 640 wide by 480 high, called VGA)
Color depth: the number of colors that can be displayed
(the more colors, the more video memory is needed)

Other softcopy output
Speakers, or computer controlled devices such as lathes or auto welders
—->Hard copy

Hard copy is tangible (touchable) without a computer, as print on paper

A Printer often places dots of ink on paper to form typed characters, so
the term resolution, measure in dots per inch, or dpi, applies to printers.

Reserved Device Name
LPTx parallel Port, x=1, 2, or 3
PRN Printer (if attached to LPT1)

Parallel ports move information one byte at a time.
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Storage
Four Functions of a Modern Computer

Input - Process - Output > Store

Since material cannot be added to ROM, and since RAM is volatile and
may go away, storage is needed to save data or instructions long term.

Further, storage devices may be used as an input, or an output.

RAM is primary, so storage devices are often called Auxiliary or
Secondary Storage. Most often, these devices are Disks.

->Magnetic Disks, such as floppy disks or hard drives
Positive magnetic charge can be a 1, a negative charge can be a 0.
Formatting prepares a disk for use; adds organizational storage areas

A hard disk is a metal or glass disk coated with a magnetic material. As
an area of the disk could have a positive or a negative charge, this could
be interpreted as a 1 or a 0, suitable for computers to record data on.

Diagram of a disc
Track showing the invisible
Circular division | {racks and sectors
created during
formatting.

(Actually there are many
more tracks and sectors
than shown).

Tracks are the circular
lines, similar to a bulls
SE'Ct_DI" eye. The tracks are
Subdivided Track | givided into sectors,

which act as 'buckets'

Hard Drive that can hold
with multiple disks | information.

7 Heads, Sectors typically are too
4 Platters small to hold an entire
file.
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The very first sector on the very first track is often used for record
keeping, an address book of sorts; in DOS, the system is called FAT.

File Allocation Table
The Address book
Tracks where files are saved

Fragmented files take
longer to locate and load
into memory, so many DOS
and Windows disks need a
defragmentation utility to
optimize disk access.

Defragmented File
Contiguous, all parts touch

Sectors from time to time
lose the ability to reliably
store data. This is called a
bad sector; bad sectors on
a disc volume may be
repaired with DOS’s chkdsk
or scandisk, or the Windows
Error Checking tool.

Fragmented File
Mot contiguous, parts scattered
Slower to load

Rdwmtkhpdtd TRp—— | Note: the gap between the
* HHistR Rl read-write head is smaller
than smoke, hair, and even
dust. If something gets
lodged in the gap, magnetic
material is removed,

destroying the data

O Cd

Floppy disks, if present, are typically called the A: and the B: drive.
The first hard drive, if present, is typically called the C: drive.

->Optical Disks, such as CDs or DVDs (May not be read by DOS)
Light reflected one way can be a 1, light reflected the other can be a 0.
The first optical drive, if present, is typically called the D: drive.

NOTE: Many computers that run both DOS and Windows place DOS on the C: drive, and
Windows on the D: drive. Therefore, any optical disk assignment may start with E:

->Disk Capacity

Recall, from the discussion on bits and bytes and kilo, mega, and giga:

Floppy Disk 1.44 MB

CD 800-600 MB and DVD 1.2-17 GB

Hard disk 10 MB-80 GB (old) or 80 GB and up.

10244 (Terabyte, trillions of bytes) are common, but unusable by DOS)
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ADVANCED TOPICS
Note: the following items may apply to Non-DOS command prompt
operating systems.

->Non-disk storage (May not be read by DOS)

Flash drives, thumb drives, jump drives, etc. are all versions of a solid
state (no moving parts) storage concept that doesn’t require electricity
(non-volatile). Typically these devices are treated as a disk drive, and are
assigned drive letters following any hard disk and optical disks.

->0ther storage devices (prior to DOS)

Recall, computer storage simply requires one of two possible states that
can be read as a 1 or a 0... such as positive charge or not positive charge;
light bounced here or light did not bounce here.

An early storage method was punch card, as in 1s and 0s being assigned
as hole punched here or no hole punched here.

Magnetic tape preceded magnetic disks.

—->Remote Disk access: Networks
Computers read storage devices, and it doesn’t matter if the disk is in the
computer or not.

A series of computers that share information are called a Network.

LAN: If the computers are close together, they may form a Local Area
Network. Typically these computers connect via a Network Interface Card
(NIC) and cable.

WAN: If the computers are not close together, they may form a Wide
Area Network. Typically these computers connect via telephone or
wireless access.

Older systems used analog phone lines, which required a modem to
modulate or demodulate the binary signals to analog.

Note: a 4 lane freeway can move more cars that a single lane road, even
if the speed limit is the same. So often fast networks are called
broadband networks, which actually measures capacity... or how much
information is moved per second, rather than how fast it is being moved.
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Note: Hardware continues with the Motherboard, beginning on page 28.

Dial up Phone line (Cat 3 Twisted Pair) uses RJ11 connectors
Ethernet network line (Cat 5 or Cat 6 Twisted Pair) uses RJ45 connectors

L e
xf':%:__::" ﬁ&/’

:P,,f"

RJ 45
LANSs

RJ 11
Telephone

Cable TV networking implement Coax (coaxial) cable and BNC connectors

-

———

Fiber Optic cable (normally many cables bundled) and FDDI connector

H =

An analog phone line's 'speed’ is measured from about 28 kilobits to 56 kilobits per second. A digital
phone line can be about 128 kilobits per second. But most broadband connections all can move at
about 1.544 megabits per second. What separates DSL from T1 and T3 broadband connections is
the additional capacity... a T1 has perhaps the capacity of about 24 ISDN 'hoses' while a T3 has the
capacity of perhaps 28 T1 'hoses.’

Connection Capacity Time to download 3 MB Time to download 30 MB
Dial Up 14.4 to 56 Kb 7 minutes to 31 minutes 69 minutes to 5 hours
ISDN ~128 Kb 3 minutes 30 minutes

DSL/Cable 128 Kb~1.544 Mb 37 seconds at 640Kb 6 minutes at 640Kb

T 1.544 Kb 15 seconds 2 minutes 30 seconds
Wireless LAN  to 10 Mb 1 second 24 seconds

T3 44.736 Mb less than one second 5 seconds

Wired LAN 100 Mb less than one second 2 seconds

Fiber Optic t0 2.488 Gb less than one second less than one second
Notes:
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Motherboard

In its most simple terms, the motherboard connects the CPU and memory
to all the other input, output, and storage devices.

The motherboard typically is stored inside a system case.

Other items typically found on a motherboard:

ROM BIOS | The ROM BIOS is the chip responsible for booting the
computer. That is, loading the operating system from disk to
RAM. THE ROM BIOS is a Read Only Memory chip that
contains the Basic Input Output System that allows the
computer to interface with the keyboard, monitor, etc.

CPU The Central Processing Unit, the brains of the computer.

RAM Working memory, RAM is changeable read/write memory for
short term use. RAM is volatile, and the contents are lost
when power is removed.

CMOS The Complementary Metal Oxide Semiconductor

Think of the CMOS as a little chunk of RAM that is kept
current by a battery, and keeps track of certain settings
when the computer is off. The battery also powers the clock.

Reserved Device Name
CLOCK$ the system clock

Devices that reside outside the system case (often called peripherals)
connect to the motherboard through slots or ports.

Slots hold adapter cards for non-standard or specialized devices.
Ports connect standard devices to the motherboard.

Typical Ports:

Serial Ports (obsolete) for 15t generation keyboard, mouse or
modem

Parallel Ports For 1st generation printer

PS/2 Ports For 2"d generation keyboard or mouse

USB or For 37 generation keyboard and mouse

IEEE 1394 Can also provide high speed access to printers and

Firewire Ports (Non-DOS) devices such as cameras, networks, and
removable storage devices
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Typical Motherboard Layout

RAM Modules

EEEEEEEEEEERET
0000000000000

= =
5

5
5

CPU (under fan)

(connects to
video port)

CMOS
Boo; ]
ooooo
|Dnnnnnnunnnnnnnunn| i
0000000000000agaan

--PCI upgrade slots--
(remove knockouts
on outside of case)

Side view of
PS/2 USB Modem NIC

Printer Port
Note: The egg crate looking items are where cables are connected.

Aside from the video port connected to the video adapter, many modern
computers don’t have any of the above ports. They instead use multiple
USB ports for the mouse, keyboard, printer, and network card.

Many laptop computers used to use PCMCIA PC-cards, but now use USB.

The term often used for non-USB peripheral devices is legacy. Legacy slots used to
include ISA, EISA, and VESA... each slot was a different shape and color, and accepted
different kinds of adapter cards. Currently, if a computer has any slots, they typically are

PCI.

BONUS: Brief Intel CPU History

4004-8088 class 1971-1979
80286 class 1982
80386 class 1985
80486 class 1989

Pentium class (1-4) 1993-2000
Multiple Core (i3-i7) 2007-

Clock Speed

400 KHz (.4 MHZ) -5 MHz
8-16 MHz

16-40 MHz

20-100 MHz

60MHz - 1.5 GHz (~1500 MHz)
2.5 GHz and up, per core
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Software

Software is the part of the computer you can’t touch. True, you can touch
a disk on which an instruction or data is saved; this is called a file. But
touching a saved file is NOT touching software in the true meaning.

Software is the intangible data and instructions a computer is processing.
People alone can’t manipulate software. A user directs hardware to
process software.

Software is typically classified as system software or application software.

System Software
System software doesn’t really do much for users; it runs the computer.

System software includes Operating Systems, Utilities and Programming.

->Operating Systems Software (0S)
Texas is part of the US, not the other way around. The OS, the topic of
this class, is a member of the larger System software family.

Hardware
OS role in the computer system: User - Operating System <
Application Software

Aside from Operating systems provide the user access to hardware and
applications, they also provide housekeeping tools, such file location, and
the ability to create, edit, rename, copy, move, or delete files.

A user can interact with the Operating System through a command line
which, while exacting, offers the most control.

A user can also interact with the Operating System via a Graphical User
Interface (GUI). A GUI typically is easier to use, but is limited in what it
can do.

OPERATING SYTEM | INTERFACE
DOS Command line only*
Windows Graphical user interface with Command line access
Mac X Graphical user interface with Command line access
UNIX\Linux Command Line or

Graphical user interface with Command line access

*While there were tools that gave DOS a graphical look, DOS Shell and Windows 3.1 had
all the limits of DOS. These limits are covered in Chapter 2 and 3.
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Reminder: While DOS is a very simple, and limited command line OS,
many of the commands are identical to the Windows command prompt.

And both DOS and the Windows command prompt can do things that
CANNOT be done through Windows Graphical User Interface.

Thus this workbook: in order to extend Windows to its full capabilities you
need to understand the command line. In order to get the most out of
UNIX, Linux, or the Mac, you need to understand the command line.

You can learn the command line using DOS, or the Windows command
line, but using DOS sort of forces you to learn the command line...
Windows lets you bail out to the GUI. Use DOS if it is available.

->Utility Software

Tools that provide computer support beyond the interface and file
management are often called utilities. Again these programs don't really
do anything for the user, at least not directly... they keep the computer
running so the user can use it. Some utilities are purchased separately,
such as anti-virus software. However some utilities come with the
operating system; a few of these are covered in Chapter 7.

—2>Programming support

The tools used to create operating systems, or other programs, falls in
this area. Again, these programs don’t really do anything for the user.
Programming is well beyond the scope of this book, but at the lowest
level, programming is giving the computer instructions... a simple way to
deliver a series of instructions is a Batch files, covered in Chapter 8.

Application software

Application software does some real world task for the user, such as
typing a letter, adding numbers, or listening to music. Many times
applications are called programs.

Note: a program file contains the instructions to make your word
processor work, for example. The letter you create with the word
processor can be saved in a data file.

This workbook will discuss applications only in passing, to illustrate
operating system concepts: operating systems start applications,
operating systems send what you are typing on the keyboard to the
application, and the operating system take information from the
application and delivers it to monitor or printer
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Notes
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DOS and the Art of the Command Line

Overview 2

DOS 2-3-4 Command Prompt; Lab 1

Overview 2 Command Prompt

DOS 2

Booting

I0

Command Execution
File Management
Common File extensions
Directories

Directory Trees

DOS 3
HELP
command /?
FORMAT
Optional parameters
Syntax
Changing Drives
Command Prompt change
Exploring and using Directories
DIR
MD
CD
CD .. and CD \
RD
Intro to COPY
TYPE
DEL
Paths
Limits of DOS

NOTE: IF YOU ARE NOT USING A FLOPPY DISK, PAY ATTENTION TO EXTRA NOTES IN THE LABS

DOS 4

Lab 1 Commands
Lab 1 Activities
Lab 1 Questions

To Start the WINDOWS Command Prompt: Press Start (3 or = ) , then type CMD
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The big three jobs of the OS are input/output (I/0), starting programs or
applications (also known as command execution), and file management.

Booting

While the ROM BIOS provides a POST (Power On Self Test) to verify the
minimum required I/O devices are present, and the BIOS has enough
control of basic I/O devices to use a disk as an input and direct the OS
files to RAM, at some point the BIOS is no longer up to the job; however,
by then there is enough of the OS in memory to control the rest of the
job, and load specific files designed to handle configuration and setup.
This is often called Real mode. Even Windows starts life just like a DOS
computer going from BIOS to Real mode... as more of the OS gets loaded
into RAM, more features become available, and Windows shifts into
Protected mode.

If the computer is completely off, the start up is called a cold boot, and
RAM is blank.

If for some reason you want or need to restart the computer (Control+Alt+Delete can force a reboot if the
computer is hung), this is called a warm boot. There is still information in RAM, which may or may not be a
good thing.

Warm boots are easier on the computer mechanically; cold boots ensure
nothing troublesome in RAM is there to interfere with the computer.

I/0

Again, while the ROM BIOS provides basic access to the keyboard,
monitor, etc., the BIOS cannot provide access to individual applications...
that is the job of the OS. Further, there are many devices that the OS can
recognize and use that the BIOS does not understand. So, some of the
files DOS loads during the end of the boot process are specifically to deal
with input and output and allows the OS to act as middleman between
hardware and applications; these files include MSDOS.SYS and I0.SYS.

Further setup and configuration will be dealt with in Chapter 8, Batch
files. Batch files don’t change the operating system, they simply
automate any tweaking a user may wish to make to the system.

Advanced topic: You may view what the BIOS can control by using the
BIOS setup. Newer BIOS chips support power saving, etc., that may not
be supported by your OS; the BIOS setup can let you turn some features
on and off... and your choices are saved in the motherboard CMOS.
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Command Execution

Starting programs is another domain of the OS. As a matter of fact, the
whole boot process is about starting a program... the OS itself. In DOS,
the main program file is named COMMAND.COM. But, there are other
small programs that are part of the OS, too, and they are called
commands.

A command is just a small program that carries out a specific task of the
operating system. And, of course, there are the larger application
program files that the OS can start as well.

The model typically used to describe starting a program is
‘Select, then do.’

In DOS, this means type out the command that starts the program or
application, and press the Enter key to let DOS know you are ready to
execute.

Commands are typed at a flashing cursor on the monitor called the
command prompt or the system prompt; the flashing cursor indicates
DOS is ready. More about the command prompt in Chapter 3.

In Windows, ‘select, then do’ may mean to click on an icon to select it, then press the
Enter key... or double click... basically the first click selects and the second click replaces
the enter key function.

File Management

When you save a file, the OS usually wants to know three things:

1) where you will save the file 2) what you want to name the file, and

3) what type of file it is. Then the File Allocation Table, or something
similar, for that disk will record where the parts of the file are stored.

These pieces, the location, file name, and file type are all assembled
using a combination of back slashes '\' and periods '.’, called a path.

Location\File name.File type

such as
C:\test.txt

C: is the location, a *\' connects the drive to the file name.
Test is the file name, and it is connect to the file type txt using a ‘.’

There is NEVER a space within a file path. (More on paths later.)

€ IMPORTANT! ‘Write this down! = |
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Full file names include the file name and the file type. File types are also
called the extension, and are for DOS typically three characters, such as
the .SYS extensions for MSDOS.SYS and I10.SYS mentioned in the IO
section.

Common file type extensions

Executable files (commands and programs) end with:
bat

com or

exe

Text files that may be read by DOS, and displayed on the screen
txt

Itr

bak (perhaps used for backup copies of a text file)

doc (was used as documentation... now used by Microsoft Word )
ini (initialization files)

hlp  (help files)

Proprietary extensions used by applications or operating systems
sys for DOS system files

pdf (Adobe acrobat file)

gif  (graphic file)

jpg (image file)

htm (web page file)

rtf  (word processing file)

zip (Zipped, compressed file)

doc (Microsoft Word word processing file, now docx)
xls  (Microsoft Excel spreadsheet file, now xlsx)

ppt (Microsoft PowerPoint presentation file, now pptx)

Directories (Folders)

Just as you wouldn’t dump all of your tax receipts into one shoe box, you
shouldn’t throw all of your program and data files randomly onto a disk.

DOS uses directories to organize files. Windows calls these folders, but
they are the same thing.

When you format a disk, part of the process is to create the ‘root

directory.” The root directory become your filing cabinet, and will then
hold any directories or files you wish to create and store there.
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Think how paper files are organized. You open a filing cabinet drawer,
and flip though folders until you locate the logical place to drop your file.
Just as you can place a folder inside of another folder, you can place a
directory inside another directory. This is called a subdirectory.

Perhaps you are doing your taxes. After looking through your file cabinet,
you have no good place for all the receipts. You make a directory called
Taxes, and in that directory create a subdirectory called 2008 for the
year. In that directory, perhaps you create subdirectories to hold tax
forms, another for bank statements, and perhaps another for receipts.

DIRECTORIES (FOLDERS)
ORGANIZE FILES

ppiyivyARY

11Uw£SL________;_E%§.

Wi
. i\

A graphical representation of above, using a tree structured chart
(root)

‘taxles ‘ ‘dilrectoryl ‘ ‘ directlory2‘

filel
file2
The tree, as described in DOS

(root of C) C:\
} 2008
stmt
l Filel.txt

file2.txt

taxes

Path to filel.txt c:\taxes\2008\stmt\filel.txt
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Notes
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DOS 3
HELP
command /?
FORMAT
Optional parameters
Syntax
Changing Drives
Command Prompt change
Exploring and using Directories
DIR
MD
CD
CD ..and CD \
RD
Intro to COPY
TYPE
DEL
Paths
Limits of DOS

NOTE: IF YOU ARE NOT USING A FLOPPY DISK, PAY ATTENTION TO EXTRA NOTES IN THE LABS

To Start the WINDOWS Command Prompt: Press Start (3 or = ) , then type CMD

A note about the command prompt:

The command prompt is two things

1) an indicator or what the computer is looking at
and

2) a place to enter commands.

Everything to the left of the > is the path to which drive and directory the
computer is looking at...

You enter commands at the flashing line to the right of the >

Path Where commands are entered
J J i
C:\DOS>_ € IMPORTANT! Write this down! =

e
Your prompt may differ from that shown in the book, as your path may differ
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HELP

The first command you need to remember is HELP.
Type in HELP at the command prompt; then press the Enter key to start a
small program that lists all the commands that are available.

DOS Help
Choose the command and press the Enter key; a description of the
command is displayed.

Note: This workbook focuses on only a few of the available commands

DOS 6.22 Help Window

File Search Help
MS-DOS Help: Command Reference

Use the scroll bars to see more commands. Or, press the PAGE DOWN key. For
more information about using MS-DOS Help, choose How to Use MS-DOS Help
from the Help menu, or press Fl. To exit MS-DOS Help, press Alt, F, X.

<What’s New in MS-DOS 6.227>

<ANSI.SYS> <EMM386 . EXE> <Multi-config>

<Append>
<Attrib>

<Batch commands>

<Break>
<Buffers>
<Call>
<Cd>
<Chcp>
<Chdir>
<Chkdsk>
<CHKSTATE.SYS>
<Choice>
<Cls>
<Command>

<Alt+C=Contents> <Alt+N=Nest> <Alt+B=Back>

<Erase>
<Exit>
<Expand>
<Fasthelp>
<Fastopen>
<Fc>
<Fcbs>
<Fdisk>
<Files>
<Find>
<For>
<Format>
<Goto>
<Graphics>

<N1sfunc>
<NumTock>
<Path>
<Pause>
<Power>
<POWER . EXE>
<Print>
<Prompt>
<Qbasic>
<RAMDRIVE.SYS>
<Rd>

<Rem>

<Ren>
<Rename>

There are many more commands than will fit on the screen. If you are
using DOS with no mouse, you use the arrow keys to move into the
command you wish to find out about, and then press the enter key.

DOS and Windows HELP alternative
If you know the command you wish to find out about, instead of starting
HELP, you may type out the command followed by a space, then /?

Example (Note: do not type the C:\>... that part of the prompt is the current path)

C:\>FORMAT /?

This will display HELP for just this command, including optional
parameters and syntax, then return to the command prompt.

More on optional parameters and syntax after the Windows HELP screen, in FORMAT.
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Windows Help

If using Windows command prompt, the HELP screen will look similar to:

C:\>help

For more information on a specific command, type HELP command-name

ASSOC Displays or modifies file extension associations.

AT Schedules commands and programs to run on a computer.

ATTRIB Displays or changes file attributes.

BREAK Sets or clears extended CTRL+C checking.

CACLS Displays or modifies access control 1lists (ACLs) of files.
calls one batch program from another.
Displays the name of or changes the current directory.
Displays or sets the active code page number.
Displays the name of or changes the current directory.
Checks a disk and displays a status report.

CHKNTFS Displays or modifies the checking of disk at boot time.

CLS Clears the screen.

CMD Starts a new instance of the windows command interpreter.

COLOR Sets the default console foreground and background colors.

ComMP Compares the contents of two files or sets of files.

COMPACT Displays or alters the compression of files on NTFS partitions.

CONVERT Converts FAT volumes to NTFS. You cannot convert the
current drive.

COoPY Copies one or more files to another Tocation.

DATE Displays or sets the date.

DEL Deletes one or more files.

DIR Displays a Tist of files and subdirectories in a directory.

DISKCOMP Compares the contents of two floppy disks.

DISKCOPY Copies the contents of one floppy disk to another.

DOSKEY Edits command Tines, recalls windows commands, and creates

macros.

ECHO DispTlays messages, or turns command echoing on or off.

ENDLOCAL Ends Tocalization of environment changes in a batch file.

ERASE Deletes one or more files.

EXIT Quits the CMD.EXE program (command interpreter).

FC Compares two files or sets of files, and displays the differences
between them.

FIND Searches for a text string in a file or files.

FINDSTR Searches for strings in files.

FOR Runs a specified command for each file in a set of files.

FORMAT Formats a disk for use with windows.

Again, this is not the full list, just what may fit on the screen.
To find Windows usage, use HELP command-name OF command-name /?

Note: You may use lower case or upper case when typing commands.
A list of all the DOS commands & usage is in the DOS Appendix, near end of book

FORMAT (Not to be used on hard disk or thumb drive)

Since it is not a good idea to mess around with files on the hard drive, it
would be a good idea to use a floppy disk, if available. To prepare a
floppy disk for use with DOS or Windows, it needs to be formatted.

The way this workbook will relay information on commands will following this model:
Command Name:

Purpose:

Syntax, including common parameters.
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Example of command, purpose, and syntax:

Command Name FORMAT
Purpose To prepare a disk for use
Syntax FORMAT drive:
Common parameters | /q (quick format on a previously formatted disk)
Example FORMAT A: or FORMAT A: /q

Note: you have the option to label the disk
Note Make sure your prompt 1s NOT A:\>

You can’t format a disk that is 1in use

>What is syntax?

Syntax the rules of using a command; that is, how a command can be
used, but using generalities or place holders instead of specifics...

it should be more of a guide, or a fill in the blank starting point.

In the format command above, the syntax includes the required
elements, but uses the word drive as a place holder for an actual drive
letter. Later, items in brackets are optional.

In this workbook, the syntax is similar to what HELP would provide;
future syntax examples will include optional items that may be included.

2>What are common parameters?

Common parameters may be added at the end of the command to tweak
the command.

In the example above, you may add /q IF the disk has previously been
formatted, and IF you prefer to do the quick format instead of the regular
format.

Oé:her brief examples of syntax and common parameters
m

md makes directories... but you can't just type in md by itself;

the syntax is md foldername, indicating you need to use the command,
and provide the name of the directory you are making

an example would be md 1abl

dir

dir generates a directory listing

you can use dir by itself, but you can also do

dir /w for a wide directory listing

or

dir /p for a directory listing that pauses after each full screen;
SO you might put the syntax as

dir [/wl [/p]

with the bracket items being optional IMPORTANT! wWrite this downl =
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Changing Drives
To tell the computer to begin paying attention to a different drive is to
change drives; type in the drive letter and a ‘:’, then press the enter key.

ExamEIe (Note: do not type the C:\>... that part of the prompt is the current path)

If using a thumb drive, use the drive letter it was assigned when inserted such as e:

3 MPORTANT! Write this down! | |

You will know your computer is now paying attention to the floppy disk as

the system prompt will chanc';e to reflect the current drive and directory

Note: in the above example, the current drive is A: and the current
directory is the root... recall, you connect drives to directories using the '\’
If no other directory is showing, you must be viewing the root...

so read A:\ as the root of the A drive.

Exploring and using Directories

Now that the computer is paying attention to the A: drive, we need to see
what is on the A: drive... this is done using the DIR command.

Command Name DIR
Purpose Generates a directory listing
Syntax DIR [drive:\][directory-name]

Common parameters | /w (wide directory listing)
/p (directory listing pauses after each full screen)
Example DIR

or
DIR /w

or
DIR /p

Go ahead and try DIR.

Example (Note: do not type the A:\>... that part of the prompt is the current path)
A:\>DIR

If you do not specify a drive or directory, DOS used the path in the prompt, in this case A:\
You should get a message that no files were found... this shouldn’t be a surprise as the disk was just
formatted. If using a thumb drive, or network drive, you may see some items added previously to the drive.

Let’'s make a directory named test.

Command Name MD (or MKDIR)

Purpose Makes a directory

Syntax MD [drive:\][directory-name\] directory-name
Common parameters | n/a

Examp|e MD TEST

Example (Note: do not type the A:\>... that part of the prompt is the current path)
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A:\>MD test

No news at the system prompt is usually good news... as we often do not
get confirmation that anything happened.

To verify the directory was created run DIR again... you should see
something like the following:

A:\>DIR

03/19/2008 10:26 AM <DIR> test

0 File(s) 0 bytes
1 Dir(s) 1.400 bytes free

You should see buried in all the information: <DIR> test.

This verifies a directory named test exists. Let’s see what is inside

Command Name CD

Purpose To change directories

Syntax CD [drive:\][directory-name\] directory name
Common parameters n/a

Examp|e CD TEST

A:\>CD test

Should éield the new s‘stem iromﬁt

Indicating the computer is now paying attention to the test directory on
the root of A: (Your results may differ if using a different drive letter.)

Fire off a DIR. You may expect to see an empty directory, but instead you
see something like:

A:\TEST>DIR

03/19/2008 10:26 AM <DIR>
03/19/2008 10:26 AM <DIR>

0 File(s) 0 bytes
2 Dir(s) 1.400 bytes free

For now, ignore the . Tr‘ the foIIowinﬁ

Your system prompt should show the root of your drive, A: in my case.
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So, CD directory-name changes us into a directory, and CD .. changes
us back out of the directory.

If we had something like the following:
(root)

‘taxles ‘ ‘dilrectoryl ‘ ‘ directlory2‘

filel

file2
And our prompt indicated we are in the stmt director
A:\taxes\2008\STMT>_

Then CD .. would back us out of STMT to 2008
A:\taxes\2008\STMT>CD ..

Changing the system prompt to
A:\taxes\2008\>_

What if we quickly wanted to change to the root directory ?
Recall, the root directory of A: is indicates as A:\

So to change directories to the root, use CD \
A:\taxes\2008\STMT>CD \

Careful, cd \ on a hard drive would change to where important files are.
You may need to use cd .. repeatedly to get back to where you started.

And our prompt will then indicates we are now in the root directory
A:\>

‘

Let’s modify our CD syntax to include the following

Command Name CD
Purpose To change directories
Syntax CD [drive:\][directory-name\] directory name
Common parameters n/a
Example CD TEST
CD .. to change out of the current directory
CD \ to change to the root directory

Now, let’s get rid of that empty directory; but first, an analogy.

If a farmer has an old barn that may fall over, he may instead decide to
demolish the barn. So, he loads up the barn with TNT.

Do you suppose he wants to be in that barn when he blows it up? No.
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The same logic is applied to formatting drives and removing directories...
your system prompt MUST indicate you are NOT in the directory...
so use CD .. first

Command Name RD (or RMDIR)

Purpose To remove an empty directory

Syntax RD [drive:\][directory-name\] directory name
Common parameters n/a

Examp|e RD TEST

Up until now, all we have dealt with are directories, and directories are
only used to organize files. We need some files to look at. The problem is
of course, a newly formatted disk has no files. Our solution is to use copy.

Note: a more detailed discussion of copy will follow.

Intro to COPY

Command Name COPY
Purpose Duplicates files
S y n t ax COPY [drive:][\directory-name\]source [drive:][\directory-name\]destination

COPY source destination

Common parameters |n/a

Example copy filel.txt file2.txt

Any place you see Source in this book, it means the path to

“where is the file now, and what is it called?”. (more on paths on p. 48)
Destination means the path to

“where is the file going, and what will it be called?” You may specify
exactly where the file is, but you may omit anything that is part of your
prompt... so from here on out I'll use COPY source destination instead of

COPY [drive:][\directory-name\]source [drive:][\directory-name\]destination
with the understanding that I can include specifics, if needed.

At first glance, the syntax seems lacking. Let’s say for the time being
source simply tells the computer where to find the data to be copied and
destination tells the computer where you want the file to be copied, and
what you want to call it.

But this still seems to leave us short, as nhow we don’t have data to copy.
The magic solution? The keyboard can be a source; recall the reserved

device name for the keyboard, (in the Hardware section of Orientation) is
CON.

50



DOS and the Art of the Command Line  Overview 2 Command Prompt

Now we can plug in CON for source, and let’s call the file we are copying
from the keyboard to the disk test.txt.

Change the syntax of

COPY source destination to

COPY CON test.txt

When the command is entered, you get a flashing cursor without a
prompt... this is where you type the source data.
A special keyboard sequence will be used to signal the end of typing.

Example
A:\>COPY CON TEST.TXT

At the flashing cursor, type in something like your name
A:\>COPY CON TEST.TXT

A: \?COPY CON TEST.TXT
Ccraig

When finished, press and hold the Control key, press the Z key, and let
go.

Recall, the Control key turns other keys into commands.

One way to remember this sequence is to say you are finished typing in
your data from A to Z... Control+Z

Note: The computer displays ~Z, but you can’t type ~Z... it is [Control]+Z

When finished you should see something similar to
A:\>COPY CON TEST.TXT
Craig AZ

Oone file copied
A:\>_
To verify the file was created, at the flashing system prompt type in DIR

A:\>DIR
03/19/2008 11:29 AM 5 test.txt

1 File(s) 5 bytes

Recall, a byte is a typed character.
Craig has 5 typed characters, hence 5 bytes for my example.

But how can we read the contents of the file, to verify it contains what we
typed?
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Command Name TYPE

Purpose To display the contents of a text file
Syntax TYPE [drive:\][directory-name\] file-name
Common parameters n/a

Examp|e TYPE TEST.TXT

To verify the file, at the flashing system prompt type TYPE TEST.TXT

The contents of the text file will display, then return to the prompt
A:\>TYPE TEST.TXT
Craig

A:\>_

Finally to wrap up our introduction to commands, let’s get rid of the
test.txt file

Command Name DEL

Purpose To delete a file

Syntax DEL [drive:\][directory-name\] file-name
Common parameters n/a

Example DEL TEST.TXT

A:\>DEL TEST.TXT
A quick DIR should verify the file is gone... and your disk should be back
the way it was before you began.

Paths

Any place you encounter
[drive:\][directory-name\] file-name
in syntax, this means you may supply a drive letter, or directory names.

(root) If our prompt is
A:\directory1\>

‘taxles ‘ ‘dilrectoryl ‘ ‘ directlory2‘

But we wish to type out filel.txt
We could
cd ..
filel
file2 cd taxes
cd 2008
cd stmt

type filel.txt
Or we could simply use the path, and tell the computer where to look in
on statement by suppling the drive and directories info
type a:\taxes\2008\stmt\filel.txt

Anything that is part of the system prompt may be left out of the command.
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Visualizing a path in Windows using ‘My Computer or This PC'
If you were to do the above example in Windows

e Open My Computer, also called Computer or This PC

e Select (double click) the 3 1/2 Floppy (A:) to see the lab1l,.

e Select (double click) the lab1 folder to see the taxes folder

e Select (double click) the taxes folder to see filel.txt, and file2.txt
As you do double click to open drives and folders, the address bar keeps
track of where the computer is looking...

The \ (backslash) is used to connect the drive to a folder, a folder to
another folder, or a folder to a file. The full path for filel.txt would be:
A:\LAB1\TAXES\filel.txt

start

2 My Computer

LAB1

% Floy
(8]

) Qsacl > 'Qf P Search Fuolders ___-'-_.
la

TAXES

T — A1\  LABL\ TAXES

end

A:\LAB1\TAXES>

Limits of DOS

While for pedagogical reasons, DOS is a great way to start command
lines, DOS went away for a reason... it was limited in what it could do.

DOS can only do one thing at a time.

DOS file names are limited to 8 characters, with 3 characters for the extension...
no spaces allowed.

DOS cannot efficiently use more than 640KB RAM

DOS cannot efficiently use large hard drives

DOS cannot use many modern input and output devices

No modern software is designed to run on DOS.

None of these limits prevents one from using DOS as a learning tool.
The Windows command prompt does not have the above limits, but really

doesn’t add anything from a learning point of view.
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Notes
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DOS 4

Lab 1 Commands
Lab 1 Activities
Lab 1 Questions

To Start the WINDOWS Command Prompt: Press Start (3 or =% ), then type CMD

At the end of this process, there is a quiz based on the following questions and
activities. So, to get the best score, fill in all the answers in this document first.

1. FORMAT

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command is entered into DOS

2. MKDIR or MD

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command is entered into DOS

3.CD

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

What does cd .. mean? What does cd \ mean?

Write out one example of how the command is entered into DOS

4. DIR

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Are there any common parameters mentioned in class? List them
Write out one example of how the command is entered into DOS

While we haven't used this command yet, get help by typing tree /?
5. TREE

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Are there any common parameters mentioned in class? List them
Write out one example of how the command is entered into DOS

More on the TREE command in the following Overview.
A list of all the DOS commands & usage is in the DOS Appendix, near end of book

See Overview 3 for other useful commands, such as copy and type.
Check Class website or YouTube for a short video similar to Lab1l 4

Ten:l”
acioe
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Activity
Recreate the following in DOS or the Windows command prompt,
using these steps.

A:\>tree /f
Folder PATH listing for volume
volume serial number is
Al
L—Tabl
L—taxes
2007

gtrl
gtr2
gtr3
qtré

bankstmt.txt

2008

Don't type the part of the instruction that represents the prompt, such as C:\> or A:\>

Optional: Format your floppy disk, if needed; DO NOT FORMAT C: or thumbdrives
C:\>format a:

O 1. Change to your drive (any available drive; examples use A:, If working with no floppy
C:\>a: use network drive, or USB drive , ie f:or 0:,perhapsmd floppy, then cd floppy)

Once you have accessed where you will be doing your work:

O 2. Make a Directory (folder) named lab1

A\>md Tabl (Again A:\> is not part of the command, your prompt may differ.)
O 3. Verify the Directory was created by requested a Directory Listing

A\>dir

O 4. Change into the Directory named lab1

A:\>cd Tabl

O 5. Make a Directory (folder) named taxes
Alab1>md taxes

O 6. Verify the Directory was created by requested a Directory Listing
A\lab1>dir

O 7. Change into the Directory named taxes
Alab1>cd taxes

0 8. Make a Directory named 2007
A:\lab1\taxes>md 2007

O 9. Make a Directory named 2008
A\lab1\taxes>md 2008

O 10. Change into the Directory named 2007
A\lab1\taxes>cd 2007

O 11. Make a directory for Quarter 1
A:\lab1\taxes\2007>md qtrl
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(continued)

O 12. Make a directory for Quarter 2
A:\lab1\taxes\2007>md qtr2

O 13. Make a directory for Quarter 3
A:\lab1\taxes\2007>md qtr3

O 14. Make a directory for Quarter 4
A:\lab1\taxes\2007>md qtr4

O 15. Change into the Directory named qtr4
A:\lab1\taxes\2007>cd qtr4

[0 16. Copy data from the Console to a file named bankstmt.txt
A:\lab1l\taxes\2007\qgtr4>copy con bankstmt.txt (then Enter)
Type your name

Press [Ct1]+Z to end the file, and return to DOS

1 file(s) copied.

0O 17. To read the contents of the file
A:\lab1\taxes\2007\qtr4>type bankstmt.txt

0 18. Change into the directory one step higher than qtr 4
A:\lab1l\taxes\2007\qtr4>cd ..

O 19. If using a floppy, change to the root directory (\) in one step

A:\lab1\taxes\2007>cd \
(if not using floppy, cd .. and repeat until at the starting point, such as e:\floppy> )

O 20. Display the entire disk structure with files
A:\>tree /f

Your screen should look like the image.

A:\>tree /f
Folder PATH listing for volume
volume serial number is
A,
L—Tabl
L—taxes
2007

F—qtril

qtr2
qtr3
qtré

bankstmt.txt

2008

Quiz on Hands On Activity (the Quiz in D2L is 60% of your grade)
Answer the following questions based on this lab to prepare you for the D2L quiz

Question 1 (2 points)

The format command

a) displays the contents of a directory, including sub-directories
b) prepares a disk for use

¢) changes into to a directory

d) generates a listing of the specified directory

e) creates a directory
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Question 2 (2 points)

Syntax: format

a) format source destination

b) format [drive]:

¢) format directoryname

d) format source

Question 3 (2 points)

What is typed after the C:\> prompt to format the floppy?
a) a: format b) a:\ format

¢) format a: d) format a:\
Question 4 (2 points)

The MD (or MKDIR) command:

a) changes into to a directory

b) prepares a disk for use

d) generates a listing of the specified directory

c) displays the contents of a directory, including sub-directories
e) creates a directory

Question 5 (2 points)

Syntax: MD
a) md /w b) md directoryname
¢) md source destination d) md [drive]:

Question 6 (2 points)

What would you enter after the prompt to make or create a directory named junk?
a) md a: b) rd junk

d) cd junk d) md junk

Question 7 (2 points)

The command CD

a) creates a directory b) changes into to a directory

c) displays the contents of a directory, including sub-directories

d) prepares a disk for use e) generates a listing of the specified directory
Question 8 (2 points)

Syntax: CD

a) cd /w b) cd source destination

d) cd directoryname d) cd [drive]:

Question 9 (2 points)

The following is the correct use of change directory cd a:
a) True b) False

Question 10 (2 points)

The DIR command

a) creates a directory

b) displays the contents of a directory, including contents of sub-directories
c) changes into to a directory

d) generates a listing of the specified directory

e) prepares a disk for use

Question 11 (2 points)

Syntax: DIR
a) dir [directoryname] [/w] [/p] b) dir source destination
c) dir d) dir [drive]:

Question 12 (2 points)
To get your directory listing in columns across the whole screen is

a) dir /p b) dir /w
c) dir d) p /dir
e) w /dir
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Question 13 (2 points)

The tree command

a) displays the contents of a directory, including sub-directories

b) creates a directory

c) generates a listing of the specified directory

d) changes into to a directory e) prepares a disk for use

Question 14 (2 points)

Syntax: TREE

a) tree [directoryname] [/f] b) tree /w

C) tree [drive]: d) tree source destination

Question 15 (2 points)

Which DOS command shows the contents of a directory, as well as the file contents of any
sub-directory?

a) tree /f b) dir C) tree d) dir /f

Question 16 (3 points)

What would be typed after the prompt to get help with all the DOS commands?

a) man b) DOS /? c) help d) F1

Question 17 (3 points)

What is the command you would enter in DOS to format the floppy, if needed?

Not just the command but what needs to be typed after the prompt to actually format the
floppy c:\>
Question 18 (3 points)

Enter what would be typed after the prompt change from the C drive to the A drive
c:\>__

Question 19 (3 points)

Enter what would be typed after the prompt to generate a directory listing

c:\>

The remaining questions assume you are using the floppy disk to complete the activity
DO NOT INCLUDE THE A:\> prompt when choosing your responses.

Question 20 (1.5 points)

What would be typed after the A:\> prompt to change from the root to the lab 1 directory?
a)mdlab 1 b) cd lab 1 c)rdlab 1 d) lab1l

Question 21 (1.5 points)

What would be typed after the A:\lab1> prompt to change from the lab1 directory to the
taxes directory?

a) md taxes b) cd taxes ¢)rd taxes d) taxes

Question 22 (1.5 points)

What would be typed after the A:\labl\taxes> prompt to change from the taxes directory to
the 2007 directory?

a) cd taxes\2007 b) cd 2007 «c¢) 2007 d) md taxes\2007

Question 23 (1.5 points)

What would be typed after the A:\lab1l\taxes\2007> prompt to change from the 2007
directory to the qgtr4 directory?

a) cd qtr4 b) md taxes\2007\gtr4 c) cd taxes\2007\qtr4 d) qtr4
Question 24 (3 points)

What would be typed after the prompt to display the contents of the bankstmt.txt file?
a:\lab1\2007\qtr4> bankstmt.txt Only supply the missing command.

Question 25 (3 points)

Enter what would be typed after the prompt to change from the gtr4 directory to the 2007
directory NOTE: the cd command is already there... what goes after cd?
a:\lab1\2007\qtr4>cd ___

Question 26 (3 points)

Enter what would be typed after the prompt to change from the 2007 directory to the root
directory Note: the cd is already there, what goes after the cd?

a:\lab1\2007\>cd ___
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This page is for Collins classes, check with other faculty if this book is used for a class;
In Windows, zip the entire lab1 directory & rename in the form of yourname-labx.zip. ie craig-lab1.zip

Zipping files, if required to turn in, zip as follows:

When you wish to email or upload several files and folders, the best way to do this is
to 'zip' them.
Using My Computer or This PC in Windows:
1. select the file(s) you wish to zip (hold down the control key to select multiple files)
1. Right click the selected item
(if you have selected several items, right click one of them)
2. Choose Send To
3. Choose Compressed (zipped) Folder
4. The new file will be created in the same location
5. Rename the file to the form yourname-labx.zip

Renaming files

When you wish rename a file:

1. Select the file you wish to rename

2. Right click the file

3. Choose Rename

(Note the three character extension if visible, before proceeding)

4. Once the name is selected you type in the new filename to replace the old
5. Make sure the extension, if visible, remains the same

6. When finished, press the [Enter] key.

Submitting Files and/or Folders

. If using D2L, Choose the class for which you want to drop off an assignment.
. Find the Dropbox tool, click on it.
. Choose the appropriate Dropbox folder, click on it.
. Choose [Add a File], then choose [Browse] or [Upload] Button
You then may need to choose Computer to browse for your file

A ON -

. Find the file that you would like to upload and click [Open], then choose [Add]
. Type in a short description or comment about the file, if you like.

. Select [Add] for any additional files that may be pertinent, and repeat

. After your files have been selected, click [Submit].

0 ~NO O

9. Some files may take a long time to upload (especially if graphics are in the file).
Check your class web site for specifics on how to upload files and or take quizzes.

Submitting the Quiz
1. If using D2L, Choose the class for which you want to take the quiz.

2. Choose the Quizzes menu, and locate Lab 1.

3. Answer the questions based on this documentation.. SAVE EACH ANSWER.
4. WHEN FINISHED, PRESS SUBMIT
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Overview 3

DOS 5-6 External Commands; Lab 2

DOS 5 Internal and External Commands
Internal Commands

External Commands

TREE

Wildcards

DOS 6

Lab 2 Commands
Lab 2 Activities
Lab 2 Cheat Sheet
Lab 2 Questions
End chapter 3

To Start the WINDOWS Command Prompt: Press Start (3 or E ) , then type CMD

Note: Command Reference in Appendix A
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DOS 5
Internal Commands
External Commands

As DOS must fit in a very small chunk of RAM, it probably is not
surprising that not all DOS commands get loaded into memory during the
boot process. Only the commands that are a part of command.com are in
RAM at all times. The remaining DOS commands typically reside in a
directory on the C: drive called DOS (C:\DOS), and are loaded into RAM
when the command is actually used.

For all practical purposes, the most common commands are internal, and
the newer or less frequently used commands are external.
As far as usage goes, however, there is no difference.

INTERNAL DOS COMMANDS

A short list of the most frequently used internal commands, many of
which were covered in Chapter 3.

CLS, used to clear the screen
Syntax CLS

COPY, used to duplicate files
Syntax, see Chapter 3

DATE, used to display or change the system calendar
Syntax DATE [mm-dd-yy]

DEL, used to remove a file
Syntax, see Chapter 3

MD, used to make an empty directory (may use MKDIR)
Syntax, see Chapter 3

RD, used to remove an empty directory (may use RMDIR)
Syntax, see Chapter 3

DIR, used to generate a directory listing
Syntax, see Chapter 3

REN (RENAME), used to rename a file
Syntax REN source destination

TIME, used to display or change the system clock
Syntax TIME [hh:[mm:[ss]]]

TYPE, used to display the contents of a text file
Syntax, see Chapter 3

VER, used to display the DOS or Windows version
Syntax VER

VOL, used to display the volume label
(labels are normally set with FORMAT, and changed with LABEL)
Syntax VOL [drive:]
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Really useful ‘new’ Internal commands.

After entering a lot of DOS commands, your screen is junked up with a
record of previous commands given; to wipe the screen clean and get
back to a pristine system prompt, use CLS

Command Name CLS
Purpose Clears the screen
Syntax CLS
Common parameters n/a
Example CLS

While COPY technically was introduced in lab 1, we used a very limited
subset of COPY... copying from the keyboard (CON).

Command Name COPY

Purpose Duplicates files

Syntax COPY [path\]source [path]destination
Common parameters | n/a

Example copy filel.txt file2.txt

A few rules.

1. Memorize copy source destination, you will use it often.

2. If no path is specified, it is assumed you mean the path shown in the
system prompt.

3. No files can have the same full filename in the same directory,
but files in different directories may have the same full file name.

Some examples of COPY

A:\> COPY filel.txt file2.txt

copies filel.txt in the current directory (A:\), to the same directory (A:\)
and calls the duplicated file file2.txt (the full file name is different)

A:\> COPY filel.txt filel.ltr
copies filel.txt in the current directory (A:\), to the same directory (A:\)
and calls the duplicated file filel.ltr (the full file name is different)

A:\> COPY filel.txt C:\filel.txt
copies filel.txt in the current directory, (A:\), to C:'s root (C:\)
and calls the duplicated file filel.txt

A:\> COPY C:\filel.txt filel.txt
copies filel.txt in C:’s root (C:\) to the current directory (A:\),
and calls the duplicated file filel.txt
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Rename behaviors in a similar fashion, REN source destination, but there
is one caveat... you identify where the file is with the source, so
no path is allowed for the destination... just what it will be called.

Command Name REN or RENAME

Purpose Renames files

Syntax REN [path\]source destination
Common parameters n/a

Example REN filel.txt file2.txt

Some examples of REN
takes filel.txt in the current directory (A:\),
and renames the file to file2.ltr

A:\> REN C:\filel.txt file2.ltr
takes filel.txt in the C:’s root (C:\),
and renames the file that is the previously specified directory to file2.ltr

EXTERNAL DOS COMMANDS

Available commands not loaded into RAM at boot include the following:

ATTRIB, used to display or change attributes
Syntax ATTRIB [£R or A or S or H] [filename]

CHKDSK, used to display a status report of a disk, or
Fix errors in the File Allocation table
Syntax CHKDSK [drive:] [/f]
Replaced by SCANDISK

*DELTREE, not available in all versions of Windows, used to remove
non-empty directories DANGEROUS, use with caution
Syntax DELTREE [path]

DISKCOPY, used to copy a floppy
Syntax DISKCOPY source destination

LABEL, used to change a disk’s volume label
Syntax LABEL [drive:] [new volume label]

TREE, used to display directories, but unlike DIR,
Tree can also display the contents of subdirectories (files)
Syntax TREE [path] [/f]

*UNDELETE, not available in Windows (replaced by the recycle bin)
May be able to recover recently deleted files
Syntax UNDELETE [path\] [filename]

XCOPY, used to copy files and directories, including empty directories
Syntax XCOPY source destination [/e]
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Attrib is for attributes. The attributes a file can have are

Read Only: the file cannot be deleted nor existing material changed
Archive: the file has never been backed up and is in need of archiving
System: a DOS file

Hidden: the file is not visible to any DOS command aside from ATTRIB

Neither read only or hidden files can be deleted, so if you are getting an
error, check attrib.

Command Name ATTRIB

Purpose used to display or change attributes

Syntax ATTRIB [£R or A or S or H] [path\][filename]
Common parameters | n/a

Example ATTRIB +R filel.txt

Some examples of ATTRIB
A:\> ATTRIB

RA filel.txt

Displays all the attributes of files in the current directory;

In this case filel.txt is Read Only, and has never been backed up.
A:\> ATTRIB -R filel.txt

Removes the Read Only attribute from filel.txt

A:\> ATTRIB +H filel.txt

Adds the Hidden attribute to filel.txt
Not only is the file protected from deletion, it will not list using DIR, etc.

DELTREE is worth mentioning, even if it is no longer used in Windows.
As RD will not delete a directory with contents, DELTREE was how you could quickly
delete a bunch of stuff... and perhaps including items you didn’t want to get rid of.

DISKCOPY is handy if you want to make copies of floppies. It is what is called a
bit copy, that is, instead of copying files, it copies the pattern of 1s and 0s on
the disk. The disks must match, as in 3.5 inch 1.44MB floppy and another 3.5
inch 1.44MB floppy. As many computers only have one drive, half way through
you are prompted to replace the source with the destination... meaning the copy
temporarily resides in RAM. If a disk has bad sectors and CHKDSK has marked
those sectors to be avoided, the copy will also avoid the same sectors.

Command Name DISKCOPY

Purpose Duplicates floppy disks
Syntax DISKCOPY source destination
Common parameters | n/a

Examp|e DISKCOPY A: A:
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TREE

A great command, snuck in to Lab 1, is TREE. By itself, it is little more
than a glorified DIR... but jump to the root and add the /f, and this
command can show you every directory on your disk, and every file in
those directories... DIR can only show you the contents of the current
directory. This command has no equal in Windows.

Cmare the following:

& D:
Fle Edit Miew Faworites  Tools  Help A:\>tree /f
= Folder PATH listing for volume
G Back & Search ||~ Folders volume serial number is
A:.
[
Address (| Di\taxes s ] abltaxes
Falders X Mame 2007
trl
- =l ) taxes A L gt r2
= 3 2007 qtr3
) qtrl qtr4
: bankstmt.txt
) gkr2 2008
) gtr3
[ gtr4
) 2008

In the Windows My Computer or This PC view, the folders button has
been turned on to let you see all of the subdirectories stored in the 'taxes'
folder... the problem is, that is all you can see... folders. You still must
open each folder to see if there are any files.

Now look at the tree /f command results to the right. Not only can you
see the directories in taxes, but you can also see the single file that is
there.

Command Name TREE

Purpose To display a tree structure

Syntax TREE [drive:\][directory-name\]

Common parameters | /f (will display directories and directory contents)
Example Tree /F  or tree a:\ /f
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WILDCARDS

So while your GUI is handy, that TREE command is unequaled in
Windows. And there is another trick in the command line that makes it a
required skill for power users.

Before we begin discussing the next generation copy command, what if
you wish to copy more than one file at a time, or for that matter, delete
more than one file at a time, or perhaps rename more than one file at a
time.

Windows finds it impossible to rename multiple files.

A wildcard can be used when a DOS command should be applied to
multiple files.

The two wildcard are * and ?

*, the asterisk (computer people call it star) can mean anything, or
nothing, and range over multiple characters in a filename.

?, the question mark can mean something, for a specific character
position in a filename or file type.

Some quick examples.

If you wish to delete all files in a directory
DEL *.*
Read this as DEL any filename with any file type extension.

If you wish to delete all the files that end in .txt, use
DEL *.txt
Read this as DEL any filename as long as it ends in .txt

IMPORTANT RULE: If using a wildcard for the source, duplicate
the same wildcard pattern for the destination.

If you wish to copy filel.txt and file2.txt, but not file10.txt or file.txt use

COPY a:\file?.txt c:\file?.txt
Note: the ? is in the 5% character spot. ? wont get file10.txt as it doesn’t cover the 6
spot, and wont get file.txt because there is no 5 spot in the filename.

Read COPY a:\file?.txt c:\file?.txt as copy from the root of A: anything
that starts with file followed by one character, that ends with .txt, and
copy it using the same names to C:
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Wildcard scenarios

Scenario:

A\
file.txt
file1.txt
file2.txt
file3.txt
filed.txt
file10.txt
fred.txt
file.doc
file1.doc
file2.doc
file3.doc
filed.doc
file10.doc
fred.doc

Scenario:

A\
file.txt
file1.txt
file2.txt
file3.txt
filed.txt
file10.txt
fred.txt
file.doc
file1.doc
file2.doc
file3.doc
filed.doc
file10.doc
fred.doc

Scenario:

A\
file.txt
file1.txt
file2.txt
file3.txt
filed.txt
file10.txt
fred.txt
file.doc
file1.doc
file2.doc
file3.doc
filed.doc
file10.doc
fred.doc

If you wished to select any file, as long as it ends with .txt you would use:
*.txt (could be read anything.txt)
This would select

file.txt

file1.txt

file2.txt

file3.txt

filed.txt

file10.txt

fred.ixt
but not any file that ends with .doc

If you wished to select any txt file, as long as it starts with file you would use:
file*.txt (could be read fileanything.txt)
This would select
file.txt
file1.txt
file2.txt
file3.txt
filed.txtand file10.txt
but not fred.txt or any file that ends with .doc

If you wished to select any file, as long as it starts with the letters file you would use:
file*.* (could be read fileanything with any extension)
This would select

file.txt

file1.txt

file2.txt

file3.txt

filed.txt

file10.txt

file.doc

file1.doc

file2.doc

file3.doc

filed.doc

file10.doc
but not fred.txt or fred.doc

If you wished to select any text file, as long as it includes a single digit number you would
use:
file?.txt (could be read file something if only in space number 5.xt)
This would select

file1.txt

file2.txt

filed.txt

filed.txt
but not

file.txt (no 5th character in the filename) or file10.txt (? works only for space 5, not space 6)
or any file that ends with .doc

If you wished to select any file, with any extension, (all) you would use:
** (could be read any file with any extension)
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Before we got sidetracked discussing wildcards, a newer version of the
COPY command was mentioned. COPY is great at copying files, but not so
good at copying directories, especially empty directories.

You never mess with an existing command, you come up with a new
command that does what you want. That command is XCOPY.

This doesn’t mean you abandon COPY. You don't drive a 2 penny nail with
a 12 Ib. sledge hammer... you use the appropriate tool for the job. When
copying files, use COPY, when copying directory structures, use XCOPY.

And just as tree works best with /f, XCOPY works best with /e
(think Everything, including Empty subdirectories).

XCOPY

Command Name XCOPY

Purpose Duplicates files and directories

Syntax XCOPY [path\]source [path]destination
Common parameters | /e

Example XCOPY dirl\*.* dir2\*.* /e

Note that the example above is copying dirl AND all the files in dirl,
using wildcards for the source; so the same wildcard pattern is used in
the destination, followed by the /e.
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DOS 6

Lab 2 Commands
Lab 2 Activities
Lab 2 Questions
Lab 2 Cheat sheet

To Start the WINDOWS Command Prompt: Press Start (38 or = ) , then type CMD

Make a folder named Lab2 on your floppy, thumb drive, or network drive, ie f: or o:

At the end of this process, you will be taking a quiz based on the following
questions. So, to get the best score, fill in all the answers in this document first.

Documentation 30%

COPY
What does the command do?
What is the syntax for the command?

(Syntax does not include specific drives or directories)
Write out one example of how the command was entered in this lab

XCOPY
What does the command do?
What is the syntax for the command?

(Syntax does not include specific drives or directories)
Are there any common parameters mentioned in class? List them
Write out one example of how the command was entered in this lab

ATTRIB
What does the command do?
What is the syntax for the command?

(Syntax does not include specific drives or directories)
Are there any common parameters mentioned in class? List them
Write out one example of how the command was entered in this lab

RENAME or REN
What does the command do?
What is the syntax for the command?

(Syntax does not include specific drives or directories)
Write out one example of how the command was entered in this lab

UNDELETE (DOS ONLY)
What does the command do?
What is the syntax for the command?

(Syntax does not include specific drives or directories)
Write out one example of how the command was entered in this lab
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DOS Activity (There is a cheatsheet on the next page...)

0 1. Create a file called test.txt (put your name for the file contents)
Refer to Lab 1, for a reminder on creating a file.

[0 2. Create a directory named LAB2

O 3. Create a directory named TEST inside of LAB2

[ 4. Copy test.txt from the root of A: to inside LAB2

[0 5. Copy test.txt from the root of A: to inside LAB2, but call the new copy test.Itr

0 6. XCOPY LAB2, and its files, to a new folder named LAB2BKUP
Verify the empty TEST folder was copied as well

At this point, if you run tree /f it should look like

A:\>tree /f

Folder PATH listing for volume

volume serial number is

A,
test. txt

Tab?2

test
test
test
Tab2bkup
test

|
test
test

O 7. Set a:\test.txt to be a hidden file

[0 8. Generate a directory listing to verify the file is hidden
O 9. Set a:\test.txt to no longer be a hidden file

0 10. Type out the contents of test.txt

O 11. Rename all of the files in LAB2 from test.something to homework.something,
but leave the extensions the same (ONE command, using a wildcard)

O 12. Rename a:\test.txt to test.doc
* DOS only, skip if using command prompt: Delete test.doc then undelete test.doc
Clear your screen, then run a tree /f to see if your screen is similar to mine

If you are required to submit items for grading, Select ALL items created:
test.doc, lab2, and lab2bkup. Zip them together & submit as instructed .
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Lab 2 Cheat sheet

O 1. In lab 1, we created a FILE by misusing the copy command. Instead of copying from one file, we can also
copy from the keyboard, called con.

Copy syntax copy source destination
In lab one, we did copy con bankstmt.txt, so for lab two it would be copy con .txt

O 2. After Making a Directory md

O 3. if we wish to make another directory inside of it, we should first open, or Change Directors, or specify
where it is going, and what it would be called md lab2\

O 4. To copy your file from the root directory to a spot inside the lab2 directory, again consider the Copy
syntax:

copy source destination which could be expanded to

copy [path\]source [path\]destination

The path is the where we look, perhaps starting with the drive, and directories, in order to point to a file.
Now look at what we are trying to make

A:\>tree /f =
Folder PATH listing for volume
volume serial number is

' test. txt

Tab2

test.

test

test
Tab2bkup

test
test
test

To locate the source, take your finger, and start at the upper left. That gives us the beginning of the path: A:
Remember, the directory that holds everything is the root directory, and it is represented with \
so, the root of the A drive is A: \

Every time you want to connect a drive to a directory, a directory to a directory, or a directory to a file, you are
moving down the tree, sort of like \so use \

So, the path to our source, where test.txt isright now, is

A:\test.txt

So, the path to where we want to copy that file wouldbe A: + \ + 1ab2 +\ orA:\1lab2\
and since I didn’t specify a different name, we would just reuse test . txt for a destination of
A:\lab2\test.txt

Plug this in to our syntax,

copy [path\]source [path\]destination
and you get

copy a:\test.txt A:\lab2\test.txt

O 5. If we want to rename the file as we copy it, plug the new name in to our syntax,
copy [path\]source [path\]destination

and you get

copy a:\test.txt A:\lab2\test.ltr

O 6. If we want to copy files and directories, including empty directories, the syntax is
xcopy [path\]lsource [path\]destination /e, or with wildcards an example would be
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Cheat Sheet, continued

xcopy lab2\*.* lab2bkup\*.* /e

0 7.ATTRIB [+#R or A or S or H] [path\][filename] leadsto ATTRIB +h test.txt

O 11/12. If we want to rename a single file, the syntax is

ren [path\]source destination

So to rename a single file in the lab2 folder from test to homework, you would use

ren A:\lab2\test.txt homework.txt

But, to rename multiple files, we need to use a wildcard.

The logic is “I am trying to rename fest files, regardless of the extension”, so the wild card pattern would be
test.*

The logic continues “I am trying to rename test to homework, regardless of the extension”, homework. *
So, the command should be

ren A:\lab2\test.* homework.*

Folder PATH listing for
olume serial number is

homework . txt]
homework.1tn

After completing the activity, answer the following to prepare for D2L quiz:
Question 1 (2 points)

The copy command

O duplicates files and directories, even empty directories
O renames files

Q displays or changes attributes

O perhaps can retrieve an erased file

O duplicates files

Question 2 (2 points)

Syntax: copy

[remember, items in brackets are optional]

O copy [+r][-r][+al[-al[+s][-s][+h][-h] filename

O copy /w

O copy [filename]

O copy [path\]source [path\]destination

Question 3 (2 points)

An example of the proper use of the copy command is

O copy a:\test.txt a:\lab2\test.txt

O copy a:\test.txt a:\lab2\test.Itr

O All of the above O none of the above
Question 4 (2 points)

The XCOPY command:

O duplicates files and directories, even empty directories
O renames files

Q perhaps can retrieve an erased file

Q displays or changes attributes

O duplicates files
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Question 5 (2 points)

Syntax: XCOPY

QO xcopy /w

O xcopy [+r][-r][+a][-a][+s][-s][+h][-h] filename
O xcopy [filename]

QO xcopy [path\]source [path\]destination [/e]
Question 6 (2 points)

The command copy everything including empty subdirectories is
O xcopy lab2\*.* lab2bkup\*.* /f

O xcopy lab2\*.* l[ab2bkup\*.* /e

QO xcopy lab2\*.* lab2bkup\*.*

O copy lab2\*.* [ab2bkup\*.* /e

Question 7 (2 points)

The command ATTRIB

QO duplicates files

QO perhaps can retrieve an erased file

O renames files

O displays or changes attributes

O duplicates files and directories, even empty directories
Question 8 (2 points)

Syntax: ATTRIB

O attrib [path\]source destination

Q attrib [path\]source [path\]destination

O attrib [+r][-r][+a]l[-al[+s][-s][+h][-h] [filename]
Q attrib [filename]

Question 9 (2 points)

The following is the correct use of attribute command attrib +ra test.txt
O True

O False

Question 10 (2 points)

The REN command

O renames files

O duplicates files

O displays or changes attributes

QO perhaps can retrieve an erased file

O duplicates files and directories, even empty directories
Question 11 (2 points)

Syntax: REN

O ren [path\]source [path\]destination

O ren [filename]

O ren [path\]source destination

O ren [+r][-r][+al[-al[+s][-s][+h][-h] filename
Question 12 (2 points)

To rename a:\red.txt to green.txt, you would type

O rename a:\red.txt a:\green.txt

O ren a:\red.txt a:\green.txt

O ren a:\red.txt green.txt

O rename a:\red.txt green.txt

Question 13 (2 points)

The undelete command

displays or changes attributes

perhaps can retrieve an erased file

can retrieve any erased file

duplicates files

renames files

duplicates files and directories, even empty directories

000000
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Question 14 (2 points)

Syntax: undelete

O undelete [+r][-r][+a]l[-a][+s][-s][+h][-h] filename
O undelete [path\][filename]

O undelete [path\]source [path\]destination

O undelete [path\]source destination

Question 15 (2 points)

The command to undelete a:\test.doc is

O undel O undelete

Question 16 (6 points

current situation Desired result

c:\ c:\
homework. txt

DOS DOS
homework. txt homework . txt

Scenario, your prompt is C:\>, there is a file called homework.txt in C:\DOS. Give the command
to copy the file to the root of C without changing directories... that is, write out a copy command
with a full path statement for the source and a full path statement for the destination.

O copy c:\dos\homework.txt c:\homework.txt

O copy c:\dos\homework.txt ..\homework.txt

O copy c:\homework.txt c:\dos\homework.txt

O This cannot be done with one command

Question 17 (6 points)

What is the command you would enter in DOS to copy all the files that are named homework in
the lab2 directory to a lab3 directory, if that directory existed?

O copy lab2\homework.txt>Itr lab3\homework.txt>Itr

O copy lab2\homework.? lab3\homework.?

O copy lab2\homework.* lab3\homework.*

O copy lab2\*.* [ab3\*.*

Question 18 (6 points)

What is the command you would enter in DOS to copy a directory and all its contents, as in from
lab2 to lab2bkup?

Only fill in the missing command

A:\> lab2\*.* lab3\*.* /e

Question 19 (6 points)

What is the command you would enter in DOS to change the attributes of a file named fred.txt to
hidden?

A:\>

Question 20 (6 points)
What is the command you would enter in DOS to rename a file from test.txt to test.doc?
A:\>ren test.txt

Can you use a full path statement for the destination?
OYes ONo?

Submit files and quizzes as directed

See page 57 for details if taking a Collins class. Again, select test.doc & lab2 & lab2bkup by holding down the
Ctrl key, then right click and zip and save as yourname-lab2.zip

75



DOS and the Art of the Command Line Overview 3 External Commands

Tem' '
e

Check Class website or YouTube for a short video similar to Lab2 o

Note: Command Reference in Appendix A
End of chapter 3
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DOS 7 Utilities

Hard Disk Management
Utilities

Redirection

DOS 8

Executable files

Batch files

Autoexec.bat

EDIT

ECHO

PAUSE

REM

mov.bat

(replaceable parameters)

DOS 9

Lab 3 Commands
Lab 3 Activities
Lab 3 Questions

DOS and the Art of the Command Line

Utilities; Batch Files; Lab 3

Note: Command Reference in Appendix A
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DOS 7

Utilities

Hard Disk Management
Redirection

To Start the WINDOWS Command Prompt: Press Start (3 or = ) , then type CMD

Utilities

While utilities are a different family of System Software than Operating
Systems, a few utilities should be covered in this discussion of the
Operating System simply because these days a few of them are included
when you install an Operating System. The following utilities address
specific situations described earlier in the book.

Earlier in this book, defragmentation was described as parts of files
scattered across the hard drive in non-adjacent sectors.

Defragmented File
Contiguous, all parts touch

Fragmented File
Not contiguous, parts scattered
Slower to load

The solution for this situation is the DOS-included defrag command.

DEFRAG used to defragment files into contiguous (adjacent) sectors
Syntax DEFRAG [drive:]
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Another previously mention item is CHKDSK, which technically is a utility.
However, a better solution is available now, SCANDISK.

SCANDISK used to check and repair a drive
Syntax SCANDISK [drive:] [autofix]

MSBACKUP © Symantec 1993, shipped with later versions of DOS to back
up or restore files, but this was the era of 10 MB hard drives and floppies;
Windows or 3™ party versions are much better suited to modern media.

Both of DEFRAG and SCANDISK tools are also available in Windows, along
with the Windows backup or History utility. (Recall ATTRIB? One of the
ways a backup utility locates files to archive is by looking for the A
attribute).

Hard Disk Management

Hard disks are used to store files, but directories actually organize all of
these files. COPY and DEL can actually manage all the files on your disk,
including rearranging files in various directories.

If a file is in directory A, but the file should be in directory B,
1) COPY the file in directory A to directory B, and then
2) DEL the original file

The problem was, if you didn’t pay attention the copy didn’t get created
and the original would be deleted, leaving nothing... so most careful users
actually made this a three part process... checking to see if the copy was
made before the deletion was executed; making the actual command
sequence COPY-DIR or TREE-DEL.

In the early days of DOS, this was sufficient. But as the OS matured, a
one step solution that took the guesswork out of it was made: MOVE

Command Name MOVE

Purpose To move a file from

Syntax MOVE source destination

Common parameters | n/a

Example MOVE A:\DIRA\fiTel.txt A:\DIRB\fiTel.txt

Full paths may be used for both the source and destination.
As this was a nhew command, it was not added to command.com, instead,

the executable command MOVE was added to the DOS directory as an
external command, move.exe.
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But even though the move command is in C:\DOS, we did not type in
A:\>C:\DOS\MOVE.EXE A:\DIRA\filel.txt A:\DIRB\filel.txt
we simply typed in

A:\>MOVE A:\DIRA\filel.txt A:\DIRB\filel.txt

This raises interesting questions. 1) How did the OS know where MOVE
was, in order to execute it? The answer lies in a command DOS normally
executes when it first starts up (Windows too, for that matter). PATH

Don’t confuse the PATH command with the generic term path, which tells
the computer where to go for a source or destination. The PATH
command tells the computer in advance where to find the DOS directory.

Command Name PATH

Purpose Directs the OS to external commands.
Syntax PATH [external file storage location] [; other]
Common parameters n/a

Examp|e PATH C:\DOS

While we are at it... originally the system prompt would only show the

flashini cursor.

Now the command prompts includes current drive, directory path, and
the > to separate the system prompt from the cursor

A:\> _

This again is another command normally executed when the system first
starts up: PROMPT

Command Name PROMPT
Purpose Displays info in the system prompt
Syntax PROMPT [option 1] ... [option n]
Common options $P Current Drive AND path
$G > (gr$ea§er than sign)
PROMPT
Example incl udesptﬁe directory Path and a >

Other PROMPT characters:

$Q =

$$ $

$T time $D date
$N just the current drive
$L <

$_ start a new line
More on MOVE, PATH and PROMPT in Chapter 8, Batch files.
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While the book has made constant reference to the notion that DOS could
only do one thing at a time, let us think about something... when you run
DIR for example... several things happen:

locate the command

execute the command

display the results.

So actually, DOS can do a few things, but only one at a time. But still, we
can start to leverage the fact that does can do a series of steps in a row
to complete one task. One example is to change where the results go.

Redirection

->Redirection with the greater than sign ( > )

If you enter the command DIR, the information is directed to the
standard output device... in this case, the monitor.

Redirection simply over-rides the default devices by using the > (not to
be confused with the > at the end of the system prompt... think of it as a
pointer, as in goes to).

Example: DIR > PRN (think DIR goes to PRN) would redirect the output
to the printer instead of the monitor.
You may also redirect to a file, using DIR > c:\dirA\dir.txt

Now what if instead of sending the output someplace, we just left it in
RAM, then grabbed the contents to do a second, related command?

>Sequences, with the pipe: | (may also look like })

A different way of redirecting output is to grab the output and use it as
the input of a different command. This is called piping, as you use the
pipe [|] or [|] key... (often the shifted [\]).

About the best example of this is using | MORE.
The MORE command displays the contents of RAM, one page at a time.

DIR comes with a /p to pause, but TREE does not. But, if you enter

The output is redirected to a holding spot in RAM, and is then fed to the
monitor a page at a time.

So you could think of this as

TREE /f goes to ‘"MORE’
‘MORE’ goes to MONITOR, to display a page at a time.

81



DOS and the Art of the Command Line Overview 4 Utilities-Batch files

DOS 8

Executable files

Batch files

Autoexec.bat

EDIT

ECHO

PAUSE

REM

mov.bat

(replaceable parameters)

To Start the WINDOWS Command Prompt: Press Start (3 or =% ), then type CMD

Executable files
If you have access to DOS, type in
C:\> DIR C:\DOS\help.*

to locate the external command HELP that we used earlier.
If using the Windows command line, type in
C:\> DIR C:\windows\system32\help.*

instead.

Either way, DIR will locate a program that starts with help, regardless of
how it ends. But what you will see is not just HELP, but HELP.EXE

Recall, earlier in the book, there was a discussion of file type extensions,
and the list started with .exe, .com, and .bat.

On page 76, we discovered MOVE was actually MOVE.EXE. All external
commands actually have an extension.

These are the so called executable file types... so you don’t need to
include the extension as DOS or the command prompt expects when you
type something in at the system prompt that it will be either an internal
or external command, or an application. But for all practical purposes, an
external command IS an application... albeit a small one.

Therefore, the OS is SO expecting a program that it assumes what you
type in will end in .exe, .com, or .bat! So, if you type in HELP, the OS will
append .exe and give it a try; if no luck, it will append .com and give it a
try; if still no luck, it will append .bat and give it a try before it give up
and flashes an error message.
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EXE and COM files are not normally readable by people... they have been
converted into the 1’s and 0’s that computers like. But batch files are
different.

Batch files
A batch file is simply

a series of commands,
listed in a text file,
whose extension is bat.

When a batch file is executed, DOS or the COMMAND prompt reads one
line of the file at a time, and does whatever it says. Again, DOS can only
do one thing at a time, but earlier we learned we can build a sequence of
single tasks for DOS to tackle, one at a time... such as with tree /f | more.

So, if you wanted to ‘move’ a file before DOS included the MOVE
command, as mentioned in the last chapter, you could create a batch file
named a:\MOV.bat with the following lines:

copy a:\dirA\filel.txt a:\dirB\filel.txt
del a:\dirA\filel.txt

At the command prompt A:\>, if you typed in MOV,

filel would be copied to dirB,

once complete

the file would then deleted... just like the MOVE command.

But it would be ridiculous to create a batch file unless you planned to
reuse it. After all, it would take more time to type the batch file than it
would to simply type in the two commands. So, batch files should be
created when you plan to do the same thing over and over.

Recall in Chapter 7 how it was mentioned that PATH and PROMPT are
normally executed when you start your system? Did you wonder how the
C:\DOS argument for PATH was delivered, or how the $p$G argument
was delivered for the PROMPT command? If you suspect it was done
using a batch file, you are on the right track.
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Autoexec.bat

As its name implies, autoexec.bat is automatically executed when a DOS
computer is booted. The most common lines in autoexec.bat are:

@echo off
PATH C:\DOS
PROMPT $P$G

There are often other instructions, but this is the near universal standard.

If you are running a DOS system, run a DIR on the root of C:\, you'll
probably see it. Run TYPE autoexec.bat to compare your system to the
universal.

The next trick, how are batch files created? Well, as they are plain text
files, you could use our lab 1 standby COPY with the CON as the source...
but this solution gets tricky, as you can’t go back for making changes...
you'd have to retype the whole thing if you didn't like one item. The key
is a small application that is available from the system prompt: EDIT.

EDIT

EDIT is like a small, plain text word processor... the DOS version of
Notepad. (If your computer doesn’t have edit, you’'ll use notepad.)
As you may not have a mouse, press the [Alt] key to highlight menu
items... just as in DOS help, when you are finished you choose
[Alt]+[F]+[X] to open the File menu, and select the eXit command.

ile dit earch iew tions elp

Fl=Help

The advantage of using EDIT is you can change items anywhere by using
the arrow keys or your mouse and save your change, rather than having
to use COPY CON to retype the entire file.
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You can also edit an existing text or batch file. If EDIT is running, choose
[Alt]+[F]+[O] to get to the open dialog box.

If EDIT is not running, type in EDIT [path\] filename, such as in
C:\> EDIT a:\test.bat or C:\> NOTEPAD a:\test.bat

to open test.bat

Even better, if test.bat does not exist, EDIT will create it, and then allow
you to edit it.

Example
C:\> EDIT a:\test.bat or C:\> NOTEPAD a:\test.bat

to open test.bat Type in PROMPT $P$T$G to add the time to the prompt.

ile dit earch iew tions el

Fl=Help
Type [Alt]+[F]+[S] to save the file, then [Alt]+[F]+[X] to close EDIT.
Test the batch file with

A:\> TEST

to execute test.bat

Your prompt should change to include the time. Manually reset it with
A:\ 12:00:00:00> PROMPT $P$G

NOTE
Modern computers no longer run 16 or 32 bit programs such as EDIT.
If not using real DOS, simply substitute NOTEPAD where ever you see EDIT.

<€ IMPORTANT! rite this downl

Example: if the book says EDIT MOV.BAT
at the command prompt in Windows enter NOTEPAD MOV.BAT
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Building better batch files
The reason you probably never saw the PATH and PROMPT being set is in
the first line of the most standard autoexec.bat.

@echo off

PATH C:\DOS

PROMPT $P$G

Command Name ECHO

Purpose To control what displays on the monitor

Syntax ECHO [off] [message] [on]

Common parameters | n/a

Example @ECHO OFF immediately suppresses display,

not even @QECHO OFF will be seen

ECHO OFF will suppress the batch file
display immediately after the command
ECHO off is run.

ECHO HELLO will display HELLO, even if
the ECHO 1is off

ECHO ON reverses ECHO OFF

Another batch file command is PAUSE.

PAUSE, temporarily halts the batch file execution,
and displays the message Press any key to continue.
Once a key is pressed, execution continues.

I often use PAUSE immediately after a copy command, to give the system
a chance to finish before attempting the next line in the batch file, or if I
wish to inspect something on the screen during testing of a batch file.

The last batch file command is REM, for remark. This has two purposes...
to temporarily skip a line in a batch file, or to leave yourself a note.

Let’s say you want the screen to be wiped clear, but not during testing of
the batch file. REM CLS leave the line in place, but the batch will skip that
command. Take out the REM when finished testing.

Another use is to leave yourself notes... documenting part of the batch

file.
REM $T is to add time to the prompt

The above line is not executed by the computer; but you can read it a
year later and understand what the $T in the PROMPT command does.
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Basically, any line that begins with REM is skipped by the computer, so it
can be used to temporarily turn off part of a batch file, but most is there
for you to be able to leave notes to yourself.

Command Name REM
Purpose To prevent a line in a batch file from executing
Syntax REM [DOS command]
Common parameters n/a
Example REM CLS . .
tells the batch file to skip CLS
or
REM $T is to add time to the prompt
can be a note to you to explain PROMPT $T

Mov.bat

Let’s get back to that early attempt to create something that works like
the MOVE command.

copy a:\dirA\filel.txt a:\dirB\filel.txt
del a:\dirA\filel.txt

The problem was, you specified the file names, making it a one time only
batch file.

So, in DOS, how does COPY or REN work? These commands don’t know
what you are going to use for source, or for destination.

As a matter of fact, you cannot type COPY and hit the enter key... you get
an error indicating you did not specify the source or destination.

There must be something built into these commands that basically is a
place holder for source, and something that is a placeholder for
destination. These place holders, or parameters, must be replaced at the
time of execution... hence the name:

replaceable parameters.
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Replaceable parameters
"The user will provide a filename when the command is used".

Actually, this makes sense. Just as in corPY, you can't just type MOVE, hit
the enter key, and expect it to work.

If you just type MOVE and hit the enter key, DOS tells you it was
expecting a filename (source).

If you just type MOVE filename and hit the enter key, DOS tells you it was
expecting a filename (destination).

What is used in DOS is:

%1 to act as a place holder for the first filename to be entered (source)
and

%2 to act as a place holder for the first filename to be entered
(destination).

So, we change our single use batch file from this

copy a:\dirA\filel.txt a:\dirB\filel.txt
del a:\dirA\filel.txt

to the following:

COPY %1 %2 i -
-« IMPORTANT! Write this down! if a5
DEL %1 we

This batch file will now work for any file names you specify,
WHEN you execute the command.

Here's how it works
If you have a file named a:\folder1l\junk.txt, and you want to move it to
a:\folder2, you could use the MOV.BAT command

Syntax for MOV
(recall, executable files don't require you to include the extension)

MOV source destination
Example of MOV

(recall, executable files don't require you to include the extension)
MOV a:\folderl\junk.txt a:\folder2\junk.txt
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What happens

1) DOS grabs the first filename given (the source),
a:\folderl\junk.txt,

and replaces every %1 with

a:\folderl\junk.txt

2) DOS grabs the second filename given (the destination),
a:\folder2\junk.txt,

and replaces every %2 with

a:\folder2\junk.txt

3) DOS executes each line in the batch file, using the replaced filenames
COPY %1 %2 turns into COPY a:\folderl\junk.txt a:\folder2\junk.txt

DEL %1 turns into DEL a:\folderl\junk.txt

The result is the original file is copied, then that original file is deleted,
leaving only the copy... net effect, moving the file.

Note: if you improperly state the destination, the first line of the batch file
will not be able to make the copy, but the second line will still delete the
original... leaving you with no file at all.
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DOS 9

Lab 3 Commands
Lab 3 Activities
Lab 3 Questions

To Start the WINDOWS Command Prompt: Press Start (3 or =% ), then type CMD

Make a folder named Lab3 on your floppy, thumb drive, or network drive; ie f: or o:

At the end of this process, you will be taking a quiz based on the following
questions. So, to get the best score, fill in all the answers in this document first.

RD (RMDIR)

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Are there any common parameters mentioned in class? List them
Write out one example of how the command was entered in this lab

DELTREE (DOS Only, similar to the dangerous RD /S Windows command)
What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered in this lab

PROMPT

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Are there any common parameters mentioned in class? List them
Write out one example of how the command was entered in this lab

PATH (Usually in autoexec.bat)

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Are there any common parameters mentioned in class? List them

Write out one example of how the command was entered in autoexec.bat

ECHO

What does this BATCH file command do?

@ECHO OFF What is displayed?

ECHO OFF What is displayed after the line is processed?
ECHO ON What is displayed after the line is processed?
ECHO Message What is displayed?
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PAUSE
What does this BATCH file command do?
What is displayed?

REM
What does this BATCH file command do?
What is displayed?

DOS Activity
(Examples use A:\, modify accordingly if not using A:\)

Using EDIT or Notepad, create a batch file setpromt.bat that does the following
(edit a:\lab3\setpromt.bat or notepad a:\lab3\setprompt.bat

or

cd lab3

edit setpromt.bat or notepad setprompt.bat)

Turns the echo off immediately
Sets the prompt to include the time,
it should still start with the current path and end with the greater than sign
Displays the text message, "Do you like my prompt?"
waits for you to continue
Clears the screen
Makes a directory called test
Copy your batch file to setpromt.bak

Optional, have your batch file run tree a:\ /f to let you see what happened
IF YOU HAVE CODED THIS PROPERLY, YOU WILL BE ABLE TO SELECT A BATCH FILE
CHOICE that accomplished the goal of setpromt.bat IN THE QUIZ

Using EDIT or Notepad, create another batch file named mymove.bat
that does the following

(edit a:\lab3\mymove.bat or notepad a:\lab3\mymove.bat

or

cd lab3

edit mymove.bat or notepad mymove.bat)

e Makes a copy of any file you specify (%1)

e Copies that to any filename or location you specify (%?2)

e Deletes the original file (%1)
see page 84/85
IF YOU HAVE CODED THIS PROPERLY, YOU WILL BE ABLE TO SELECT A BATCH FILE
CHOICE that accomplished the goal of mymove.bat IN THE QUIZ

I suggest you test your batch file

Example of a test: setpromt.bat is moved from lab3 to the root using
a:\lab3\>mymove a:\Tab3\setpromt.bat a:\setpromt.bat

or if in Tab 3,

a:\>mymove setpromt.bat a:\setpromt.bat

Check Class website or YouTube for a short video similar to Lab3 ﬁ

Tem' e
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You will then submit your quiz and files as directed.

Question 1 (2 points)

The RD command

QO is used only in BATCH files

O tells the computer where to locate the external DOS command directory
O deletes a directory, and its contents

O changes the tools displayed in the DOS prompt

O deletes a single, empty directory

Question 2 (2 points)

The DELTREE command:

O deletes a single, empty directory

O deletes a directory, and its contents

O is used only in BATCH files

O changes the tools displayed in the DOS prompt

O tells the computer where to locate the external DOS command directory
Question 3 (2 points)

Syntax: RD or DELTREE

O rd [path\]DOS or deltree [path\]DOS O rd $[tool] or deltree $[tool]

O rd [source] [destination] or deltree [source] [destination]

O rd [path\]directoryname or deltree [path\]directoryname

Question 4 (1 point)

The command to delete an empty directory named junk is

O format junk O rd junk

O deltree junk O del junk

Question 5 (1 point)

The command to delete a directory named junk AND its contents is

O deltree junk O del junk

O format junk O rd junk

Question 6 (2 points)

The command PROMPT

O deletes a directory, and its contents

O tells the computer where to locate the external DOS command directory
O changes the tools displayed in the DOS prompt

O is used only in BATCH files

O deletes a single, empty directory

Question 7 (2 points)

Syntax: PROMPT

O prompt [path\]directoryname O prompt [path]\DOS

QO prompt [source] [destination] O prompt $[tool]

Question 8 (2 points)

The following is the correct use of attribute command: attrib $p$g

O True O False

Question 9 (2 points)

The PATH command

O is used only in BATCH files O deletes a directory, and its contents
O deletes a single, empty directory O changes the tools displayed in the DOS prompt
O tells the computer where to locate the external DOS command directory
Question 10 (2 points)

Syntax: PATH

O PATH [path\]random-directory O PATH [source] [destination]

O PATH $[tool] O PATH [path\]DOS-directory
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Question 11 (2 points)
To set the path to DOS on most computers

O path c:\command.com O path c:\DOS

O prompt c:\DOS O path %1

Question 12 (10 points) Match the batch file command with what it does
suppresses display after displaying echo off 1. @echo off
lets you leave a remark that is not executed 2. echo off
immediately suppresses display 3. echo [message]
displays your message 4. pause
interrupts the execution of the batch file 5. rem

Question 13 (20 points) Choose the correct code that makes mymove.bat

copy %1 %2 del %1 move %1 %2 copy $1 $2

del %1 copy %1 %2 del %1 del $1

Question 14 (20 points) Which accomplishes the goals of setpromt.bat?

@echo off @echo off

prompt $p$t$g prompt $ps$ts$g

echo Like prompt? echo Like prompt?

cls cls

md test rd test

copy setpromt.bat setpromt.bak copy setpromt.bat setpromt.bak

@echo off @echo off

prompt %p%1t%g prompt $p$t$g

echo Like prompt? echo Like prompt?

cls cls

md test md test

copy setpromt.bat setpromt.bak move setpromt.bat setpromt.bak

Question 15 (6 points)

The actual command is tree.com, not tree. So, if presented an instruction DOS
automatically tests to see if the instruction ends with what three extensions?
(leave out the period)
Question 16 (6 points)

What is a batch file? A series of commands executed in order, from a plain
document whose extension is

Question 17 (6 points)

Where is the prompt and path typically set?

Ocommand.com O A dumpster in Brazil

O config.sys O autoexec.bat

Question 18 (6 points)

What is the prompt statement to show the standard prompt that includes path and
greater than sign? Example C:\>

QO prompt %p%g QO path $ps$g

O prompt $p$t$g O prompt $p$g

Question 19 (6 points)

What is the prompt statement to show the prompt that includes path, the time, and
greater than sign?

O path $p$g O prompt %p%g O prompt $p$g O prompt $p$t$g

Submit files and quizzes as directed
See page 57 for details if taking a Collins class. Only use the dropbox if you missed a big item on the
quiz... in that case zip all files and save as yourname-lab3.zip
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Note: Command Reference in Appendix A
End Chapter 4
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Overview 5

DOS 10 Review

Directories and Files
Path

Directory (Folder) Commands

List contents

Show structure

Change directory focus (open another folder)
Make a new directory

Remove an empty directory

Delete directories, subdirectories, and files

File Commands

Copy files
»Example

»Example, destination renamed

»Example, copy all .txt files, regardless of file name

»Example, copy all files named homework,

regardless of extension
»Example, copy all files
»Example, create a text file

Copy files and folders

»Example, copy all files, folders, and subdirectories

See class website for information on testing policies for your class
A great way to further review for this test is to review all of your labs.

[drive:\][directory\]filename.ext (8.3)

dir

tree /f

cd foldername

md foldername or mkdir foldername
rd foldername or rmdir foldername

deltree foldername

copy source destination
copy a:\test.txt a:\class\test.txt
copy a:\test.txt a:\class\test.ltr

copy a:\*.txt a:\class\*.txt

copy a:\homework.*
a:\class\homework.*

copy a:\*.* a:\class\*.x*
copy con filename.ext
XCcopy source destination /e

xcopy a:\*.* c:\backup\*.* /e
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Copy a diskette

diskcopy source destination

»Example

diskcopy a: a:

Move a file to a different folder

move source destination

Delete a file

del filename.ext

Undelete a file

undelete filename.ext

Set an attribute of a file

attrib action (+) target file

»Example

attrib +h a:\class\test.txt

Rename a file

ren oldname (no path)newname

View or change attributes

attrib [+][-]|[r][a][s][h]target

Batch Files

set the Prompt

prompt $p$g

set the Path to DOS

path c:\DOS

insert a comment

rem note to me

wait to continue

pause

display @echo off nothing displays

display echo off nothing displays after this
display echo on next actions will display
display echo this displays "this displays"
Utilities

arrange files to a faster loading, contagious state

defrag

check for and repair, errors

chkdsk or scandisk

copies information for safekeeping

msbackup
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Glossary
BIOS

Bit

Boot

Byte

CPU

Disk
Giga...
Hardware
Hertz
Input
Kilo...
Mega...
Monitor
Output
Peripheral
RAM
ROM

Software

DOS and the Art of the Command Line

Overview 4 Utilities-Batch files

A list of all the DOS commands and usage is in the DOS Appendix

Lab 1, getting help, navigation, creating files and directories
Lab 2, copying and renaming files, wild cards, changing attributes
Lab 3, file management, utilities, batch files, replicable parameters
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Note: Command Reference in Appendix A
End chapter 5

Preview of Windows Topics

Chapter 6

Windows A Booting and the Interface
Windows B File/Folder Creation
Windows C File Management
Windows Lab 4

Chapter 7

Windows D File Management parameters
Windows E Control Panel and Variations
Windows F Utilities

% Windows Lab 5

G, H, I Windows 3.1-XP-Vista/Windows 7-Windows 8-Windows 10
Comparison of Program Manager to My Computer to This PC
Shifts in Customizing/Personalizing the Desktop

Chapter 8

Windows J Networks
Windows K OLE

% Windows Lab 6

Chapter 9
Windows Bonus eMail/Web Browsing
Review

Preview of Windows Topics
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Overview 6

Windows A-C / Interface; Files/Folders; File Management; Lab 4

Windows A, Booting and the Interface
Logging In
Desktop
Mouse: left click to select, right click to open shortcut menu
Manage Windows\Menus\Shortcuts
Objects
Dialog Boxes
Help
Shutdown, Log Off, Sleep

Windows B File/Folder Creation
Executable Files
Directories - Folders
Edit > Notepad - WordPad
Create, Edit, Format
Graphics and Paint
Print Screen
Copy Source Destination > GUI
Printing

Windows C File Management
dir > tree > File Explorer and [Folders]
dir /w /p = View options
ren - rename
move or copy
undelete 2 recycle bin
paths = shortcuts

%4 Windows Lab 4
Lab 4 Activities
Lab 4 Questions

Note Information about new versions of Windows is in Appendix B
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Windows A, Booting and the Interface
Logging In
Desktop
Mouse
Manage Windows\Menus\Shortcuts
Objects
Dialog Boxes
Help
Shutdown, Log Off, Sleep

Refer to page 8 for information on setting up your Windows computer.

Note: this book does not cover every single feature in Windows, nor does
it cover every version of Windows; the focus is on full-on computers that
use a keyboard and mouse, but I will touch on mobile systems.

Where appropriate I do include screenshots from

Windows XP, (VER Windows 5) ;'Ij

Windows Vista, (VER Windows 6) ll! =

Windows 7, (VER Windows 6.1) Microsoft ._j

Windows 8, (VER Windows 6.2)  Windows*P

Windows 8.1, (VER Windows 6.3) Windows Vista:
Windows 10 (VER Windows 10) and .

Windows 11 (VER Windows 11) == Windows 8

The reason I include old versions on occasion is because

1) old versions are still out there, and you may encounter them,

2) to show the progression of tools to explain the current version, and
3) to instill the idea that I am not teaching ONE version of Windows, but
Windows itself... so if you encounter a new version in years to come you
understand not “what button to click,” but where to look for a tool.
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Extending DOS to Windows, or, extending the command line to the GUI,
the Graphical User Interface

All operating systems do basically the same thing, manage resources. To
that end, all operating systems use basically the same kinds of tools...
tools to select storage devices; tools to browse folders; tools to copy,
paste, move, or rename files; tools to manage the computer; and tools to
start and interface with programs. This section begins to bridge the
command line of DOS or Windows to the graphical interface.

DIR was used to display the contents of an individual computer...

In Windows, we now use the Start button to open the Start Menu,

and from the Start button we can choose:

e "My Computer” (XP) or

“Computer” or *“Windows Explorer” (Vista, Windows 7) or
“File Explorer” and “This PC” (Win 8, Win 10/11) to locate storage devices
accessible from the local machine, including hard drives, removable
storage devices, and mapped network drives (Windows chapters J-K).
If you right click the Start button in older versions of Windows, you’d see
"My Computer” and “"Computer” were actually called *“Windows Explorer.”
If you right click the Start button in newer versions of Windows, you’'ll see
“This PC,” is now actually part of “File Explorer.”
All of these are the same tool, they just changed the name.
As this tool works the same regardless of version, I will try to refer to the
tool as File Explorer/This PC. <€ MPORTANT! write this down! ||

g

e "My Documents” (XP) or "Documents” (Vista or newer) is the default
folder (directory) where files are saved, unless another location is
specified. In a class or work environment, a mapped network drive is a
better choice, as it is available to users regardless of which computer they
are using.

As this tool works the same regardless of version, I will refer to the tool
as (My) Documents.

e "My Network Places” (XP) or "Network” (Vista or newer) is used to locate
resources saved on other computers within your domain.

As this tool works the same regardless of version, I will refer to the tool
as (My) Network (Places).

e Control Panel is used to modify the computer settings, giving Windows a
graphical tool to upgrade config.sys and autoexec.bat, in order to
inspect and modify the System, and regulate the computer and how it
interacts with the mouse, cameras, network cards, USB devices, etc.

e Start/All Programs gives Windows XP-7 users the ability to browse for an
installed program, then select and execute (start the program.) Windows
10/11 you can use Start/All Apps.

e A command line required you to name the program to select it, then hit
the enter key to execute or to start a program, such as EDIT.
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In Windows you can also start a program by naming it...

Press the Start @ on your keyboard or screen, and type the name of
the program you wish to start. When the program displays, press the
Enter key to execute. .

We can also use the mouse, if browsing files; A double click is actually the
same as select (1% click) and execute (2" click).

Some notes

Once a program has been started, we now have icons and buttons, in
addition to menus. Recall in DOS HELP and EDIT, we first chose [Alt] to
access a menu. In Windows, press [Alt] to expose hidden menus.

b
= = = '

Arrows or Chevrons or Triangles, suchas > or»orvor»orV
normally mean more options are available.

... after a menu item such as Print... indicates a dialog box will open when
the menu item is selected in order to pass the parameters needed to
complete the command.

Logging In

Windows 10 Log in screen. see Windows G-H-I for log in screens for earlier versions of Windows.

Other user

Sign i i TONET

i 00 1 SN in o ancifer doman
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Generic Windows Desktop See Windows G-H-I for taskbars of earlier versions of Windows.

E‘ = Icon f
Desktop:
your background .
}J’ *_.Shortcut and icons showing
z will differ

|

s
‘ Mouse pointer

Start Windows 10 Quick Launch
Button Speak or Type & Task Bar System Notification Area (Tray)
to Search \
¥ - N
1 | N _ z A i < By d)® 10:48 AM
= O Ask me anything 0¥ B 00015 < to desktop
BOoOLODICHCEC e & WO =g @S reeRus I 0
Start/Search Quick Launch System Tray/to Desktop

The desktop is your access point to all the computer can do.

e An icon represents an object, that is, a file, a folder, a device, or
anything the computer can manipulate.

e A shortcut is a path to an object, a pointer. You may safely delete
shortcuts without removing files or devices from your computer

e Start button opens the start menu, to browse your computer
You may click the button or press the # key on your keyboard.

e Right click the Start button for a shortcut menu of important tasks

e Quick Launch allows you to start frequently used programs by
placing them on the task bar

e The Folder icon allows you to browse your computer by starting
“File Explorer”/This PC” (formerly My Computer).

e Task bar show programs started by the user

e System notification area shows the clock, calendar, and programs
started by Windows

e The box to the far right if hovered over will allow you to peek at the
desktop; clicking the button switches to the desktop.

e While Windows versions may look a bit different, everything pretty
much works the same... much like driving someone else’s car... you
probably can handle the minor differences.
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Minor differences in the newer Windows interface

While newer versions of Windows are more robust and secure than older versions,
the way the user interacts with the Operating system is not very different... but there
are a few items worth pointing out. see Windows G-H-I for more views of earlier Windows versions

1. The Start button look has changed from a rectangle with the Windows icon and
the word ‘start’ to a variations on the Windows icon the will pop up the word ‘Start’ if
you point your mouse at it..

Remember, arrow like »» means more options are available if you click on the arrows

E Windows 8.1 had a ‘interesting’ Start Menu system, left click to open a “full
screen” Start menu with access to Apps, or right click to access the useful shortcut
menu that was similar to the old start screen.

Left click “Start” from the desktop Right click ‘Start’ on the des

ktop
N

Programs and Features
Power Options

Event Viewer

System

Device Manager
MNetwork Connections
Disk Management
Computer Management
Command Prompt

Camera

Command Prompt (Admin)

Task Manager

Control Panel
File Explorer
Search

Run

Shut down or sign out
Desktop

EWindows 10/11 returns to the idea of a Start Menu when you left click the
Start button, yet retains the right click to a fully featured menu functionality.
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2. Gadgets on the Desktop to Apps on the Start menu
You could add gadgets like a clock, a sticky note, or performance monitor on the
desktop in older versions of Windows....

In newer versions of Windows, you can place interactive Apps like news/ weather
updates on the Start menu. Aside from full featured desktop programs, you can also
add other mobile device style Apps that are starte from the Start menu.

. Collins Craig

Places

Metrolink Crash: Driver Flees Scene

| R R After Train Collides With Truck

ﬁ Documents

X Settings Search

Brad Takei

Most used added a new
photo.
K Intemet Explorer

Microsoft Word 2010 SHES Eopls

Explore Windows
Microsoft PowerPoint 2010

Everyday apps
Notepad

34°

.| Command Prompt Temple, TX (765 2 4
‘ , Light Snow Sho

A Adobe Reader XI
Music The Weather Ch  Calendar
Snipping Tool

Sticky Motes

All apps - ng mg

Jisk me anything m 2 = = | L S DR = = .1;-2.?,-'30115

In Windows 8.0, running apps appeared on the desktop as a small window in the top left... swipe with finger or mouse from the
top left to expose them... to switch or close. In newer versions of Windows, apps show up on the Task bar.
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3. Start menu, shutting down.

A minor difference: the Shut Down options:
¢ Windows 7 you choose Start\Shut down, Shut down is at the bottom right.

e Windows 8.1 you choose Start and the Power icon (D top right

e Windows 10/11 you choose Start and the Power icon CD bottom right

You can also right click the Start button to access Shutdown or restart
Wlndows 7 Windows 8.1 Start page w/ “Charms” visible

(e Internet Explorer

Microsoft Office Outlook 2007 Collans Cial

R. Craig 2=
Collins

Microsoft Office Word 2007 Dezcmesd:

Pictures

Microsoft Office PowerPoint 2007

Music
Microsoft Office Excel 2007

Computer
Adobe Photoshop C54

Control Panel
Adobe Dreamweaver C54

Devices and Printers
Connect to a Projector
Default Programs

_ﬂf Getting Started

% Snipping Tool

Adobe Acrobat 9 Pro

Help and Support

@ Paint

I ‘. Calculator
= Switch user
Sticky Notes Log off
Lock

- = Collins Craig
Restart
All Programs

Sleep

Hibernate

A brief note on touch screens in Windows 8: NP e
Place your finger on the right side of the screen , Everyday apps
and pull to the left to reveal “Charms” to access =Rt

Search, Share, and get to Settings on b Mo
whatever you are working on. To close an App s
drag down from the top. To get info, pull up
from the bottom of the screen.

In newer versions of Windows that do have touch screens, press and hold to ‘right
click. Plugging in a mouse will activate the familiar Windows controls even for apps.

Check Class website or YouTube for a short video similar to Lab3 ﬁ
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4. Hidden Menus

Application menus may be hidden; to reveal the menus, press the [Alt] key

—rE

- —ai} Press [Alt]

e — . ——

|Menu appears

B S

£ s

s |

5. Taskbar, [Alt]+[Tab] and [Start]+[Tab]

In Windows XP, pointing your mouse cursor at an item on the task bar generated a small
text box describing the icon; now you get a fairly large thumbnail of the program window.
Since Windows XP, you could press and hold the [Alt] key, then press [Tab] to scroll through
available programs... let go to select the Window you wish to switch to.

Windows 7 Added to that the [Start]+[Tab] sequence to get a large Rolodex style view of
program windows to view... let go to select the Window you wish to switch to.

This feature disappeared in Windows 8.

6. Run, Search, Starting programs by naming them.

For power users who liked being able to start a program using the Run tool, it no longer is
on the main Start Menu... BUT, now there is a Search box instead that can work just like
Run used to: if you search for a program it will execute the program. But you don’t have to
see the Search box... just press the Start key on your keyboard and start typing
the name of the program; hit Enter when the program is selected.
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Mouse (I know you probably have the basics, but let’s make sure)

Aside from using the mouse to simply point, use the buttons to choose,
move, or manipulate objects on the monitor.

Left mouse, single click
*select Mouse
Left mouse, press and hold movements
to drag object to new location
Left mouse, double click
*select + execute
Right mouse, single click
*open property inspector

to reveal a shortcut menu
Right mouse, press and hold
to drag with option to copy,

move, or “make shortcut”

Right click is the answer to most questions, used to reveal a shortcut menu.
Example, right click item to reveal, then use the left mouse button to select.

Explore [!

Emphy Fecycle Bin

«€ IMPCRTANT! Write this down!

Create Shorkeut

Properties

... or choose [Esc] to close shortcut menu.

To change the way the mouse works, choose Start/Control Panel/Mouse,
then select the tab you wish to use. (Many Control Panel items lead to
Settings items. Both Control Panel and Settings let you configure Windows.)
Mouse pointer shapes indicate what tasks can be performed.

Mormal Select [% Vertical Resize I
Help Select %? Horizontal Resize —
Working In Background %g Diagonal Resize 1 e
Buzy Diagonal Resize 2 a
Precizion Select —|— tove ‘_1_"
Teawt Select I Alternate Select T
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Manage Windows\Menus

The taskbar acts as a quick launch tool, but it’s primary job is to show
programs that are running. Programs the user has started show in the
middle portion of the taskbar, while programs Windows has started
display in the System Notification Area, also called the Tray. Programs
that are running, but not currently needed, can be minimized to the

taskbar; that is, shrunk to just an icon that represents the running task.

Win 7 users, click Start\Control Panel.
Win 8-11 users right click Start and choose the Control Panel.
Recall, the control panel is used to modify the computer settings.

Do This

Minimize the Control Panel window. Double Click the Recycle Bin icon.
You should now have two icons on the task bar.

E] Minimize; shrink a program window to the task bar

Restore Down; not full screen, the window can be moved/sized*

B Close ([Alt]+[F4]); closes the windows and ends the program

*Maximize and Restore Down share the same spot, if the window is currently
= maximized, the Restore Down button shows. If the window is currently not full
E screen, the Maximize tool shows.

=
- Maximize; make the window full screen*
=

Maximize the Control Panel. Now, restore down the Control Panel.

Yertical Resize

While in restore down mode, move to one of the
edges of the window. Resize the window.

Harizontal Resize
Diagonal Resize 1

Diagonal Resize 2
Click in the title bar and move the window.

T A

Maove

Click on the Recycle Bin icon on the task bar to un-minimize it. Close the
Recycle Bin.

Now, using the Control Panel, choose the Mouse control panel, and

explore the different settings in the Mouse control panel. You may wish to
select ‘Classic View’ to change the way the Control Panel organizes items.
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Menus

Windows 7 Left click Start and choose “"Computer”

Newer Windows, Right-Click Start and choose File Explorer (*This PC")
(Recall these are the SAME program, they just have different names now.)

If your menus are hidden, press the [Alt] key, then choose View,

or press [Alt] and then type the letter 'v.’

(When you use the [Alt] key and the underlined letter, or mnemonic, you
are using a keyboard shortcut. More on keyboard shortcuts soon.)

Note: ... after a menu item ... indicates a dialog box will open when the
menu item is selected in order to pass the parameters needed to
complete the command.

Windows 7 View in Newer Windows View in “This PC"
“Computer” = 08 | File Explorer

‘ Home Share ‘mlw

J— [il Details pane BE List f== Details ] File name extensions

= Sort

Navigation e m= - M
g ﬁ Tiles El_ Content v by~ || Hidden items

Edit Faworites  Tools  Help pane ~

Toolbars r

2Latls Ear Switch Views icon is now bottom right EI
Explorer Bar 4 File Explorer View options, Windows 11

Fa2022

Thurnbnails

® New T sort = View
Tiles
€ S > Craig Collins 5> OneDrive - Temple College »
® Icons o
. o
Lisk

Dt ails == List

8= Tiles
i §= Content
%= e
iz > v [ Navigation pane

(B Details pane
(I Preview pane

Item check boxes
[@ File name extensions

75 Hidden items

Note the path to show the File name Extensions in Windows 10 and 11

Explore different settings for the display. Details is like dir, you may
scroll up/down using scroll bar to the right. List is like dir /w

Note: Arrows or Chevrons or Triangles, such as > or»orvor »or V¥
normally mean more options are available. Point at the icon to get
‘bubble help,” which indicates what the tool is. Choose the V¥ to the right of
the icon to display a similar menu to the View menu. There are often many different
ways to do the same task in Windows.
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Keyboard shortcuts
Below is a short list of keyboard shortcuts, additional shortcuts are listed
on the class website.

Windows

(a1t] Open the menu if hidden, or to use a mnemonic

[alt] [Tab] Go to next window, or switch between active windows

[#] [Tab] Switch between active windows, Rolodex style (Vista Win 7)

(a1t] [r4] Close active window.

[a1t] [r4] If no window is active, this will shut down Windows.

[ct1] [z] Undo

[ctl] [x] cut selected item (copies into memory, called the clipboard)
[ctl] [c] copy selected item (into memory, called the clipboard)
[ctl] [v] paste anitem in memory, called the clipboard, into document
Word processing

[Ctl] [s] save

[ctl] [b] bold

[ctl] [i] italic

[ct1l] [u] underline

Single click text Select word
Double click text Select sentence
Triple click text Select paragraph
[shift] [End] select from insertion to end of line
ctl] [shift] [End] select from insertion to end of document

]
[ [
[Shift]
[ [

[Home] Select from insertion to beginning of line
ctl] [shift] [Home] Select from insertion to beginning of document
Other tips

If a button is highlighted, pressing the [Enter] key is the same as clicking the button.
Pressing the [Esc] key is the same as choosing [Cancel].
You may move the highlight to other buttons by pressing the [Tab] key.

Name Siee Type dified If viewing Computer/This PC in Details

v Sizs view, you may right-click the gray

v. Jype column heading, then select or remove

v Date Modified dditi | detail it
S additional detail items.
Atkributes
2uiner If a column heading is too narrow, place
=l your cursor between the columns.
Duration When the cursor looks like < , hold down
Bit Rate the left mouse button and drag the

Protected
Camera Model

column to the left or right to resize.

Mare, .,

Click a column heading to sort by that
item. Click the - or ~to reverse the sort.
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Objects

As mentioned earlier, an icon on your desktop may represents an object;
that is, a file, a folder, a device, or anything the computer can
manipulate. As we move forward, we will stress the ‘anything the
computer can manipulate’ aspect. Understand that an object might be a
snippet of a text that has been copied into memory (called the clipboard),
an image that could be pasted into a different document, a chart created
by a spreadsheet application, or an object may even be another
computer.

When you first choose Computer/This PC, you may be looking at icons for

your hard drive, floppy drive, removable storage devices, or a mapped

network drive that represents a folder on a different computer, etc.
E} - Small ico - '

I @

Q-
oy

[y

i |+ I L1 mem enec poxes
. sn
\ il =5 a

o
o ox |
°
2 pocmens
J\ Music
[~
o OO
Win 10
+
@ new S ] ED = w T sort = view
< v o & 5 ThisPC > Downloads ~ O Search Downloads
Name Date modificd Trpe Size
~ ¢ Quickaccess
Last month (7)
[l Desktop
DOS snd the art of the command line, 10th =d (2).pdf Adobe AcrobatD..  13449KB
L Downloads
- Contract(1).pdf Adobe Acrobat D... 171 KB
9 Documents
- [&] 2349bookpng PNG File 267 KB
P Pictures )
[&] helengpg JPG File KB
Fa2022
MeGraw Hill - Networking a Beginners Guide 5 Edition (November...  &/3 Adobe Acrabat D... 9,557 KB
& OneDrive - T
e - fem Information Systems.pdf Adobe Acrobat D... 17,581 KB
ova
Microsoft-Office.pdf Adobe Acrobat D... E434KE
Server 2008
> g Crestive Cloud F
> @ OneDiive - Perso
v @ OneDiive - Ternp
5 T imaster-sylisbi-
> ApoData
Titems 1 item selected 13.1 MB |=|o Wl ndows 1 1

Note: the menu bar in Windows 11 has been simplified. The Properties
icon has been removed in Windows 11, but note that the selected item
properties are still listed at the bottom of the screen. Recall, use w or ...
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Dialog Boxes

As mentioned earlier, a dialog box opens anytime Windows needs
additional information before carrying out a command, or to change a
dialog box setting.

& print %) 1. Help [?] on this dialog box
e may be a magnifying glass
SE'“e' T " 2. A tab, there may be multiple
= W8 Coﬁkm = 2 gl | 3. Scroll bars to view choices
. o2 4. A checkbox O and/or
S Feas Ornos multiple items can be selected
e e 5. A radio button ® or O:
S only one of group can be selected
@4l o Niinbai ot gopissi] o 6. A dropdown list
7. Default option (or press enter)
I 8. Cancel (may press [Esc]
o[ Fiinl ﬂﬁancel |

Help

There are several kinds of Help in Windows.
Content sensitive help,

Program help,

and online help.

The DOS command Help listed all the commands you could get help on...

The DOS command /? Feature allowed you to get help on a specific
command. Many dialog boxes have a [?] button to get help on just that
dialog box. This [?] is a form of context sensitive help.

Individual Windows applications also have help files on using that
application, called Program Help. This is opened by choosing the Help

menu if available, or clicking the (?) or /OMagnifying glass button.

Whatever window is active, by pressing the F1 key on your keyboard,
you can get help on that activity.

Earlier versions of Windows had a “Help and Support” option to list topics
to get help on, plus has a searchable help tool.

In Windows 11, use Start>Tips
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Window 11 Start> Tips

L Type here to search

Pinned All apps >

Word Excel PowerPoint Mail Calendar Microsoft Store

BE & ®W H M E

Photos Settings OneMote Calculator Clock Motepad !

= 0

[

Paint File Explorer Movies & TV Tips Cutlook Windows Media
Player

Recommended More >

R Craig Collins (_')

You may also click Search to get online help to get more up to date, and
even let a technician ‘drive’ your computer from a distance.

Click the Magnifying glass to search... search on your
computer for files or apps, or search the Internet. You can also use
Search to locate Cortana, Microsoft’s Al app that can let you search by
speaking to your computer.
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Shutdown, Log Off, Sleep

Depending on your version of Windows, there are slight differences in
shutting down your computer. However they all start by choosing the
Start button.

Windows XP: Start/Shut Down
Windows Vista: Start then choose » and select Shut Down
Windows 7: Start/[Shut Down]

Newer Windows: Start (I)

With DOS, you could simply power down the computer. In Windows, don't
just power off, as the programs that are running will not have a chance to
appropriately save and close... you may not think any programs are
running but don’t forget those programs Windows itself started that are
running in the system notification area, also called the tray. The only way
to give all the Windows programs a chance to appropriately close is to
use Shut Down.

If your computer freezes, press [Ctrl]+[Alt]+[Delete] to open the task
manager... you may close the unresponsive program there, or choose
Shut Down.

When can you choose something besides Shut Down?
If you are leaving a network computer and someone is about to sit down,
you should choose Log Off.

If you are leaving your computer, and don’t want anyone else to use the
computer, you may choose to Lock the computer. Don’t lock the
computer if it is a public computer that others may wish to use.

Finally, you may wish to put your computer in Sleep mode if you won't be
using it for a few moment, but don’t want to shut it down. Sleep is a low
power mode that keeps the computer on and items available in memory,
without using excess electricity.

Don’t choose 'Sleep mode’ or ‘Hibernate’ if you are not going to be using
the computer for several hours... go ahead and shut it down and be a
green computer user.

Finally, to answer the question: does it hurt to leave the computer on?
While this wastes electricity, it doesn’t really hurt the computer; however,
only the shutdown process completely clears the RAM; eventually a
computer left on too long will slow down as poorly written applications
clog memory. Does it hurt to turn the computer off?
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Windows B File/Folder Creation
Executable Files
Directories - Folders
Edit > Notepad - WordPad
Create, Edit, Format
Graphics and Paint
Print Screen
Copy Source Destination > GUI
Printing

Directories > Folders

In DOS, we used the term directory to indicate an organizational tool
used to allow the user to group files together. In Windows, a directory is
now called a folder, but they behave exactly the same.

Executable Files

While Operating System software is a subset of system software,
Windows includes a fair number of system software utilities (see unit F)
and a few application programs also, most notably a text editor and a
simple word processing application, and even a simple drawing program.

As mentioned earlier, programs and applications are executable files such
as the DOS Edit program, a simple text editor that saved plain text files.
Files created by an application or program are called data files. The
computer can tell the difference between the types of files by examining
the extension.

Programs often end in (.exe), while you may recall a text data file often
ends in (.txt) or (.doc).

Windows goes one step beyond DOS by also assigning an icon to each

extension.
£ (=
ey

WINWORD.EXE  DOCUMENTZ2.DOCK

The icon on the left is the Microsoft Word program. Again, the files
created by an application are called data files; the file on the right is a
data file created by Microsoft Word. Often data file icons resemble the
program icon.

Note: Windows is not limited to eight character file names or three character extensions.
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Common Windows applications, and the file types they create
Notepad, the Windows version of EDIT, creates (.txt) files

WordPad, a simple word processor, creates (.rtf) files =

Note: If your computer has Microsoft Word on it, the icon for (.rtf) files will change to
the Word icon. This is why it is important to NOT hide file extensions, as you cannot rely
on the icon to know the file type. You can still tell Windows to open the file with
WordPad, by right-clicking the icon, and choose Open with...

Paint, a simple drawing/painting program, creates (.bmp) files.

Save, vs. Save As

Save replaces an old file with a new version. The first time a file is saved,

you must go through the Save As process, where you tell Windows

1) where to save the file*,

2) what you wish to name the file, and

3) what type of file it should be saved as.

Typically, you do not need to change the file type; instead you usually accept the file

type offered, such as Paint offering (.bmp) or WordPad offering (.rtf).
Save &5 Eyed Fapgagen
* : 1) Where to save file -|« | | wenr 3

i
Organize - Mew Folder - ]
-
il -
B Desiscp
§ Downloads

2 Fegent Places

Librasies
= Dacurments

...' Mg

e Pictures

-, Wadens

Save & type: 3] FIIE type '

~ Hide Folders [ Swe | Cancel

*In DOS we had the ability to go up one directory using ed .
In Windows you choose the Up button when browsing to do the same.

Windows XP [Up] .j: Windows 10 [Up] . . |42 > ThisPC

[
[Back] [Foward]
Up
g
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Note: When saving files for work or school, it is probably NOT a good idea to
just save the files in the default ‘Documents’ folder, as they will only be
available on that computer.

Instead, select “File Explorer” or “This PC"” and then browse to a location that is
available later... such as a network drive, removable storage device, etc.

Edit > Notepad > WordPad

While EDIT and Notepad have a place, many times you may wish to
format your document, that is, change the shape, size or color of the
text, or perhaps add a list, or double space paragraphs. Old typewriters
and text editors did not have this support. Starting with Windows 3.1,
WordPad could format text, making Windows a very appealing option to
home computer owners.

Find WordPad by clicking the Start key and just type wordpad.

Do This |Below is a chart of the tools in newer versions of WordPad are...

see section G-H-I for info on previous versions.

M | 1 = | wordpadf - WordPad
F Home View
i

Calibri

— O X

&

] _ D o ﬁ &4 Find
| ---_Z/ I—L' ? @, Replace

Picture Paint Date and Insert
- drawing  time object =

Ml i
-
- -

A
il
L
o
m
a
ES

-|---5---|---o---|---?

w
.

View

"gj=,' .C-;; 1 Ruler

Nev = - b n
_| \ \ il Status bar  [3*[] Measurement units ~
Zoom Zoom

< Open in out %

il o
R] Save as »
[ ]

4 Word wrap ~

=1
=]

g’ Print

i,
= Page setup

: _‘| Send in email

o_. About WordPad

-
Exit

100% (=) (€D
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Create, Edit, Format

Creating a text file was fairly easy to do in DOS, you would type in
COPY CON filename and simply type to create your file.

The big difference between using COPY CON filename and using EDIT was
obviously the fact that EDIT would allow you to change text several lines
up; that is, move your cursor off the last line and retype. WordPad can go
quite a bit beyond this. While we learned in DOS that you can copy and
move files, in Windows we can actually apply this sort of housekeeping to
parts of a file.

If you have several lines of text already typed in WordPad, you can cut,
copy, paste, and move text around your screen, or even undo the last

action you performed, using the Edit/Undo menu, [ct11 (z1, or 7
button.

Recall in Windows we have to select, then execute. To cut, copy, paste,
or move text, you first need to highlight it by dragging your mouse across
the text.

Cut removes the selected object from the current document and places it
in the clipboard. You can cut using Edit\Cut, right click\cut, or [ct1] [x]

Copy duplicates the selected object from the current document and
places it in the clipboard. You can copy using Edit\Copy, right click\copy,
or [ctl] [c]

Paste duplicates an object from the clipboard and places it in the current
document at the point of the cursor. You can paste using Edit\paste, right
click\paste, or [ct1] [v]

To move text, highlight it and then drag it to a different location in
WordPad by keeping the left mouse button held down. Another useful
keyboard shortcut is [(ct1] [s] to save.

Once you have edited your text, you may wish to change the appearance
of the text, or format. You can change the font face (or shape of the
letters), the font size, or the font color. You can also make text

bold [ct1] (b, italic (ct1] [i], or underline [ct1] [u].

119



DOS and the Art of the Command Line Overview 6 Using Windows

Graphics and Paint
How Monitors Create Text and Images

There are two real concepts in computer graphics, and they both deal with how a
computer represents a line that used to be drawn on paper.

The earliest attempt at this concept is how a TV screen ‘draws’ pictures. If you look
carefully at a TV, you see the image is actually made up of tiny dots of color, called
pixels. m The proximity of certain dots of light are then interpreted by our
eyes as lines and solid shapes.

The term for this simple collection of dots is bitmapped. Originally computer screens
were very much like typewriters, and could only create predetermined shaped like
letters on the screen.

But as the technology improved, it was decided to mimic TV and represent letter
shapes by a series of dots, and if you could represent a letter, you could also
represent other kinds of shapes and computer graphics were born.

You could now display a picture, or print out a picture, instead of just words.

Bitmapped means that each pixel has a value assigned to it, which is translated by
us as the shape or color. So 111000111 might darken some pixels on the monitor

like this ng or from a distance it might look like - -.

Raster images are where the shades of an image are converted to 1s and Os at the
place where the shapes covers a particular pixel.

But the problem with this is when you try to magnify the image. A
diagonal line like \ may look fine, until it is 10 times larger, and suddenly
looks like a staircase.

It was never really smooth, so magnifying it makes things worse.

The solution for this is was to stop describing a line with dots, and instead describe a
line with a line, or at least a formula that was understood by the computer to
represent a line. That is tell the computer a line starts at the second pixel on the first
row, and runs at a 35° angle to a particular pixel on the 68™ line.

What was nice about this is that formulas can be manipulated to magnify the line
without jagged edges.

And since a letter of text on a screen could be described with formulas for circles
and lines, we could now have scalable text, as with Windows True Type Text.
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Typed Characters (Fonts)

A little bit about text shapes on computers, usually called fonts. A font
is actually a collection of information, such as the shape of the letter,
the thickness of the letter, the attribute of the letter, and the size of the
letter. So Times New Roman, Bold, Italic, Black, and 10 pt. describes
most Microsoft word characters.

(There are 72 points to an inch; so 12 pt is 1/6 of an inch high letters, measured from
the highest point that any letter reaches, to the lowest possible point.

Some letters have extra doodads called serifs, which give a letter more shape,
making it easier to read. A serif ‘g’ is a lot less likely to be read as a ‘q’ that the san
serif version of a ‘g’.

serif san serif monospace  proportional
o g i11 il
1 (e 1 (L) | (ore) I (L) WOW WOW

Originally computers used seven 1s and 0’s to represent about 128 different shapes,
or letters to display on the screen.

Example: ‘A’ was 100001 and ‘a’ was 110001.

Today, the Open True Type fonts use Unicode, sixteen 1s and Os, which can
represent tens of thousands of different shapes, to include not only English, but
Russian, Japanese, Arabic, etc.

A final note, while True Type fonts improve scaling not
and display, the monitor is still a series of dots... antialiased
limiting the ability to display smooth curves. This can
be overcome to an extent, using partial shading of
pixels to simulate smooth lines and curves... this is
called anti-aliasing.

antialiased

Finally, for the words and images to be printed, a ink jet printer sprays ink onto
paper, using magnets to guide the ink. Laser printers use a laser to change the
magnetic properties of a rolling drum where words are to appear; the magnetic toner
sticks to the drum until paper passes under it, where the toner is transfer to the
paper, and set with heat by a fuser.
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Paint

DOS could not really handle graphics too well, so there was no real built
in program to edit images. This changed with Windows.

See section G-H-I for older versions of Paint.

Do This | _ . o . .
Find Paint by clicking the Start key and just type paint.
w4 %) = | Uniitled - Paint = X
“ Home View o
Cu Crop 7 b A - 4 N/ OOOMLA /" Qutline — D .... .... ]
D L] Resize / (4 Boofjg@ﬁ o F —(” l:‘ ] ] l‘J
Pa'ste ,. \ Rotate * 4 / { Eruihes & + 1’\3 ECKITI (,_) E;‘\ = Size Cn:ur (uz\ur “E‘c(l]\trs
H“ View ~
N ) ’;i.‘ (=) 'ﬁi [ ruters /i
J e R &‘* il [ Gridlines _
Zoom Zoom 100 Ful Thumbnal . .
¢ Goen oo % Status bar  screen Windows 10 version
H Save
E Save as 3
g) o ' #§  Untitled - Paint o i o Ty x|
<= From scanner or camera f View 4 €
= o — b @ 7 8 A = NvoOoOo&zan @ (.) (XX X N JoX X X ¥ ] :
. @ L v 00D ANL S i peoocoeoee ¢
| sendin emal B 4 @ 2 a *HEOODO R
r Set as desktop background . .
- Windows 11 version,
. o |
of  Proparties simplified menu means use Zoom at
. o ||
@ v the bottom right, and keyboard
shortcuts to copy and paste
Eiit Zoom control
b £ DH.SZ_-E_AE-D_)(_ 100% — w— &
< >
744, 555px 1 1711280 x 1024px = 100% (=) ®

319 PM

= o Ask me anything [ .l E .. g P 2% B wor. @'U"ti‘ < 8 50)% B 42772015

Select File\Image Properties to set your canvas size. Feel free to
experiment with Paint. Perhaps set your canvas size to be 72 pixels high
by 72 pixels wide to keep the file size down. You may save your file,
preferably on your network drive or removable storage device is
available; the default file type for Paint is 24 bit bitmap, or (.bmp), but
the new version can also save as jpg, gif, and png.

Note: with the selection tool you can select parts of an image to cut or
copy.
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Print Screen

From time to time, there will be
something on your screen that you will
wish to save. If you choose the PrtScn
[Print Screen] key, whatever is displaying
will be copied to the clipboard. From
there it can be pasted into Paint, or other
program, and saved.

Print Screen

To save just the active window, press and
hold the [Alt] key, then press Alt PrtScn
[Print Screen] and let go of both keys.
The active window will be copied to the
clipboard. From there it can be pasted
into Paint, or other program, and saved.

Print Screen

Copy Source Destination > GUI

While we have already covered copying just part of the text in a WordPad
document, Windows offers us much more granular control of what can be
copied... as mentioned earlier, we can also copy part of an image.

Using your selection tool in Paint, select just part of your image, then
choose Copy. Open WordPad, and choose Paste, as WordPad can also
deal with text and graphics.

What we are doing in Windows is exactly what we would do in DOS, in
order to copy or move, we first must specify a source, and then we must
specify a destination.

In Windows, we select some text or part of a graphic, and then choose
copy in order to call the copy command and specify the source. Then we
choose a different location in the same file, or a different file, and choose
to Paste... delivering to Windows the destination for the copy or move
command. It is the same functionality, just implemented by using the
mouse or a highlight to indicate the source, and later the destination.

Further, obviously we can cut, copy, paste, and move files, too. Open
File Explorer, select a file, then choose Copy. Browse to a different folder
or device to select a new location, choose paste.

(See page unit C, starting Windows -29-, for more on managing files.)

The easiest way to copy, move, or paste is to use the right mouse button.
To me, the answer to most questions in Windows is ‘right-click.’
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Printing
As we saw earlier, when it is time to print we normally open a dialog
box.

zeneral

Select Printer
.:.'L' I:;I-a-t!" I:;I-a-.i'll" I:_-\:Ia-:ll\ ":
|E:~ﬁ" s =2 S 8 E o
Add Printer  BGEEREEE  Color Ink jet Dot hatrix Laser
L
< | »

Statuz:  Ready o [ Print ta file

Location: by Documents

Comment; Find Printer...

Fage Hange

® Al o Murmber of copies:

[ Erint ] Cancel ]

—_t

To print a document first select the printer you would like to use, if there
are multiple printers available (item 3). Choose which pages you would
like to print (All, the current page, or a range of pages, item 5). Then
choose how many copies of those pages you would like printed on the

specified printer (item 6). You can get Help with item 1 [?] /Oor F1

To issue the now fully formed Print command, (7) press [Print] or the
[Enter] key. If you do not wish to print, (8) choose [Cancel] or the [Esc]
key. Either will execute your intention, and close the dialog box.

Note: If you press the [Apply] key, this will execute the command indicated in the dialog

box, but instead of closing the dialog box, [Apply] will leave the dialog box open for
further implementations of the command.
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Windows C File Management
dir > tree > File Explorer and [Folders]
dir /w /p > View options
ren - rename
move or copy
undelete 2 recycle bin
paths - shortcuts

dir 2 tree > “File Explorer” or "This PC” and [Folders]
File management is about organizing files and folders in a hierarchy so

that information is easy to locate.

In order to manage file then, you need to be able to:

create and name/rename folders to organize your storage devices
create and save files by choosing a file name files and storage folder
delete, or rename, copy, or move files to other named folders

You should also be able to browse your storage devices and folder to

locate files. We could do that in DOS with DIR or TREE.

Windows also lets us search for files, or create a shortcut (path) to a file,

a folder, or any other object.

Note: DOS and earlier Windows used directories (folders) to physically organize files on
a drive. Starting with Windows 7, specially created folders called libraries and favorites
are used help you logically organize files, regardless of where they are physically stored.

md >make a folder in Windows In “File Explorer” or “This PC”
Home tab: click New Folder or right click a blank spot- choose New\Folder

< | labd

- X
o

=]

Home  shae  view— List of all icon views 2]
& Cut K ED T~ (W] Open - ] item check boxes
' #-J Copy path > 8 i il 2 Edit [#] File name extensions
Copy Mose Copy | Delets Rename | New Properties o nrory | 525 | | 1 picden tems

This PC O (\\tcnet3\h_collinsc0385) (0:) lab4

Right click in a blank part of this window

Quick access

Options

':‘B New ,}{) LD

I View L4
Deskt:
I Desitop = Sort by 3
¥ Downloads -
= [ Group by 4 4 Downloads
&2 h_collinsc058§ (\\ Refresh
15p2015 craig-labd.rtf
Customize this folder..
books
labd
Paste shortcut Ea Eolder
‘@ OneDrive 5] Shared Folder Synchronization 4
= —_—
_ - # Shortcut
-‘i Network Properties

@) Microsoft Word Document

Text Document

1item Statr::li;) Online

HH o Ask me anything

™

7:58 PM
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Using “File Explorer” or “This PC”
Properties icon in Windows 10, below; icon removed from Windows 11

| 4 1 = | Documents - o *
Home  snare  view— List of all icon views L]

£ cut e 2 x E] v ) IEIUP!n -
i Copy path = K ¥ [Dedt
Copy Move Copy Delete Rename  New Properties Select
. to- to~ - folder - & History  mode »
ThisPC > Documents
Py
Quick access @
[ Deskiop
¥ Downloads Camtasia My Data update
= Studio Sources alerts
@ h_collinsc038§ emor.docx
1sp2015
books
labd
4@ OneDrive
& ThisPC
B Network v Displays informa it each item |
Jitems  1item selected 214KB ~__ 1 the window +6 — . [
Brief properties of the selected item are here You can change icon views here \Windows 10
+ - O ‘ .
Click the ... to access
@ New % O ED = W T sort = view
55 Select all
< ~ 4 L ThisPC > Downloads v~ C Search Downloads i
. oo
Name Date modified Type Size oo Selectnone
v Quick access.
+ Last month (7) o :
0 Desktop ag Invert selection
DOS and the art of the command line, 10th ed (2).pdf 8122/ 071 A Adobe Acrobat D. 13,449KB
L Downloads
Contract(1).pdf Adobe Acrobat D. 171KB
-] Documents
(8] 2349book.png PNG File 267KB
Pict -
B Prctures [5] helenjpg IPG File 70KB E:‘ Options
Fa2022
McGraw Hill - Networking a Beginners Guide 5 Edition (November... 2 A 557KE
@ OneDrive - Temr o
Information Systems.pdf 17,581 KB
ovA .
Microsoft-Office.pdf 8434K8
Server 2008

> | Creative Cloud F

> b OneDrive - Perso

v @ OneDrive - Temp
> 7 tmaster-syliabi

ApoData
Titems 1 item selected 13.1 MB

I
o

Simplified in Windows 11

The other buttons available in Windows are
< Back, only available if you have browsed from some other device or
folder, choosing Back returns you to the last storage location viewed.

R 1 |42 > ThisPC

[Back] [Foward] E"

-, Reverses a < Back; and again, Up is exactly like cd ..
Search, the Magnifying glass, is used to locate a file based on file name,
or contents of the file, or file size, or when created.

This PC Documents > v | C Search Documents

Recall, you can also search simply by pressing the Start key, and start
typing what you are looking for.
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Menu Items In Windows
Pressing the Alt key followed by the underlined mnemonic opens the
menu, just as in DOS, such as Alt + F opens the File menu.

Rl

Cut
—l Copy path

'.__I‘-"-" |I..

In some programs, some menus may be hidden; press Alt to reveal.
] ]

= ..;]H Seoich ol

G'L._J |.b¢o-ml-

| L -:'-r::.--'u.'r - TIETS PIOperier [ LIFESEHT OF ERBNGE N prograen e FAap rebnere drre %

MName: Type ° Total Size Frez Space

To see menus, press

Browsing for files

B |j .. = | Documents — o X
Home  smare  vien— List of all icon views 2]
=L 14' e x @ i3~ 1 [w]open ~
=1 = [ copypath i v : 1 S f [ Edit
into Quick Copy Paste - Move Copy Delete Rename New Properties Select
S 7] Paste shortcut tor tov - folder - €hHistory  mode -
P rg I
I £ » ThisPC > Documents > v | G Search Documents

T e

Quick access E . @ :
[l Desktop o — .
& Downloads #* Camtasia My Data update
Es Studio Sources alerts
&7 h_collinscD388 e
!sp2015
books
lab4
& OneDrive
& ThisPC

In a network environment, normally you will not save your files on the
computer, but rather on a removable device or network drive. To locate
these storage devices, start by selecting “This PC” in the left pane; you
may have to scroll to find this.
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dir /w /p > View options
Once you have located your file, you may find out additional information
about the file by changing views, much as you did in DOS.

dir by itself generated a listing of the file name, file size, and file creation
date.

dir /w just displayed filenames, without the other details, and often
displayed the filenames in columns.

dir /p paused the display after a page full.

In Windows, with its scroll bars, we don’t need to worry about /p, but we
often still need the functionality of the details.

Change views Buttons, lower right corner By selecting the View tab at the top of
of This PC window. More options on View Tab | the screen you get the additional
. options in Windows 11

[

(]

8= View
— —
" _— - Extra large icons
- d Large icons

Medium icons

(]

i 85 Small icons
The left option changes to Details o
while the right option is a large = Details
icon VieW. - g: Tiles
8= Content

+= Compact view

Show >

Windows 10 view

‘‘‘‘‘

Quick access
Ml Desktop Camtasia Studio

& Downloads » My Data Sources

@ h_colinsc0585 ] update alerts error.docx
1sp2015
bocks Details view selected

labd

Large Icons view selected
4 OneDrive | 7 OneDrive

% This PC \ | & ThispC |
B Network L > @ Network v
. . 3items 1 ites

items 1 item selected 214 KB - item selected 214 KB B

To find info about a file not in Details viéw, right click and choose Properties.
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The Details option can be further tweaked to give you even more info on
your files; right-click on the gray column heading bar (the area the arrow
is indicating below) to add or remove items listed in the detailed list.

=N = | Documents = O X
“ Home  Share  View o
B [¥] Bxtra large icons & Large icons I [@]- [ ttem check boxes : I
& ER Medium icons E Small icons - Hl' [¥] File name extensions —
Navigation e - z A sort | Hide selected Options
pane BE ust 2 Details <M [ Hidden items i .

This PC Documents >

~

Name Date modified Type Size

Quick access

[l Desktop o Camtasia Studio
My Data Sources

'E]_J update alerts error.docx

0/1/2012 11:47 AM File folder
1/15/201512:30 PM  File folder
D12 2:32 PM Microsoft Word D... 215K

4 Downloads o
&7 h_collinsc058§
Isp2015
books Details view selected
lab4
¢ OneDrive
& This PC

& Network 1 >
Jitems = 1item selected 214 KB M -

Further, you may resize the columns by pointing your cursor at the
dividing line between columns... when the cursor changes to < you click
and drag the column to a different width.

ren - rename
There are several ways to rename a file in Windows.

.5 | Documents Choose the Home menu, then
Home Share View Rename
=] 4 | =] : : .
_ & Copy path - ?< =p Right-click the file, and choose
C M Copy Delete R
opy 2 e tg\:e tzpvy eve e Rename rename

Click one on a file name to
select the filename and pause;
click once more on the filename,
and the filename should go into
rename mode.

Note: you normally do NOT

change an extension when
renaming a file.
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move or copy

In DOS, you always had to choose a command first, such as

copy source destination. As we have seen in Windows, you usually
start with the selection to choose the source, then choose the command.

While describing the various methods to copy (or cut, or paste), the move
was included in that discussion.

A slightly faster variation to ‘right-click copy’ followed by
‘right-click paste’ is simply dragging a file by clicking on a file, keeping
the left mouse button down, then moving the file to a new location.

However, dragging a file from one folder to another folder on the same
drive behaves differently than if you are dragging a file from one storage
device to another. To avoid confusion, drag using the right mouse
button. This prompts you to choose whether you intend to move, copy, or
even create a shortcut.

& C:\New Folder

. File Edit Wiew Favorites Tools 2 G BT B E@
e 7 = - wm
: G Back - ] ? ! Search &
: - s —. >
- Address |25 CiiNew Folder b a Go -7 ir 7 Sealicn Folders
51| bracking. tr - ; =
|2 k% S _ [) Diihew Folder Copy Here _l o]
N Ririg.trk Move Here
L\xg Creake Shortouks Here
- - Cancel
Drag using the right mouse button

After dragging to the new location, use the left mouse button to choose:

Copy Here, Move Here, Create Shortcuts Here, or Cancel.
More on shortcuts shortly.

You may also select multiple files to copy or move.

e Using the mouse draw a box around the files in File Explorer or on
the desktop to select multiple items.

e Click on one file in a column, press and hold the [Shift] key, and
click another file in the column to select all files between the two
items

e Click on one file, press and hold the [Control] key, and click to
include additional files into the selection. Release the key when
done.
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undelete - recycle bin

In DOS, we had the potentially useful, but unreliable, UNDELETE. Undelete
attempted to reintegrate recently ‘deleted’ files by updating the File
Allocation Table, or FAT. This typically was only successful if the deletion
attempt was carried out before there was any other disk activity that
might over-write the file, making undelete impossible.

In Windows, a similar process occurs, but using the Recycle
Bin, the chances of successfully recovering a recently ‘deleted’
file are very high.

Your recycle  This is because the file is often NOT deleted at all.

bin icon may
differ.

Methods to ‘delete’ a file or folder include:
e selecting the file(s) or folder(s), then pressing the [delete] key,
e select the file(s) or folder(s), choose the File menu and Delete
e right-click the file(s) or folder(s) and choose Delete on the menu

Methods to restore a file or folder in the recycle bin
e Immediately after deleting, choose Edit/Undo or [Ctrl] [Z]
e Open the recycle bin, select the file(s) or folder(s), right-click and
choose Restore. The items will be returned to the original location.

What happens when the recycle bin is full?

The recycle bin is actually a folder. When you ‘delete’ file(s) or folder(s)
from a hard drive, instead of being removed from the computer, they are
moved to the recycle bin for safe keeping. This gives you time to decide if
you need to restore them later.

ir Emptying the recycle bin.

% Eventually the recycle bin will get full, and won’t be
Empty Recycle Bin able to protect additional files. If nothing is done,
Create Shortcut then next time a file is ‘deleted’ it will be moved to
the recycle bin, but the oldest file already in the
recycle bin will actually be deleted, with no way to
restore. To prevent the recycle bin from getting full,
you can right click the recycle bin and choose to
empty it, after making sure you don't need the files
or folders that currently occupy the recycle bin.

Propetties
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When the recycle bin won’t work.

Normally when you choose the ‘delete’ a file, you get something like the
following message:

Confirm File Delete

The confirmation message may differ from that shown.

The recycle bin only protects files that are ‘deleted’ from a hard drive, or
a device that acts as a hard drive, such as a USB memory stick. Files
deleted from network drives, or floppy disks, or re-writable CDs, are not
moved to the recycle bin.

You can compensate for this by first moving potentially un-needed files to
the hard drive, then ‘deleting’ them to the recycle bin.

You can also bypass the recycle bin and actually delete a file immediately

by first selecting the file, then press and hold the [Shift] key as you
choose the [Delete] key. The confirmation message may differ from that shown.

Confirm File Delete Ps_<|

Are vou sure you want to delete ' deleted file '

Note: Choosing to empty the recycle bin on your desktop may also empty
recycle bins on removable drives and other hard drives on your computer.
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paths - shortcuts

)

As previously discussed, an icon represents an object.
Sometimes what appears to be an icon is actually a
shortcut. A shortcut differs as it include an arrow [#I

A shortcut is just a way to locate an object quickly. You might not want to
physically move a file to your desktop, but you could add a shortcut to a
file on your desktop, making access much easier. Later, you can delete

the shortcut without actually removing the original file from the system.

In short, a shortcut is a path to an object. Just as we used the path
command to tell DOS where the DOS commands were, or just as we used
a full path in a command to tell DOS where the source or destination

items were, we use shortcuts to tell Windows where to find something.

When you make a web site a ‘favorite’ or a ‘bookmark,” again basically
you are simply copying the path to that site.

Creating Shortcuts, aside from dragging with right mouse button

Windows 10 and earlier

Select the file you wish to make a shortcut:
¢ Right click the file
e Choose Copy
Choose where you wish the shortcut to be
¢ Right click the location
e Choose Create Shortcut

When you wish to create a shortcut on the
desktop

e Select the file you wish to make a shortcut to,
right click the file

e Choose Send To\Desktop (create shortcut)

When you want a shortcut in a different folder
e Select the file you wish to create a shortcut to
¢ Right click the file
e Drag the file, with the right mouse button
held down, to the desired location
Options
o Move here
o Copy here
o Create Shortcut here

Windows 11

to make a shortcut,

right click and copy the object

Right click where you want the shortcut, and select
Show more options, in the popup window,

Select Paste Shortcut

Overview 6 Using Windows

I}
88 View >

T Sort by >

(= Group by > View >
Sort by b3

“2 Undo New Ctrl+Z Group by 5

@ New > Refresh

&) i

@ Properties Alt=Enter it Customize this folder...
Paste

2 i shi
£ Show more optiens Shift+FI0 W Psteshortcut | |

i Unda New
o Open with Visual Studio

Ctrl+Z

a Give access to >

MNew bl

i Properties

You may watch a short video on this topic on the class web site.

<

Tem
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% Windows Lab 4 See Appendix C for help with Lab 4
Lab 4 Activities
Lab 4 Questions

Make a folder named Lab4 on your thumb drive or network drive; ie f: or o:

At the end of this process, you will be taking a quiz based on the following
questions. So, to get the best score, fill in all the answers in this document first.

zZ#Documentation

What is does an icon represent?
What does a shortcut represent?
What is on the Start Button?
What is on the Task Bar

What is
What is E] What is

What is

What is “File Explorer” or “This PC” used for?

Discuss Windows Help and Support, Program Help, and context sensitive help.
Discuss the Control Panel

What does ... as in Print ... mean?

What does a triangle or ¥ mean?

What does Double Click Mean?

What does Right Click Mean?

Windows Activity:

Folders

Open the lab 4 folder you made a moment ago.
Note: Be able to discuss creating opening folders.

Do This

Topic: Copying Info, not just files
Make sure “File Explorer” or “This PC” is open; you will be switching between it and WordPad;

Open WordPad and save a file named yourname-lab4.rtf in your lab4 folder,
Type some text; experiment with formatting.

B | Id % = | craig-labd.rif - WordPad SHASH_C_
Home View @
Cut || === o — L [ r 34 Find
I | [BlackaddermiC T2 AN [ = S| | GRH Lj

Copy = 25 Replace
Faste u pd a ~- A ~|||[=|=|= =]||5 || Pidure Paint Dateand Insert
- B 7 |Ujse X | | & -_— EHl ~  drawing time object | i0iSelectall

Clipboard Font Paragraph Insert Editing

::F‘cbmattec[temt

DO NOT CLOSE WordPad, you may minimize WordPad if you like.
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Open Paint

Create a bitmap image in Paint;

I suggest you choose Image\Attributes, and make it 300 pixels by 300 pixels
(use the File menu to choose Properties.)

Just doodle, preferably using different colors, shapes, and brushes.
@l | i % ¢ < | Untitled - Paint [ 5 S

@

= DD..=. Illlu

size | | Color | Color Edit
- 2 colors

[ Outline ~

=
® *
N

— = 2 Q A (e NwoOoZah < @ oceeccesese
i (| v CO00DE0D 4 = = [ o0 {
g < ¢ 7 a AHOOD0R

H"' & I 300 % 300bx 008 () 0 @ H r'—-w
Use the rectangular selection tool to highlight part of your image '—_

Use Right-click and choose Copy, or

press and hold the Ctl key, touch the C key and let go

This copies the image into memory... the Clipboard.

You may save the image in your lab4 folder, or
simply close Paint.

Switch to WordPad. (Experiment with [Alt]+[Tab] )
Place your cursor at the end of the first line and press Enter.
Then Right Click and choose Paste, or hold down the Ctl key, touch the letter V,

and let go.
D19 = |ciglabsWordPad ==
rone I - 0

4
&

Fermatted toxt

iy

100% (= 0

This should paste the copied image into your WordPad document.

Save this document, to avoid losing your work.
You should now have some formatted text, and an image in yourname-lab4.rtf,

as shown above.
Leave WordPad open.
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Open the Mouse control panel
Note: Be able to describe how you open the Mouse control panel

In the Mouse Control Panel, change from tab to tab, and test the use of making

different choices.

_# Mouse Properties

Open the Pointer Options tab.
== Your Mouse Options may look different.

Buttons | Pointers | Pointer Options | Whesl | Hardware |

[4  dalogbox

Visibility
I:§\ Display poirter trails

. [¥] Hide poirter while typing

Automatically move pointer to the defautt button in =

I} Show location of painter when | press the CTRL key

Press and hold the Alt key, then press the PrtScn
or Print Screen key and let go of both keys.

Alt PrtScn

Print Screen

This copies the active window into memory,
the Clipboard.

a

Switch to WordPad

Make sure your Paint image is not selected by
clicking to the right of the image...

Press the enter key to start a new line.

Right Click/Paste or

hold down the Ctl key, touch the letter V, and
let go.

This should paste the copied image into your
WordPad document.

Save this document, to avoid losing your work.

You should now have a your copied Paint image and the mouse screenshot, plus
some formatted text in yourname-lab4.rtf as shown above.

Leave WordPad open.

Views in “"File Explorer” or “"This PC"”
Make sure you have opened your lab4 folder in “File Explorer” or “This PC”

Use both the View option and the icons at the bottom right to change the view
to Icons, to Details, then back to Icons
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+ | Documents - o x

O Extra large icons
O Large icons
9 Medium icons
28 Small icons

== List

= Details

Details view selected + 8T Tiles

Large Icons view selected 8= Content
¥Z Compact view

Note: Be able to describe how you can change how you view file details.

Right click a file, and choose Properties
Get properties of yourname-lab4.rtf
Note: Be able to describe how you get properties of a file.

Copy files
Copy yourname-lab4.rtf, paste the copy into the same folder
Note: Be able to describe how you can copy a file.

Rename files
Rename the copy of yourname-lab4.rtf, to lab4-yourname.rtf
Note: Be able to describe how you can rename a file.

Shortcuts
Create a shortcut to yourname-lab4.rtf in the lab4 folder.

Restore down “File Explorer” or “This PC"” so you can see the desktop, if needed.
Drag the shortcut to the Desktop using the right mouse button.

Choose to make a copy on the desktop, then

Delete the shortcut on the desktop.

Note: Be able to describe how you can delete and 'undelete’ files, folders, or
shortcuts.

Make sure all the files were created
Switch to “File Explorer” or “This PC”

Quick access

8 Desop A= A= A= to view your Lab4 folder’s contents

¥ Downloads '._ _h '-_

€7 h_collinsc0585. A
e ot oignt | colgldoddt - aigaant- Note: Be able to describe what do you have to
do to resize a window?

% OneDrive v

s State® Onine =

Then resize the Window until it is about
5 inches wide,
Alt+PrtScn to copy that window.
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Switch back to your yourname-lab4.rtf, in
WordPad.

Paste the “File Explorer” or “This PC"” screen
shot into your file.

You should now have a some formatted text
your copied Paint image, the mouse screenshot,
the File Explorer This PC screenshot showing
-your file

o -the copy of your file

Y -the shortcut to your file

in yourname-lab4.rtf ,
e — as shown on the left.
Baliy Bl 248 Save this document, to avoid losing your work.

42 | (2 4 You may now close WordPad.

6

Note: Be able to describe how you close all open Windows, and shut down your
computer

ZLab Hands-On Questions
Are the following True or False?
e “File Explorer” or “This PC” views files like the DOS CD command.
e “File Explorer” or “This PC” can change to directories the DOS CD
command.
e In previous versions of Windows, could the [Folders] button can open a
pane that is like the DOS TREE command
e The [Up] folder button in “File Explorer” or “This PC” is like the DOS
CD .. command
e You can enter commands or start programs with the Start Menu Search,
much like the DOS command prompt
e You can control the list in “File Explorer” or “This PC"” using View, similar
to the DOS DIR /W or DIR /P command

Submit files and quizzes as directed
See page 57 for details if taking a Collins class. Zip and save as yourname-lab4.zip

Note Information about new versions of Windows is in Appendix B
End chapter 6
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Overview 7

Windows D-I / Folder Management; Control Panel; Utilities; Lab 5; m

Windows D File Management parameters
Favorites
Folder options
More Disk, Folder, and File details
Personal Folders in (My) Documents
Customize personal folders

Zipping

Windows E Control Panel and Variations
Desktop Properties
Time and Date
Fonts
Scheduling tasks
Taskbar/Start Menu

Windows F Utilities
Diskcopy - in Windows
Scandisk Defrag-> in Windows
Disk Cleanup
Roll back/Restore
Add Remove
Command Prompt

% Windows Lab 5
Lab 5 Activities
Lab 5 Questions

G, H, I Windows 3.1-XP-Vista/Windows 7-Windows 8-Windows 10

Comparison of Program Manager to My Computer to This PC

Note Information about new versions of Windows is in Appendix B
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Windows D File Management parameters
Favorites
Folder options
More Disk, Folder, and File details
Personal Folders in (My) Documents
Customize personal folders

Zipping

Favorites

As mentioned earlier, a Shortcut is simply a path to an object, whether
that object is a file, a program, or a web site. In the case of a shortcut to
a web site, that is often called a favorite, and is accessible as a list in
your web browser.

To create a Favorite, you must first open the object you wish to add as a
favorite... if you wanted http://www.templejc.edu to be a favorite, you
would first open the web page, then 1) choose the ¥ icon

2) select Add to Favorites

— 1% X
< B iy . M o
o()‘ 0| hitpy// www.templejc.edu -0 ” J‘ W | Temple College | Success ... ‘ ‘ {I‘D Sy {5} (]
& Connect Students Alumni Directory Calendar News & Press H:B 2 Add to favorites |~

Add to favorites (Alt+7)
Favorites Feeds I;
Your browser tools may differ

Bing

|
| % D2L Temple College .. Online Courses .

To return to that web site later, choose the *Favorites icon, and choose
the proper item from the list.

Pinning, a quick way to a favorite folder in “File Explorer” or “This PC”
In Windows XP and Windows 7 (though not always in in Windows Vista),
you could also make a folder a favorite also. As before, you would first
open the folder, and then choose to [Add to Favorites].

In Windows 10, once you open a folder you use a lot, you can click the
Pin to Quick access, so that folder is listed at the top of your folder tree.

| . = | Currentfolder name

Home Share

This PC > Local Disk (C)) > Current folder name

The Pin to Quick Access is on the Home tab

In newer versions of File Explorer, the Quick Access tool shows you recently used items.
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Folder options

As discussed at the beginning of the Windows section, a very helpful place to make
a few changes is Tools/Folder options. Earlier we discussed how many Windows
computers are set up to hide known file extensions and how confusing this can be.

5= views e To view the full file name in Windows 11
01 Exie arga oms . Open File Explorer
i = select the View menu
select Show
i Ny~ [ tedarion pine then chose File Name extensions

[ Details pane
(D Preview pane

Item check boxes

I [y File name extensions I

To set your computer to display the entire file name in earlier versions of Windows:
Open “File Explorer or “This PC” and select the View tab.

Turn On extensions by selecting to show [ ] File name extensions

Note: You can also select to show hidden files.

|2 | = |Windows B
“ Home Share View
I:I W Preview pane %] Extra large icons M Large icons Medium icons I 1] Group by ~ [[] ttem check boxes 5
[T Details pane [ small icons BEfE List E== Details — [l Add columns ~ File name extensions
Navigation EE m= - Sort Hide selected Options
pane ~ &= Tiles 5= Content N by~ i:; Size all columns to fit [ ] Hidden items tems -

As so many people still have access to Windows XP and Windows 7,

* Choose the View tab, then click off the check mark next to
'Hide extensions for known file types', then click OK

Folder Options Typically, this is the only change that you may
Besnel] Visw | FanTypue} Ol ios need to make on the View tab, aside from
i ————— perhaps showing hidden files.

sou are uzing for this folder o al folders.
| 2py o AfFoiders | [ BesstalFoders |

Advanced seftngs:
) Fles and Felders -~
[¥] Automaticaly saasch for netwiork: foldsrs and penters:
[¥] Displag e size infoamation in foldes tps
[¥] Display simple foldes visvs in Explorer’s Foldess kst
] Displaythe cortents of systam foldars
[#] Displa the il path in the address bat
[#] Display the ful pathin the tifis bar
] Do not cache thumbnals
3 Hidden fies and folders
() Do riat shewe hicldan liles and foliders
@) Show hidden fles and folders
mely [] Hide evtensions ios kriown fle lypes v

(Restue Do |
0K Cancel
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More Disk, Folder, and File details

t
‘z| wordpad.rtf Properties X

General | Security | Details | Previous Versions

A=
e

wordpad.rif

Type offile: Rich Text Document (.rtf)
Opens with = WordPad Change...
Location: Ci\Users\collinsc058\Desktop !
Size: 0 bytes
Size ondisk: O bytes
Created: Monday, April 27, 2015, 213:34 PM ¢
Maodified: Monday, April 27, 2015, 213:34 PM '
Accessed Monday. April 27, 2015, 2:13:34 PM

q
Attributes: [JRead-only [ |Hidden Advanced... )

oK

c Advanced Attributes
Remember the DOS Attributes?

Read only Choose the settings you
Archive
System, and File attributes
i ?
Hidden: File is ready for archiving
5=/ Local Disk (C:) Properties X
Security Previous Versions Quota
General Tools Hardware Sharing
- Your tabs may vary
.
- / Volume lable goes here
Type Local Disk
Fil tem: NTFS . L
e system Windows does not use FA
[ Usedspace 57,344,069.632 bytes 534GB
I Free space: 22077.112.320 bytes 205GB
Capacity 79.421,181.952 bytes 739GB
Drive C: Disk Cleanup

[]Compress this drive to save disk space

Allowﬁ\es on this drive to have contents indexed in addition to file
properties

Cancel

=

Earlier we learned that you can
right-click a file or folder in
“File Explorer” or “This PC"
and choose Properties.

You can get tons of info, such as
creation and access dates, the
size of all the files in the folder or
see the attributes. Or, select
[Change...] to choose a different
program to open a certain type of
file.

More on the registry soon.

Note the information available on
the General tab, and when
[Advanced...] is selected.

What is really powerful is if you
open up
“File Explorer” or “This PC" and
right click on a hard drive or
storage device.

The properties for a disk show:

tabs to more information at the top,

the volume label,

the file system, usually not FAT
(Windows NT was the first non FAT OS from
Microsoft, and all modern versions of
Windows are based on the NT File system, or
NTFS.)

a usage graph,
and access to Disk Cleanup.

More on Disk Cleanup and Tools tab
will be covered later.
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Personal Folders and Quick Access
Personal folders have changed quite a bit (see Chapters G-H-I for
comparison of Windows XP, Windows Vista, and Windows 7).

In Windows 10/11, if you open “This PC”, and select the This PC icon on
the left, a collection of folders will display at the top right of the screen,
including the default locations to save Documents, Music, Pictures, and
Video, as well pinned or quick access items. Below those are local and
network storage locations.

Note: your folder shapes, network, and local storage locations may vary.

‘== File Explorer = a x|
2= View
B » Quick access » v O Search Quick access
v Quick access / Folders (8)
- oy o oo =g Yo
sPC s PC = sPC
& Downloads
1 Documents Pictures books Dos
= E This PC 5] WAOneDrive - Temple Col.. & Craig Collins\One...\books
P9 Pictures
bhooks 9ngDr.i_vejTEmp\eCollege ova o
Craig Collins Storage (D:)\522
Dos
@ OneDrive - Terr « Recent files (20)
OvA . . -
= markrodriguez-lab5.zip This PC\Downloads
> g Creative Cloud F - riencrabtree-lab3.zip This PC'Downloads
> @ OneDrive - Perso == DariusBragg-lab3.zip This PC\Downloads
v @ OneDrive - Temp == DariusBragg-capstonelab.zip This PC\Downloads
» !master-syllabi- @ m-| Additional help on completing the Hands on portion of ITSC 1...  Craig Collins\OneDrive - Temple College\books\DOS
> ApnData (] ml-l Additional heln nn comnletina the Hands an norion of [TSC 1., Crain Collins\Onelrive - Temnle Collenethonks\N0S

28 items

1]
| d

Note, the folders aren’t the usual folder shape... they have visual clues to
indicate what is saved in each folder.

It is strongly suggested you don’t save files in these personal folders if
you are on a network, as they will ONLY be available when you sit at that
machine. For portability, you may wish to save files on thumb drives or
network drives.

When doing File\Save As, make sure you verify where you wish to save

the file, as well supplying a file name and choosing the file type, if
applicable.
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Customize personal folders

This leads us to the next topic. You CAN change many of those plain
folders, so they too are easy to recognize, by customizing them.

While some versions of Windows do a good job of displaying an empty
folder vs. a folder with documents, vs. a folder with images, as below, we

can still do more.

i | |
'H N
i L
! > -
Right-click the folder you wish to modify, select Properties and choose
Customize.
MNew folder Properties X

General | Sharing | Securty | Previous Viersions | Customize
What kind of folder do you want?
Optimize this folder for:
General tems W
[] Also apply this template to all subfolders
Folder pictures
Choose a file to show on this folder icon.

Choose File...
Restore Default

Folder icons

You can change the folder icon. I you change the icon, it will
no longer show a preview of the folder's contents.

Change |con...

Cancel Apply
You can choose a File to display on the folder, or you can choose
[Change Icon...]

Change Icon for OVA Folder s

| Look for icons in this file:

Browse...

Select an icon from the list below:

Do=a=0s.
e 1 2 =
el WO
e—=mEQ@

Restore Defaults Cancel
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Zipping

Since the beginning of the semester, you may have been zipping folders
to place in a dropbox. The steps are:
e Right click the file or folder you wish to zip
e Choose Send To/Compressed (zipped) folder
e A new file with the zippered folder icon will be created... you may
rename the file if you like.

There are several reasons this zipping is done.
First, you cannot attach a folder and its contents to an email, nor can you
upload a folder and its contents to Desire2Learn (D2L).

By zipping the folder, it is changed to a package that can be attached to
emails or uploaded.

Note: While zipped, the contents of the file are not really for editing or
even for viewing... they are just packed up for the time being.

Zipped items need to be Extracted in order to really use the files.
(Right click the zipped item, and choose Extract All)

But the real reason to zip items is because of compression.

Zipping reduces file size, called compression. But some files are
compressed when saved, especially images.

Again, compression is about reducing file size; smaller files take up less
space on hard drives, and download faster. Basically, there are two ways
to compress a file, to remove redundant or superfluous data.

Redundant data is repeated data; as computers are very good are
detecting and repeating patterns, this is a favorite method of
compression.

Example: Let's say we point a digital camera at a white board, and snap a
picture. The camera detects colors at various points, usually by dividing
the image to be captured into rows and columns, then collecting color
information at the intersections. VGA resolution is 640 points along the
horizontal, and 480 rows, for just over 30700 pixels, or picture elements.
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Below is a magnified view of a line on that white board, so you may see
the pixels that make up the image.

L Pixels

Each pixel is represented by a series of 1s and 0s that dictate the color...
some cameras will assign twenty four 1s and Os to each pixel, allowing up
to 16.7 million colors to be represented at that single point. That means
you have 640 x 480 x 24, or a total of 7372800 1s and Os for that one
image. That is just over 7 megabytes! Obviously, we need to compress
the image, and one way is to get rid of the redundancy. On the rows that
are just white pixels, instead of saying 'white pixel,' 'white pixel,' 'white
pixel' over and over, why not just tell the computer to repeat the white
pixel 640 times.

And if you have 400 or 500 similar rows, why not tell the computer to
repeat the 'white row' 400 or 500 times? This immediately gets rid of a
lot of 1s and 0s, making the file smaller. The file has not changed, just
how we describe it. This is called loss-less compression.

Another way to compress a file is to remove 'extra' information.

Example: consider 2+2=4. Is there any part of that statement that does
not need to be stored? The computer can add 2+2, so why store the
answer? The answer will not change the next time it is added, to the
answer is superfluous, or extra.

Now, consider a picture of a rainbow. Can you really detect the 16.7
million shades, or would 256 shades get your point across? Moving from
24 bit color (24 ones and zero to describe each pixel)

to 8 bit color (8 ones and zero to describe each pixel), removes a ton of
the 1s and Os that indicate color; thus you can compress a file by
removing the 'extra' color information, and rid yourself of a lot of 1s and
zeros that make up the file. The file has changed, but perhaps not in a
meaningful way. This is called lossy compression.
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The image below on the left is a jpg; while still compressed, it is still a
good image. However, on the right, that image has been stripped down
too far; it is too grainy, and no smooth transition between shades. This
would NOT be a good compression, as TOO much info was removed.

In images, a .bmp file is lightly compressed, and not good for say
Internet downloads as the files stay large. So instead, you could use .gif,
if your file is limited to 256 colors, as in a pie chart. If it is a photograph,
as above, use .jpg which allows for more colors, but still has good
compression. (A .png version is a larger file, really better for print.)

PS, that 7 MB picture of the white board can compress to

900 KB (24 bit 16.7 million shades bitmap image),

or 37 KB (monochrome bitmap image)...

or a 5 KB jpg file...

but since we don't need a lot of colors, it is best suited to be a gif, which
comes in at mere 1.7 KB!

From 7 MB to 2 KB without losing the meaning of the image... that is

about 2400% improvement in storage space, and download time. That is
great compression!
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Flashback

While this chapter is concerned with Windows 10 and 11, and there are several pages in chapters G-H-I on
older versions, the fact is many of you may be using an older version of Windows, so we really need to include
a quick comparison of Windows XP to newer versions: My Computer vs. Computer and This PC

Up/Back: Used to retrace steps, similar to the DOS cd ..

Search: used to locate files by nhame, contents, size, etc.

Folders icon: XP, toggle between a tree view and a info screen

Folders button: Vista, toggle between a list of ‘favorite’ storage areas,
and tree of all storage areas...

View: Choose to view files or folders as icons, a list, or detailed list, etc.

Uz 2,;' 3l 4

Up Search Folders Views

Vista version

XP version

4 » Computer »

‘ Organize ~ &= Views ~ o Properties ji) System propertie

In newer Windows, there is no Favorite Links * b Type " | Tota Size
need for a [Folders] icon or button | [F| Documents Fiagel BBk Drives {11

to switch between tree & property | [E pictures bl

view, as they are both always B Music # 387 GB free of 19,5 GB
visible. (% Recently Changed Devices with Removable Storage (2)

E Searches *
¥ Public l&g_y Floppy Disk Drive (A:)

Metwork Location (3]
)

{\IMPORTANT! Write this down! .

Folders ~

Windows 10
Click this button to get more detailed properties
& | g = | This PC - o X ‘
Computer view@Click the View tab to get more display [ 7]
options, including List
(B [¥ Extra large icons e Large icons = Y =
i . ¥
[E [EE Medium icons EE small icons -
Navigati BE . "g-- C t Show/ Opti
wigation g8 s B:= Detait urrent| Show/ | Options
out
« I @ » This PC v C Search This PC Jo
"~ L "~
4 Quick access - “' J/ ﬁ
B Desktop v Desktop Documents  Downloads Music v
13 items E

. —
‘ Brief prﬁerties will display here... change View to Icons or Details here %

Windows 11 does not have the Properties icon, just right click an item
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Windows E Control Panel and Variations
Desktop Properties

Time and Date
Fonts

Scheduling tasks

Taskbar/Start Menu

The Control Panel is a powerful tool to configure your system, but a few items

formerly only in the Control Panel now have space in the ‘Settings.’

Do This

Use the Start button to access the Control Panel.

Left click the Start button, select All Apps and scroll to Settings.

o TR~ T

[E Al Control Panel ltems:

| Adjust your computer's settings

@ AutoPlay

B configuration Manager
3 Device Manager

& File History

< Keyboard

&3 Phone and Modem

D Region

1§ speech Recognition
= | Taskbar and Navigation

gy windows Mobility Center

> ~ 4 [Ed> ControlPanel > All Control Panel ftems >

) Backup and Restore
(Windows 7)

&)

Credential Manager

Devices and Printers

el

A Fonts
y Mail (Microsoft Qutlock)

‘Q Power Options

W RemoteApp and Desktop
W Connections

2 st S
¥ Storage Spaces

[4Al Troubleshooting

Windows Tools

f.’;‘ BitLocker Drive Encryption

Date and Time

®‘ Ease of Access Center

{2, Indexing Options

&2 Indeting Op

«» Mouse

P! Programs and Features
W¥ Security and Maintenance
& synccenter

8, user accounts

g Work Folders

Search Control Panel

-d Color Management

Default Programs

File Explorer Options

€ internet Options

.l-'l. Network and Sharing
Center

@ Recovery
) Sound

System

o Windows Defender
Firewall

A few notes: File History is the current way to back up hard drives.
Backup and Restore (Windows 7) is a legacy backup tool..

= Windows (C:) Properties

Security Previous Versions Quota
General Tools Hardware Sharing
| Enmor checking

This option will check the drive for file
B system emors.

Optimize and defragment drive

% Optimizing your computer's drives can help it un
more efficiently

Optimize

Backup used to be located with the

Error Checking (ScanDisk or Chkdsk) and
Optimize and defragment (Defrag) utilities;
accessed by right clicking a hard drive, selecting
Properties, and then selecting the Tools tab

Also, Some Control Panel items lead to Settings items.
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Desktop Properties (Windows 10 variations discussed in class)

There are many things that can be configured on the desktop, the background
image (or wallpaper, as it is often called), the color of the windows, the size of
icons or the icon label text color, which optional items aside from the recycle bin
appear, which screen saver pops up and when, and even setting the controls for
the monitor and video card. You can even make a change to all of the above, by
selecting a ‘theme.’

There are many ways to get to the tools that allow you to customize the
desktop, or examine what is currently set. One method is to use Control Panel,
and select Display. To manage the video card, you might need to choose
System, and dig down into the Hardware tab, and the look through the Device
Manager... or, you could right click the desktop and select Personalize!

Craig Collins Personalization

collinscoso@templejc.adu

System

Bluetoath & devices

Select a theme ta apply
Personalization

Apps
& Accounts -
' A [

-

®  Network & internet
4

&

Time & language
A /
8 Coving =
N e -
K Accessibility =
&  Privacy & security Sl
B i >

@ Windows Update

S e >

A Fonts 5

& rosounon

Background

Preview
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You return to the main menu by clicking <, top left, by “Settings”

- ]
| Settings =

There are options to change your Background, and how to fit the image

Personalize your background

@ A picture background applies to your current desktop. Solid color or Picture hd
slideshow backgrounds apply to all your desktops.
Recent images
Choose a photo Browse photos

Choose a fit for your desktop image | Fil
Fit
Related settings Stretch
O Contrast themes Tile
Color themes for low vision, light sensitivity
Center
Span

Not all versions of Windows let you change accent colors

o
Documen t was last saved: Just now

‘3 Craig Collins Personalization > Colors

collinscos@templeje.edu

Find a setting .l

= system

©  Bluetooth & devices

¥ Network & internet

| 7 Personalization
Light

B Apps

& Accounts o @D
P Time & language

#  Gaming Q) Accent color Manual v oA

T Accessibili
& Recent colors

7 fsn ....
@ Windows Update
Windows colors
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| find Themes to be the most useful selection, as a theme lets you
change many aspects simultaneously, such as background, colors,
sounds, mouse options, etc. PS, Click into the Desktop icon settings

& settings

L Coiacolins Personalization > Themes
collnscoss@templecedy

Find a setting 2

<

= system

©  Bluetooth & devices

@ Network & intemet

Desktop lcons

Desktop icons

| / Personalization () Background G Color |_|Computer @ Recycle Bin
Light Bloom Blue . .
B Apps gy Sounds [ Movsecrr |_J User's Files () Control Panel
O fmzms Windows Default Windows Aero ° Ne1w0rk

i
#® Gaming i v P
% A i colors together to give your desktop more Custom A~ — te
ceessibility =
This PC Craig Collins Network Recycle Bin
@ Privacy & security A{ full)
@ Windows Update f
- te
D) Recycle Bin
— {empty)
-

Change lcon... Restore Default

@ Allow themes to change desktop icons

Related settings

= Desktop icon settings a
OK Cancel

&) Contrast themes 5 —

Sounds Associating sounds with events that happen in Windows

<%} Sound

Playback | Recording | Sounds | Communications

A sound theme is a set of sounds applied to events in Windows
and programs. You can select an existing scheme or save one you
have modified.

Sound Scheme:
Windows Default v Saye As..

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events
(7] Windows A
] Asterisk
€] Calendar Reminder
Close Program
] Critical Battery Alarm
€| _Critical Stop ¥

/| Play Windows Startup sound

— Note Playback/Recording tabs. Your options may differ.

Other tools: Lock Screen Controlling what is displayed if the computer
is idle, including Screen saver.

I personally dislike Screen savers, why make the computer work while
you are away? I can see using them to cover sensitive work if you step
away for a moment, but I prefer to use the Change Power settings option
to shut down the monitor if idle.
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Fonts

Previously we learned how formatting of text is possible because the computer
can now control the size, color, and typeface of various fonts.

The different fonts that are installed on your computer are organized by type in
the Fonts tool, located in the Control Panel.

VGA fonts are similar the bitmap font that DOS used. They were called bitmap
fonts because they were made up of dots, little bits of light, mapped to a
particular location on a monitor. It wasn’t an ‘A’ as much as it was a series of
dots that /ooked to our eyes like an ‘A’. However, notice how poorly these scale
to large sizes. This limited early printers as well.

Al Courier

abecdefghijklmnopgrstuvwxyz

ABCDEFGHI JKLMNOPORSTUVWIYZ

123456789 (a8 7))

12 The gquick brown fox jumps over the lazy dog. 1234567890

18 The gquick brown fox jumps over the lazy dog.

s The gquick brown fox jumps over
. The gquick hrown fox

Recall, it was the introduction of fonts that scaled that lead the Windows
revolution. Those were called True Type fonts, and these print well.

True Type fonts include hundreds of additional characters beyond what is
available on the keyboard, to support languages other than English. Notice how
smoothly the font scales as font sizes get larger.

Start/Run or Start/Search charmap to view these additional characters.

1 ABSALOM (TrueType)

Tvpeface name: ABSALCIM
File size: 47 KB

ersion: Macromedia Fontographer 4.1.4 7/29/98
Copyright (£) 1996 enStep Incorporated. All Rights Reserved,

e B fg biih Posssnc popnabosnnvreg
TR S TR S IR M N R R S T AL,
123437 FDa: +17)

12 drehl oo Covm rruy Big opfiinn of oqeenntn 123456890

18 Fonchllova boue mrang big gl <f greerbm TZF456890

Open Type (Open True Type) fonts can include thousands of additional
characters beyond what is available on the keyboard, to support languages
other than English. Notice how smoothly the fonts scale to larger sizes. Some of
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the fonts are 32 bit, compared to the 8 bit bytes used by DOS.
Start/Run or Start/Search charmap to view these additional characters.

T Arial (OpenType) E
Frint

o Arial (OpenType)

COpenType Font, Digitally Signed, TrueType Cutlines
Typeface name: Arlal

File size; 359 KB

Jversion: Version 3.00

dTypeface @ The Monotype Corporation plc. Data @ The Monotype Corporation plo/Type Solutions Inc, 1990-1992, All Rights
Feserved

|abcdefghijkimnopgrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
123456789.:,;(:*17")

1z The quick brown fox jumps over the lazy dog. 12345878390
1= The quick brown fox jumps over the lazy dog. 1234567830

b+ The quick brown fox jumps over the lazy dog. 1234

l. The quick brown fox jumps over t

Other items you can personalize

€ Settings
fq Craig Collins Personalization > Taskbar
callinscos8@templejc.edu
Taskbar items ~
Find a setting p Show or hide buttons that appear on the taskbar
O D sewe o @
ﬂ Bluetooth & devices
L Task view on @D
¥ Network & internet
| / Personalization @ widgets On e
B Apps
O chat on @D
® Accounts

9 Time & language Taskbar corner icons R

Show or hide icons that appear on the corner of your taskbar

#  Gaming
Pen menu —
K Accessibility ‘ﬂ Show pen menu icon when pen is in use off @
& Privacy & security Touch keyboard on @
Always show touch keyboard icon —

@ ‘Windows Update
g Virtual touchpad off @

Always show virtual touchpad icon =

Taskbar corner overflow
Choose which icons may appear in the taskbar corner — all others will appear in the taskbar corner overflow menu

Taskbar behaviors
Taskbar alignment, badging, automatically hide, and multiple displays

You can also open a program, right click the taskbar icon, and
Pin to taskbar
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Settings

R Craig Collins
collinscos8@templejc.edu

Find a setting

L]

B N\

[

5

i

X

System

Bluetooth & devices
Network & internet
Personalization
Apps

Accounts

Time & language
Gaming

Accessibility

DOS and the Art of the Command Line

Overview 7 Manage Windows

Personalization > Start

&

D

Show recently added apps

Show most used apps

Show recently cpened items in Start, Jump Lists, and File Explorer

Folders
These folders appear on Start next to the Power button

Help with Start

Changing Start menu color Opening the Start menu

Note options on personalizing the Start menu

<

Settings

R Craig Collins
collinscos8@templejc.edu

Find a setting

(4]

B\

e

System

Bluetooth & devices
Network & internet
Personalization
Apps

Accounts

Time & language
Gaming
Accessibility

Privacy & security

@ Windows Update

D

)

®

&

&

WTC-522-6713
Latitude 5520
Rename

Display
Monitors, brightness, night light, display profile

Sound

Volume levels, output, input, sound devices

Notifications
Alerts fram apps and system

Focus assist
Notifications, automatic rules

Power & battery

sleep, battery usage, battery saver

Storage
Storage space, drives, configuration rules

Nearby sharing

Discoverability, received files location

Multitasking

Snap windows, desktops, task switching

Activation
Activation state, subscriptions, product key

Troubleshoot
Recommended troubleshooters, preferences, history

Recovery
Reset, advanced startup, go back

We'll discuss Recovery in a bit.

@ Windows Update

Last checked: 2 hours ago

If you use the Find a setting, you can find the “Device Manager” to view

the state of devices on your computer... but often only

make changes to those devices.
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€ Settings
R Craig Collins
collinscose@templejc.edu

Find a setting o

We'll discuss using Device Manager, and it's equivalents, to update
drivers in a bit. A driver is software that tells Windows how to interact
with hardware.

@ Device Manager - o x

Ele Action View Help
L ANl 7 B

v WIC-522-
> i Audio and outputs

Print queues

i femlepie]

an

arp

Scheduling tasks (bonus reading)

Some jobs, such as defragmentation or error checking, should not be run while you are
using the computer... use of the computer actually interferes with the task. One option to
accomplish the task then is to schedule the computer to run the task when you aren't
using the computer. Note: the computer must be on for a scheduled task to run.

To start the scheduler:
In Windows 10, tasks are scheduled in the Administrative Tools Control panel, or of
course Start and begin typing Task Scheduler.

After naming the task and entering a basic
description, you choose a trigger, such as Daily, or
when the computer is started. Monthly is good for
error checking or defragmentation. Once you set up
the trigger time you choose to start a program... then
browse to the program you want.

Difficulties with scheduler.

First, one must remember to leave the computer on,
so the schedule will trigger. Next, if an error occurs,
you aren’t there so tell it what to do next. An
example is error checking; sequence can be
important... you should run error checking before you
defragment. A thorough defragment will stop if it
encounters an error. Then you computer is just sitting
there, waiting for you to show up Monday.
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Other ‘scheduled’ tasks.

Further, error checking doesn’t like to examine the location of the system- files.
If you want the whole disk checked, the Error Checking tool itself will ask if you
would like to run the tool the next time you start the computer.

While not technically a scheduled task as with the control panel tool, it has the
same net effect. Basically this will be added to a batch file that will run AS
Windows boots up.

Windows Booting

When Windows first starts, it really is a lot like DOS. This is called real mode. As
more and more of the ‘0OS’ is loaded into memory, Windows shifts into protected
mode, then loads the full graphical user interface. Protected mode means each
program is assigned its own chunk of memory, and Windows builds a wall
around itself to prevent programs from crashing other applications, or the OS.

While in protected mode, error checking is blocked from the OS files, but in real
mode which is very DOS like, an updated scandisk can run easily.

2% Windows™® Then when scandisk is finished, the
computer finishes booting and loads
the protected mode part of the OS,

and full graphical user interface.

There are problems here, too. What if there is a short brown out just after you
‘schedule’ the scandisk for the next boot, and suddenly your computer is reboots
now... instead of at the end of the day, when you wanted it to occur? Scandisk
can take many, many hours to run, effectively blocking you from using your
computer.
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Windows F Utilities

Diskcopy - in Windows
Scandisk Defrag-> in Windows

Disk Cleanup
Roll back/Restore
Add Remove
Command Prompt

In DOS we discussed format a: to prepare a disc for use; in Windows, if
you have a floppy disk, you could choose “File Explorer” or “This PC",
then right click the Floppy Disk Drive (A:) then, choose Format...

N Floppy Disk Drive (A1

Open

Explore

Share...

Copy Disk...

Scan for threats...
—

Format...

Cut
Copy

Create Shortcut

Rename

Properties

Your icons may differ slightly

The same goes for diskcopy
Just above the Format... menu item is Copy Disk...

% Copy Disk

Copy from:

Copy to:

L__-';_,JFloppy Disk Drive (A:)

l__-';_,JFIDppy Disk Drive (A:)

[ Start ][ Close ]

Format Floppy Disk Drive (A:) @
Capadty:
3.5, 1.44v8, 512 bytes/sector -]
File system
|FAT (Defaul) ~|

Allocation unit size

|512 bytes

7]

[ Restore device defaults

Volume label

Format options

[ Quick Format

[ create an MS-DOS startup disk

Start

l [ Close
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For the remaining items in this section, right click the hard drive icon, and
choose Properties. Your icons may vary.
Local Disk (C:)
ﬂ s ———
Open

Explore

Share...
DD T h i s Restore previous versions

Format...

Copy

Create Shortcut

Rename

Properties

The C: Properties window

¥ Local Disk (C3) Properties X
Security Previous Versions Quota
General Tools Hardware Sharing
| Your tabs may vary

L] |
(_7 | Volume lable goes here
Type: Local Disk

File system:  NTFS Windows does not use FAT

B Usedspace: 57.344.069,632 bytes 534 GB

[ Free space: 22.077.112.320 bytes 205GB

Capacity: 79.421.181.952 bytes 739GB
Drive C- Disk Cleanup

Dgompress this drive to save disk space

Allcwﬁles on this drive to have contents indexed in addition to file
properties

The C: Properties window displays the volume label, disk usage and file
system type. Note DOS used FAT, Windows typically used NTFS.
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To run the Windows version of basic DOS utilities, choose the Tools tab

scandisk = in Windows & Local Disk (C:) Properties (S
is started using
Error—Checking Securty I — Previous Versions | Quut?
Thorough checks may Genersl | Tooks Herdwars | Shang
require being run at boot Emor-checking
. . This option will check the volume for
defrag = in Windows g MO,
is started using [ ¢ Check Now... |
Defragmentation
Defragmentation
I_nSbaCku? = in Windows % This option will defragment files on the volume. i
iS run using @
Backup [ I:ﬁlgn.=;f|ag|muarrt Mow... ]
The Backup feature has Backup
be_en moved to in later . & This option will back up files on the vaolume.
Windows. &
Backup Mow ..
0K || Cancel Apply
Return to the General tab, and choose Disk Cleanup
=, Disk Cleanup for (C) &1 Disk Cleanup is used to remove
—y—|msmeanup HMore Options ‘garbage’ from the hard drive to
Youcanus_e Digk Cleanup to free up to 452 ME of disk Increase free Space’ by lettlng
spaceon (C). users remove installer files,
Files to delete: temporary Internet files (cache),
1) Tempormy iomet s zamn emptying the recycle bin, etc.
EHecycle Bin 152 ME |~
%] Temporary files 721MB H
71 Truntrat el Disk cleanup also can remove
—= temporary files that should have
Tetal amount of disk space you gain: 452 MB
Descition been removed by programs, but
R T T R were not.

Note, Disk Cleanup onIy free hard drive space; it does not remove items
from memory, or delete applications.
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Restore computer setting

Modern versions of Windows are ‘plug and play’ systems, meaning that
Windows itself can often detect new software, and configure the computer
to use the hardware automatically. But that doesn’t mean the system is
foolproof. Typically, the most vulnerable time for your computer is when
you install new hardware or software, leading to problems even starting
computer. While the previously mentioned Backup tool can let you rebuild
your computer to the way it was, there may be some other options.

Your first indication of a problem might be a screen at boot indicating
there is an issue, and offering you the option of starting the computer
using the ‘last known good configuration.” While troubleshooting is
beyond the scope of this text, choosing the previous configuration can
bypass a lot of work, though the new hardware or software may not
work, at least you have use of the computer.

To verify you have a ‘good’ configuration to choose, research backing up
your registry. (The Registry is the Windows list of hardware and software
that is installed on your computer, and how Windows can use those
items.)

If the computer won't boot normally at all, for Win 7 is to press F8 when
booting; this boots to Safe Mode. Safe Mode starts the computer without
all the peripheral devices, one of which may be incorrectly set up and
now interfering with the boot process; while in Safe Mode, Windows can
often repair itself, allowing you to boot normally thereafter. In Windows
10, a failed boot leads to options; advanced options leads to start up
setting, which include Safe Mode. In Windows 11, Click Start, select the
‘Power’ button, and the hold down the Shift key and click Restart.

Error Checking can prevent some file corruption, but is not always
successful in recovering files that may have become corrupt. If some
Operating System files have become corrupted, you may be able to
simply ‘repair’ the OS by copying files from your install CD; however, any
patches and service packs may need to be reinstalled to bring your
computer back to the way it was. (Or, you could restore from backup.)

Your computer may also be able to set up ‘restore points;’ this commits
hard drive space to keeping track of changes made on your computer.
While tempting, typical users rarely remember to set these restore points,
so this may be a program to schedule. (Search Windows Help and
Support for the specifics on your computer if you wish to learn more on
‘Repairing your OS from CD,’ ‘Restore Points,’ or ‘Automated System
Recovery.’)
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Note: many computers have a Reset option, either as a vendor program,
or a separate partition storing the info on the computer’s hard drive;
these options will reset your computer to the way it was the first day you
started it, and should be avoided... because you have been making your
own backups, right?

Restore Hardware

While Plug and play works for many devices, newer devices may come
with a CD that needs to be run to update the Windows Plug and Play
database with addition instruction on how to recognize and use hardware.
These instructions telling Windows how to use a piece of hardware are
called drivers.

From time to time, a device may fail to work or stop working, even If the
computer boots normally. If you can rule out hardware failure, the driver
may be to blame. This type of situation requires the use of the Device
Manager, which was discussed earlier.

Your first action is to typically try to update the driver. You'll be prompted
to insert a disk, or browse the Internet. If the current driver is the newest
version, you may wish to rollback to a previous driver, as the older driver
may be more stable. Another option is to delete the device, and reinstall,

either using the CD or plug and play.

Device drive codes

Device is not working
(1) Device may need attention.
(?) Device is disabled

Some devices simply will not get along, or different users may not need
to load all the drivers for devices they don't use; for those times you may
be able to use different, savable configurations.

That is, build one configuration for José uses the scanner,
and build a different configuration for Joanne who uses the
external DVD that doesn’t work well with the scanner
plugged in.
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Software

These days, new programs have installer software, and part of the job of
the installer is to update the Registry. That means if you simply delete an
application, the Registry has wrong information, and may lead to
Windows crashing.

Example, installing a trial version of Microsoft ‘Word’ reassigns the WordPad file
type (.rtf) to now open with ‘Word.’ If you simply deleted the ‘Word’ program at
the end of the trial period, the next time you double click a file that ends with
.rtf, the computer will generate an error as it can no longer find ‘Word.’ Instead,
the program must be uninstalled to reassign .rtf back to WordPad in the
Registry. This uninstall action is handled in the Control Panel.

Variations on add/remove, and installing Windows software.

In Windows XP, the Control Panel item you look for is

Add or Remove Programs

In later versions of Windows, the Control Panel item you look for is
Programs, or Programs and Features.

[-L Programs and Features = O X

% > Control Panel All Control Panel ltems Programs and Features

Control Panel Home = ,
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

& Tumn Windows features on or

off Organize * B » (7]

Install a program from the -

network Name Publisher Installed + ™
l; Adobe Acrobat X Pro - English, Francais, Deutsch Adobe Systems 12/11/20
8 Adobe AR Adobe Systems Incorporated 3/25/201
nﬁidobe Community Help Adobe Systems Incorporated. 3/25/201
ﬁ.dobe Content Viewer Adobe Systems Incorporated 3/25/201:
M Adobe Creative Suite 5.5 Design Premium Adobe Systems Incorporated 3/25/201¢
B Adobe Flash Player 17 NPAP Adobe Systems Incorporated 4/15/201%
Adobe Reader X1 (11.0.10) Adobe Systems Incorporated 2/12/201:
Adobe Shockwave Player 12.1 Adobe Systems, Inc. 3/25/201:
{I.'l Adrha Widnat Rerurar Adnhe Surtame lnrarmarstad 2/75 ."m;: ¥

— Currently installed programs Total size: 12.2 GB

|_ Y 62 programs installed

Click the item you wish to modify or uninstall.

Installing software.

As most programs now come with an installer that loads the software and
updates the registry, you typically don’t need the help of “Add Software,”

unless you want to add a Windows feature, such as a game that comes
on the Windows disk, or load a program from a network.
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Command Prompt

Start/All Programs/Accessories/Command Prompt

Windows Help

If using Windows command prompt, the HELP screen will look similar to:
C:\>help

For more information on a specific command, type HELP command-name

ASSOC Displays or modifies file extension associations.

AT Schedules commands and_programs to run on a computer.

ATTRIB Displays or changes file attributes.

CcD DispTlays the name of or changes the current directory.
CLS Clears the screen.

COPY Copies one or more files to another location.

DATE Displays or sets the date.

DEL Deletes one_or more files. ) ] ) ]
DIR Displays a Tist of files and subdirectories in a directory.

FORMAT Formats a disk for use with windows.

This is not the full list, just what may fit on the screen.
To find usage, use HELP command-name OF command-name /?

Note: You may use lower case or upper case when typing commands.

While similar to DOS, this is the full power of Windows, accessed from a
command prompt. (When you can choose how you interact with the OS,
you are said to be choosing ‘shells.”)

Note: Windows command prompt does not support deltree Or undelete

Task Manager

By Pressing [;\+[I\+[m at the same time, you can then Log off,

Switch Users, or access the Task Manager. The task manager lets you
view running Applications (and force them to quit if needed), or see how
hard your computer is working by selecting the Performance

[ w: = ) Terk Mgt i R |
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% Windows Lab 5 See Appendix C for help with Lab 5
Lab 5 Activities
Lab 5 Questions

Documentation 3 points each
Right Click Desktop; choose Personalize, then Themes

oUAWNE

& Accounts

Settings

Q cois cotis Personalization
callinscDSB@templejc.edu

Ay Fonts

. What does the Theme area control?

Explore other menus

What does the Desktop Background area control?

What will the Change Desktop Icons let you add to the desktop?
What does the Fonts area control?

What are some of the Lock screen options?

Customizing the Task Bar

7.

What are the options available if you right click the Task Bar?

Customizing the Folders

8.

Do This

What can you add to a folder icon? Can you replace the folder icon?

Windows activity, questions 3 points*, screen shots 5 points.
1. Using “File Explorer” or “This PC” select a storage device you can save files to.
If there is not a folder called ‘Lab 5’ there, create it. Yourname-lab5.rtf should be
created inside ‘Lab 5,” using WordPad.
2. In order to add a web page to Favorites, what must you do first?
Choose the best answer
a) Right Click it. b) Open it c¢) Change Views to Details d) Unhide the folder
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3. Matching:
1y 20

XP version

DOS and the Art of the Command Line

3 4G

Vista version

1

o« Properties g2l Syctern propertie

Mame Type - Total Size

Overview 7 Manage Windows

B Dok Hard Disk Drives (1)
E Rihies 4 Local Disk {iC:)
i i -— . ._
B Music " T
&y Recently Changed Devices with Remaovable Storage (2)
BB Searches l‘;‘
: o Fleppy Disk Drive (Ac)
L Public 5 e
Metwork Location (3]
3
Folders -
Windows 10 3
@I 5 | ThisPC - O X
“ Computer View 4 0
. (W [™] extra large icons Bm L3rge icons T 4 ]
i . o
- TE EF Medium icons [:E small icons - .
M t =~ F C t Show/ Opt
a;;?'li !::ln BE List B Details :;::E h,::‘: p.lcnns
1 - ¥ ThisPC ) s
~ mh ~
4 Quick access | = \L |
m 5 ¥ E
Bl Desktop o v Desktop Documents  Downloads Music ¥
13 items ﬁ -
r E i
Match the following
Button 1. Search
Button 2 Like cd .. Up or Back
Button 3 Used to change from displaying icons to lists
Button 4

In earlier versions of Windows, used to get properties, or switch to

property view from Folder view

Note: In Windows 11 there is no Properties icon, select the item to see properties
displayed at the bottom of the windows, or right click item to open Properties
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Lab 5, continued

Changing the Desktop. Right click the desktop and Personalize.
4. Place the Icon for the Network
on the Desktop (icon, not shortcut).
a. Press PrtScr (or Snip) to capture the
desktop showing this change.
b. Paste the image in your lab5.rtf document
c. Change the desktop back, so the
Network icon is not on the desktop.
5. Explore the Themes setting, and discuss what can be changed.

Do This

6. Search for Display settings. Discuss how to change resolution of your desktop.

7. Discuss how you could add the Microsoft Word icon to your Start menu or
Taskbar

8. If'you had a floppy drive, in “File Explorer” or “This PC”, if you right click
a. What actions can be performed on the floppy?
9. Right click the hard drive to open the properties with the pie chart of the hard drive.
a. Press Alt+PrtScr (Print Screen) to capture this window.
Paste the image beneath the other image in your lab5.rtf document
b. While in the same dialog box, click the Tools tab and get a screen capture
Do This with Alt+PrtScr (Print Screen) to capture this window of the items on the
Tools tab; paste this image below the other images in your labS.rtf
document

10. Get to the Control, and open the control panel item to ‘add or remove software’
(It will have the name ‘Programs and Features in the Control Panel item).
a. Press Alt+PrtScr (Print Screen) to capture this window.
Add below the other images

11. In File Explorer, right click your hard drive. Which Disk properties tab is the Disk
Cleanup button on?

12. Save document as yourname-lab5.rtf in your lab 5 folder.
You may Print your document, but it is not required.
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Hands On 6 points each

Be prepared to discuss:
1. Compression

2. Disk Clean Up

3. Fonts

4. Scheduling Tasks

5.Disk Property Tools and Right Click Disk options

Your lab5.rtf should look something like the following, when you are finished:

icon

Submit files and quizzes as directed

Desktop with Network

Pie Chart Window

Tools tab

‘Add/remove’ Programs
and Features control panel

Overview 7 Manage Windows

See page 57 for details if taking a Collins class. Zip and save as yourname-lab5.zip
Note Information about new versions of Windows is in Appendix B

168



DOS and the Art of the Command Line  Overview 7 Manage WIndows

G, H, I Windows 3.1-XP-Vista/Windows 7-Windows 8-Windows 10
Comparison of Program Manager to My Computer to This PC
Shifts in Customizing/Personalizing the Desktop

Windows 3.1, a graphical interface that ran on top of DOS

Program Manager

MS-DO%

Wiewer Prompt

= T

windows PIF Editar Read Me

Setup %

aax EE) )

A¥E Are A¥e
Accessones Games StartUp

Note the lack of a Start Button... PIF was to run DOS programs in a window.

Windows 95, the first consumer Windows product that did not rely on DOS.

E9 Control Panel
File Edit “iew Help

3 Dial-Up Networking  [HI

File Edit “iew Connections

AddMew  Add/Remove  Date/Time Dizplay
H ardisizra =]

Dial-Up Metworking enables you ta connect one
computer to ahather computer and ta the netwark by
uzing a modenm.

Accessones

Startlp
@ Microsoft Exchange
#% M5-D0S Prompt

, The Microsoft Network

wis Explorer

dowso5b

Mext > | Cancel |

Wi

(5] Control Pane! | 1:47 PM

The interface remained very similar until Windows 8
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Windows 95 was followed by Windows 98, Windows 2000, Windows ME,
Windows XP, and then Windows 7. Starting with XP, the consumer version and
server version shared much of the same kernel, Windows NT 5.

Differences in the Log in screen

Username

Password 0]

ENUEE S S R #P Single User Login
Click arrow for options

Log Cn to Windows

Crwnsinksd 1, §ORE WV

usarnema

Passward:

Log on ko e P Netwiork Login
Click v for options

|l=ernarme
Windows 7 Login
e Windows 7 Click: arrowe for options

Other user
e

Sgn I i TCNET

e 61 1 691 in ko ancifer doman?
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Differences in the Start button
Windows XP Start button, quick launch, task bar, and system notification area

start,. £ &) 12:27PM

Vista Start button, quick launch, task bar, and system notification area
' T @ 1725

Win 7 Start, quick launch w/ browse, task bar, system notification area, to desktop button

Bl . o

Win 8.1 Start, quick luanch w/ browse, task bar, system notification area, to desktop button

== —— - - = I
&=/ O : Um0 s

Win 10 Start, Search, quick launch, task bar, system notificaiton area, to desktop
nything 6 W € m a B -vowra o

Differences in the Start Menu
A minor difference: the Shut Down options:
e XP you choose Start\Shut Down
e Vista you should choose Start then click the »to the lower right to select Shut
Down

e Windows 7 you choose Start\Shut down.
Windows Vista Windows 7

@ Internet Explorer
C

£ Internet

) o i
! Tnberrat Explorer _,:, Microsoft Office Qutlook 2007 Cooillin ol
E-mail Collins Craig e Do ents
: 7"| Windowe Live Ml 22| Microsoft Office Word 2007 g
g Documents 1 Pictures

@ Microsoft Office Word 2003 Microsoft Office PowerPoint 2007

= Pictures — Music

L‘f Welcome Center | X5 Microsoft Office Excel 2007

Music =
— Computer
‘J Notepad B v E Adobe Photoshop C54
Seard
- Sl Control Panel
< X-Win32 Bt oo (NOT Shutdown) % Adobe Dreamweaver C54

o Devices and Printers
g Cornmand Prompt oo ! Connect to a Projector
@E Default Programs
h.. Backup Status and Configuration Metwork = -
P etworl Lock Computer _Il Getting Started ek At St
@” Windows Media Player Connect To % Snipping Tool

F“ﬁl Microsoft Office Picture Manager Control Panel . "

Click for options M A Adobe Acrobatd Pro

2] Windows Update Default Prograras (sleep }

- i shutdown ,_1': Paint
w X-Config Help and Svpport etc.) :

| Calculator

Switch User
ol Switch user
LIRS Sticky Notes Log off
Ty bosk Lock
=il ‘ : Restart Restart
» Al Programs
Sleep Sleep
Shut Down | Search progrutts anc fles Hibernate
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Earlier versions of WordPad

_ G - Windows 7
1 —w Home View o o
I "l ‘t o - o R [ =
S P M e RN G R
— 53 Copy
Paste B | F | U |she| 3| 2| d® |~ Afx EEE*_

Clipboard o Font e °Paramaph®' more options

1) File menu, access to open, save, save as A) Font face D) Attributes: bold, italic, underline
2) Cut, copy, and paste B) Font size E) Font color
3) Format paragraphs C) Lists F) Alignment: left, center, right

Document - WordPad Windows XP and Vista
File Edit Wwiew Insert Format Help

D@Eﬁ& \K%
,.-E.,ria|° \\v|ﬁgﬂ |WESGFH.\_‘"\__ v B 7 U D |Ej= = =
K== = o o Mo

[}
i
on

i = <
B0
Mew, ., Chrl+ Undo Chrl+2 Font...
Cpen... Chrl+0 cut s Bullet Style
Save Chrl4+5 Copy e Chrle Faragraph...
] Tabs...
SAE Paste Chrl+y
Print. .. Chl+P . Paste Special...
. Clear Del
Select all Chrl+-4
Find... Chrl+F
Replace, .. Ckrl4+H

Earlier versions of the Up button, and the icon to change icon Views
Up, equivalent to the DOS cd.. to move out of the current folder
[E and up the tree structure. Not available in Windows Vista or
Windows 7, but occasionally the €< Back button accomplishes
the same thing.

Views, to change from Details, to List, to Icons, or
3 Thumbnails. Thumbnails display the image if a photograph
instead of an icon. More on views in the next section.
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Overview 7 Manage Windows

EREER EREER ~
s - ] el | kr‘

E Save as

@;" Print

=5== From scanner or camera
a

| —*] sendin e-mail
r Set as desktop backgrou

J Properties

A) File menu
1) Selection tools

2) Other tocls
3) Brush

itled - Paint
Edit Wiew Image Colors Help

.I!1 &

0000 OO0

Click here to resize canvas

¥
B seed?s 3% (=) [} o ]

4) Shapes
5/6) Foreground/background color

00/ 3>NQ3 7
DR~po0P

m I O I
I

Choose Image/Attributes to resize canvas

fFor Help, click Help Topics on the Help Merw.

Earlier versions of Windows Help

CEX

@ Holp and Support Conter

Qe Fraenes €)Hsoy ([ swwot o] options
@ Help and Support Center

Ask for assistance

Did you know? upgeing

N

© @ @ W &3 ax options ~
i [Search Help 2| i

Je

Find an answer quickly

Enter a few words in the search box above.

l
Not sure where to start?

I = How to get started with your computer
= Leam about Windows Basics

I

= Browse Help topics
More on the Windows website

Check out the Windows website, which has more
g information, downloads, and ideas for getting the most

out of your Windows 7 PC.

L3, More support options

18 Offline Help ~
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Earlier versions of “File Explorer or “This PC"
Windows XP My Computer/Windows Explorer
Note: you had to select the [Folders] button to change from Property view on

the left, to the Tree view, as shown in the image on the right. Vista is also seen
FEX

Sl My Computer

: Fle Edit ‘“iew Favorites Tools Help z'
J d lﬁ pSearch u_ ' Folders v @FolderSync

: Address E My Computer v| Go
] - 3 i i i i
System Tasks &:@ w &)@ z z z z

Wigw syskem information

;'j Add or remove programs Fle Edit View Favorites Tools Help [
B change a setting Qe=+x- QO ¥ pSEaVIh {7 Folders hv ) Folder sync

ce]: address [< ¢y v Beo
a

Other Places Folders X Mame Size | Type Date Modified
| T -
i@ Desktop D)Acer File Folder 8/24)2006 2:10 PM
H My Metwork Places =4 by Documents | 800K File: Folder 4/28)2005 5:09 P
F [EMPNENTS File Folder 2/23{2005 11:08 AN
"y My Documents = 5.5 My Computer it .
D < RN anfig. Msi File Folder 3{5{2009 11:49 AN
[} Caonkral Panel 1) Aeer () CHDriverInstTemo File Folder 5/21/2003 3:58 AM
152 BOOK Dovd)| b Public
1) CMPNENTS [

Detais gom e Pon To start locating files
e "5 S _a— you may need to click Folders

Syskem Folder 2 pocs
I Documents and Settings

155 DOTNETFS DMy
) ELEMENTS ENV’ *

M

Windows 7 Computer/Windows Explorer

Note: the Tree view is always available on the left, properties on the bottom.
M ==

—-----.-_.-.‘.._.-

@Dv|@ » Libraries » Documents » = |"? || Search Documents ‘Dl
- - T
I Organize * |E| Open - Share with = Print E-mail Burn Mew folder = + [0 @
0 Favorites T DocumentS ||braw Arrange by:  Folder »
@) Creative Cloud Files Includes: 2 locations
M Desktop Microcomputer U12-Employeexls A
System Softwar... ¥
& Downloads
=l Recent Places | E
RealPl Cloud
salriayer ou IMED 1316
Web Design |

. - Libraries IE‘ i |L_;u| Ps
@ Documents . atc-IMED Default.rdp GEDCO019.jpg craig-test.pptx
o Music 1316.pptx
[&5] Pictures
B Videos

18 Computer P
& os(c -
= C ]_ Fusion-2011-note beyond the =
=a Local Disk (D:) s.pdf tools-online b
- certification.ppb: -

craig-test.pptx Title: Making a burger
pal  Microsoft PowerPoint Presentation Authors: R. Craig Collins
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Earlier versions of Browsing to Network or Thumb drives

Windows XP Windows Vista Windows 7

fle Edit View Favorites Tools He

= '\__)"}"5"' » Compater » !:.J\._.z' |/% 0 Computer »
Q- QO ¥ ) searc ! ——
\ L File Edit View Took Help i g R

Address | < Ci\ W Orgenize = G- Views v o) Properies  f2] System
Folders x = a bl bl i ) 4 Hard D
@ Fame Type To I Favories SRy
Deskiop ol B Dedic
=4 1y Documents i n__ T sEtop -
gl ¥ Downleacs %

= E1 my computer

B 5 Pictur B Recen| Flaces 4 Pipice
| B 1
c | H
ul More 5 i3 Libenries =
Frddes w -4 Docurnents
s Bl Deskicp - o Music
B Collins Craig i Pictures
| Public B videes
: M Computer
™ Computer

Change View icon in earlier versions of Windows which was on the top tool bar,
compared to newer view options that are at the bottom right of the screen.

-

=)
3

There were several ways to rename a file in earlier versions of Windows.

Choose the File menu, then Rename

GIEN Edit Wiew Favorites  Tools  He

Open Right-click the file, and choose rename

Explore

Search... . .

— X Click one on a file name to select the
filename and pause; click once more on the

[ ]

filename, and the filename should go into
rename mode.

Create Shortcut

Delete

Renarme

Riiiata Note: you normally do NOT change an
Close extension when renaming a file.
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Changing file extensions in earlier versions of Windows.

You can also fix" icons for files that are opening with the wrong program, using the
[File Types] tab. For example, if you have Microsoft Word installed, the icon for (.rtf)
files changes from WordPad to Word.

By selecting File Types, you can browse to .rtf and choose WordPad to open that
type of file.

Folder Options

General | View | File Types | Ofline Files

! Extensions  File Types A

1
Registered file pes: ‘

Details for 'RTF' extension

Opens with: (W) Microsoft Office Word LChange.. B e S I e

. . File: .RTF
Files with extension 'RTF' are of type ‘Rich Text Format'. Ty

change settings that affect all Rich Text Fomat' files, click | - Erograms

Advanced. o ) Recommended Programs: .
ance [ adobe Dressunenver €53

8 Intemst Explorer
i Miecrosaft Office word

7

/E) Cther Programs:
B e

[#] ahweayes use the selected program to apen this kind of file
Rreauce

You can also change the look of a folder. Right-click the folder you wish to
modify, select Properties and choose Customize.

New Folder Properties

General | Sharing | Security| Customize

Wwhat kind of folder do pou want?

Use thiz folder type az a template:

[ &5 apply this template to all subfolders

Falder pictures

For Thumbrails visw, pou canputa  Previes:
picture on thiz falder to remind you of P —
the contents.

Chooze Picture. ..
Bestore Default

Falder icons

For all views except Thumbnails, you can change the standard
“folder" icon to another icon.

>3

[ 118 H Cancel ]

You can choose a picture to display on the folder, or you can choose
[change Icon...]
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Personal Folders in (My) Documents

When you save a file, unless you specify a different location, the file is
usually saved in one of your personal folders. The folders have several
names, such as Documents, Pictures, Videos, and Music.

Fle Edt Wew Favoritss Tooks

ek -

Help

S & /f”15ear:h

I.B Folders

Address [ i\

Fulders

(B Desktop

=4 1y Dacuments

= B My Computer
— .

X Name

A~ Dhacer
| ICEDOK
() CMPHENTS

Fonfin M

In Windows XP, if you choose Start and then My
Documents, you will see the pictures, music, and
other personal folders are stored inside My
Documents.

Other programs may also set up personal folders
within My Documents.

T —

.\‘ng':‘_l » Compats
| Fle Edit View Tools

In Windows Vista, all the personal folders are
saved separately, but there are often shortcuts to
the folders inside of (My) Documents. You can

i & Downlcads

% Recenl Faces

[
[
el Liboaiies
-4 Docurnents
..i' blusic
Jo= Picturas

- Videos

oigg locate all of the personal folders in the left pane.
| s
L] More »
Folders b ch
II‘-_DHIC'.Cp
. In Windows 7, the personal folders are located
= 8 LI under libraries
e e in the left pane.
Syl

Again, these personal folders the icon isn’t the regular yellow folder.
Instead they're descriptive of the contents.

Windows XP el __J

Windows 7

Documents
Pictures
Music

Recently Changed

seen® ;|

Searches

Public

3 e
‘ Organize W™ Vigws"'"+

Mamme

REBE B

Desktop Documents Music

2 2 &
My Pictures My Music My Wideos

Date modified Size Folder path

Pictures Yideos
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Desktop Properties (Windows 7 and earlier)

There are many things that can be configured on the desktop, the
background image (or wallpaper, as it is often called), the color of the
windows, the size of icons or the icon label text color, which optional
items aside from the recycle bin appear, which screen saver pops up and
when, and even setting the controls for the monitor and video card. You
can even make a change to all of the above, by selecting a ‘theme.’

There are many ways to get to the tools that allow you to customize the
desktop, or examine what is currently set. One method is to use
Start/Control Panel, and select Display. To manage the video card, you
might need to choose Start/Control Panel, and then select System, and
dig down into the Hardware tab, and the look through the Device
Manager... or, you could right click the desktop!

In Windows XP, once you have right-clicked the desktop,
you choose Properties. In Windows Vista, you choose Personalize.

izati = trol Panel
ng% v Control Panel » All Control Panel Items » Personalization = v Search Control Panel

Control Panel Home .
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once,

hange mouse pointers My Themes (1) -

Change your account picture

m

Notes

1. Change desktop icons A
is used to add or

remove Windows icons Aero Themes (7)
2. Display is to change your

3. Window Color links to AN i -
Advanced Appearance Settings indows 7 Architecture Characters 5

monitor settings

/

Unzaved Theme

Get more themes online

where you ;an change icon 2 J)JU] i®1
size, tool bar color, etc. Desktop Background Window Cclcr Sounds Screen Saver
Harmony Sky Windows Default MNone

Use the following guide to explore desktop options for Windows XP-Vista
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Desktop Properties, side by side comparison of XP and Vista
Customizing the Windows XP Desktop  Customizing the Windows Vista Desktop

- View r
Arrange Icons By #
Sort B J
Refresh y S
/ Refresh
Paste ‘H\
Z Paste Shorkouk Paste
\ MYIDI A DISI:I'EI':." b " Paste Shortcut
Me » R|gh‘t Click Graphics Properties...
ngh-t Click riiew Properties DESktﬂp Graphics Options .
MY eyskone L4 N ;
Desktop S
Properties
Bs, Personalize
Choose Properties Choose Personalize

Display Properties

| Themes |Desktop | Sereen Saver | Appearance || Settings |

Chaors i el b cigrounds
desktop.

alors or use ane of your own pictures to decorate the:

ey 1 sk tn  Jepleys Ao phtmsorimation ek
A S i o St s AL B A pericd of v

.
\5 Mouse Pojsters

Pick a different mouse pointer. You can also change how the mause pointer looks during such
activities 25 clicking and selecting.

Contents: Contents of note:

Themes Change Desktop Icons (XP
Desktop (Vista Desktop Background) Appearance\Customize)
Screen Saver Windows Colors and Appearance (XP
Appearance (Vista Windows Colors  Appearance)
and Appearance) Desktop Background (XP Desktop)
Settings (Vista Display Settings) Screen Saver
Themes

Display Settings (XP Settings)

XP Themes Vista Themes
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Display Properties

Themes | Desktop H Screen Saver || Appearance || Seftings |

A theme is a backaround plus a set of sounds, icons, and other elements
to help you perzonalize your computer with one click.

Therme:

Mile Theme

Sample:

&pply

Overview 7 Manage Windows

Theme:

Settings A e — - e

Themes '

A theme is & background plus a =&t of sounds, icons, and other
elements to help you personalize your computer with one dick.

[ windows vista

Sample:

Background:

@) Moon flower fad Browse...
& motherboard

@) mause Position:
Elmsdos-help | | Skretch A
iii nefirework s

lm Colar;

e i

Customize Deskiop...

L ak J[ Cancel ] &pply

Vista De

sktop Background (XP Desktop)
1 |

Choose a desktop background

Click a picture to make it your desktcp background. To use a picture
that's nat listed, browse to the picture and double cick i

Locaticn 5'_wmmmmm -

Textures (7] -~ J

e should the picture be positraned]
f
s 1

[T |

XP Desktop, cond [Customize Desktop]

Change Desktop Icons (top left)
(XP Appearance\Customize Desktop)
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Desktop Items | _ AR [ Deskiop Icon Settings
_ [ Deskdep |
Gieneral |\"'I\"II'3'3 | Change deskiop icons ‘ Diesidop icons
Desklop icanz ] Computer I Rncycla Bn
] User's Fies "] Contral Panel
[TiMy D [ My Metwark Places I Ntk
My Computer -
N U I
Computer  ColnsCraig  Metwor nm‘ Br k
) |
|
S R =
kb - & .
My Computer My Docurents My Metwork  RecwcleBin - Res m?ﬂ
Places [full) [i
< I | > Change loon. | [ Festore Defma | | |1
,_ Change Icon.. J [He§t0re Default]
Deskiop cleanup [ Comcel K [
Desktop cleanup moves unused desktop items to a folder.
[]Run Desktop Cleanup Wizard every B0 days
Clean Desktop Maow
[ oK ] [ Cancel ]
XP Screen Saver Vista Screen Saver
Display Properties . & Screen Saver Settings NP
— e | Sereen saver |
Themesz Desktop! Screen Saver | Appearance || Settings | ‘ | i
w
H
2 I
B
=
Screen saver
Screen saver Phaotos V| | Settings... | | Preview
il v| [ Seftings J [ Preview Wait 2 minutes | On resume, display logon screen
Wait:| 10 ¢_| minutes [ | On resume, password protect

Power management ]

Conserve energy or maximize performance by adjusting display

Manilorpaner brightriess and other power settings.

To adjust monitor power settings and save energy.
click Power. Change power settings..

|
Fower. .. E

[ QK J[ Cancel J Lpply

XP Appearance Vista Windows Colors and Appearance
Must click Advanced... to change other  Open 'Classic appearance properties...'
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items Must click Advanced... to change other
tems

Themes | Desklap il Screeh Saver| Appearance [ Settings-

Inactive Window. (=173
Active Window IZI E| [3_<|
ra)

Message Box [E|

oK. 1 S—

Windows and buttons:

LColor scheme:

| Default (bhue] v| [

Font size: Effects...
EE vl

[ Ok ][ Cancel ] Lpply

Inactive Window ;]_QJ&J

Normal Selected

| & Advanced Appearance ==

Inactive Window
Mormal | i Selected
Window Text

X

Window Text

Message Text
CK '

Message Text

oK I

Cutcr_s and sizes selected here anly apply f you have selected a Windows
If you select a windows and buttons setting ather than Windaws Classic, Classic color scheme, If any other scheme is applied, these colors and

it will override the Following settings, except in some older programs. sems Mighk nok anpen,

Ttem: Colorly Eolor 2 Tranyt s Color 1: 2
Destbon Gy - || (eavemes 2 pE @y -
3D Objects % L Font: B! Colar:

Active Title Bar s PR 3
Active Window Border N lSegDeLlI v| Ig 'J L_Es li;

Application Background

. CaEtionButtons [ oF ][ m— ] [ oK 1' Cancel |

L_{Iron

Icon Spacing (Horizonkal)
Icon Spacing (Yertical)
Inactive Title Bar
Inactive Window Border
Menu

Message Box

Palatke Title

Scrollbar

Selected Items

ToolTip

Windiow

XP Settings (Vista Display Settings) Vista Display Settings (XP Settings)
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— A S -
Display Properties ’ [&L‘E‘?’fﬂ"@’

Di:
Moni

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

Drag the monitor icons to match the phesical arangement of wour monitors,

1

Generic PnP Monitor on Intel(R) G33/G31 Express Chipset Family

Dizplay: N
| 1. [Multiple Manitars) on NWIDIA GeForce Go B200 w | Resolution: Colors: "

Screen resolution Color quality Low! 5 High EHighe_n_Eg bl :.]
Less (] Mare [ Highest (32 bif v| 1024 by 768 pisels |

1024 by 788 piseks [ N How do | get the best display?

|Jzie thiz device as the primary raomnitor

Extend myWindows deskiop ento this monitor i —

[ |dentify J[Troubleshoot... ] [ Advanced J

l 0K ][ Cancel ] Apply

Again, these items can be accessed via the Display tool in the Control Panel.
Below is a side by side comparison, in Classic view, of XP and Vista control panels.

XP Control Panel Vista Control Panel

B Control Panel

File Edit ‘iew Favorites Tools Help N ok

@ . [} pSearch H:_ Falders * % i‘i‘j @z} |_‘_& ,g? %

0 Add Administrat.,  Audio AutoPlay Backupand  BitLocker
: Address |G Control Panel Hardware Tocls Devices a.. Restore C..  DviveEn,

Accessibility Options

< Add Hardware @ L_j'.:/ ﬁ .-?# ‘%

L)Add or Remove Programs

(5}

. ) o Digital fase of Folder Fonts Game Indexing
E} Siwitch ko Category Visw Wl Adrinistrative Tools Identities Bcce., Options Controliers: Options
= Adobe Version Cue C53 &

W Automatic Updates
See Also =4 Bluetooth Configuration
B EBluetooth Devices Me

Ez

8 K = [

Metwork  Metwork File Metwork List  Network Offline Files

Center  and Printe.., Map

8
t

L Vindows Update

) Help and Support 8\ Display \} _ e
Folder Options £ ﬁ

Pertonaliz.. Phonesnd Power Printess Froblem Programs
bGame Cortrollers Modem .. Options Reparts a.
Indexing Opti = ]
= g Op _|ons -~ - I
Internet Options *f ¢
g Keyboard Syne Center  System Tablet PC  Taskbarand  Tedtto User
Settings Start Menu Speech Accounts
; L]
b Metworl, Connections %
) -
E_|MVIDLA nview Deskkop Manager Windove.  Windows
LPhone and Modem Ophions SideShas Update
I Power Options
Note: Add or Remove Programs Note: Programs, or Programs and Details

To start the Task scheduler in earlier versions of Windows:
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In Windows XP, you choose Control Panel/Scheduled Tasks.

In Windows Vista/7, while technically a Control Panel item, the fastest
way to start the program is from the Start Button, using Search. After
typing ‘tas’ in the search box, you’ll see the Task Scheduler listed at the
top of the Start menu. Once running, choose Action/Create Basic Task...
Or, go to the Control Panel\Administrative Tools\Task Scheduler.

Programs 1 @ Task Scheduler e oo ol =
@Task Scheduler File [ Actiun] View Help
[l Taskbar and Start Menu éa = Connect to Another Computer..

| @ T Create Basic Task...

> [ Create Task...

‘}f.: Search Everywhere L fniis

Display All Running Tasks

‘}’.: Search the Internet

AT Service Account Configuration

Refresh

Help

Earlier Windows Start Menu Properties tab, and Customize options
r.:L Taskbar and Start Menu Properties |£J Customize Start Menu ﬁ1

You can customize how links, icons, and menus look and behave on the

Taskbar | StartMenu | Notification Area I Toolbars |
Start menu,

This menu style gives you easy access to your
folders, favorite programs, and search,

(@ Display as a link
() Display as a menu
(7)) Don't display this item
Connect To
[ control Panel
(@ Display as a link
() Display as @ menu
() Don't display this item
Default Programs
. Documents
(@ Display as a link

[l »

() Classic Start menu Customize...
This menu style gives you the look and
functionality of previous versions of Windows.

Privacy

Store and display a list of recently opened files

Store and display a list of recently opened programs
Start menu size

' Use Default Settings

I Show on Start menu

Mumber of recent programs to display: 9 =

How do I change the way the Start menu looks? i Wk [Internet Explores = ]
E-mail link: [Microsoft Office Outlook - ]
ok || Ccancel Apply
— i [ 0K ] l Cancel ]

The Notification Area tab in earlier versions of Windows
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Start Menu | Notification Area | Toolbars

< L5l 1255 AM

Icons

You can keep the notification area unduttered by hiding icons that

System icons

Select which system icons to always show.
Clock

Volume

Metwork

Power

Toolbars tab...Your choices will vary

-
i Taskbar and Start Menu Properties [é]

The central Taskbar displays
programs that users start. The
System Notification Area, also
known as the tray, displays the
programs Windows has started,
such as Antivirus software.

This means the a large part of
the taskbar could be consumed;
instead by selecting ‘Hide
inactive icons,” you cut down
the space used for displaying
the tray, freeing the space for
the programs the user started.

‘L Taskbar and Start Menu Properties

S

| Taskbar I Start Menu I Motification Area | Toolbars |

Select which toolbars to add to the taskbar.

[ Acaress
[7] windows Media Player
[ Links

[7] Tablet PC Input Panel
|:| PowerDVD

[7] Mero Search

[7] Desktop

Quick Launch

—

Ok, J [ Cancel ]

Apply

See http://www.windowsitpro.com/article/windows-7/windows-7-workarounds.aspx for

great information on customizing Windows 7

Note Information about new versions of Windows is in Appendix B

End chapter 7
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Overview 8

Windows J-K'/ Networks; Object linking and embedding; Lab 6

Windows J Networks
Shared Folders
Mapped Network Drives

Windows K OLE
Paste Special

% Windows Lab 6

Lab 6 Activities
Lab 6 Questions
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Windows J Networks
Shared Folders
Mapped Network Drives

Networks

You could compare a computer to a book. While it contains a lot of useful information, a library would
have even more information. Thus, if you could connect computers to other computers, the increase in
information would be dramatic. This is the idea behind LANs, or Local Area Networks. A collection of
LANSs is called a WAN, or Wide Area Network. The Internet is a collection of WANSs...

There are several kinds of networks... Peer to Peer is where a regular computer shares info with another
regular computer. This bogs down though, if too many computers get involved. For larger networks,
typically something called a client-server network is used.

A client-server network involves a special computer that like a waiter, serves to you, the client, what you
requested.

To allow the computers to communicate with each other they need the basics for any communication: a
sending device, a communication channel, and a receiving device. Typically at home, the sending and
receiving device are a modem, and the communication channel is a telephone line. Many broadband
users now tie into the coax cable TV network.

In a business that has a LAN, the most common type of network is called Ethernet; the sending and
receiving device types are called a NIC (network interface card) and the communication channel is what
is called cat 5 (category 5) wire. Cat 5 is suitable for slower 10 Mb connections, or faster 100 Mb
connections, which are often referred to as 10Base T or 100BaseT.

The server and client wires normally connect to each other through a hub of some sort, in a topology
called a star. Other topologies include stars and bus designs.

RJ 11 ’ 4 \ RJ 45
Telephone 1 LANs

Dial up Phone line
(Cat 3 Twisted Pair)
uses RJ11connectors

@ Ethernet network line
cat 5 T %; (Cat 5 or Cat 6 Twisted Pair)
4 uses RJ45 connectors

E =\

Coax (coaxial) cable & connector; Fiber Optic cable (many cables bundled) & FDDI
connector

r
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About your Network drive

At Temple College, I have an O:\ drive and an H:\ drive; these are folders
that is not on the computer’s hard drive, but a server’s hard drive. That
makes the O:\ drive accessible from any computer on the network.

In order for you to use a network folder, two things have to occur... the
administrator of the network has to create and then share the folder, and
then map a ‘network drive’ on your computer.

How to share a folder in Vista
Due to security issues, many students are not allowed to ‘share’ folders
on their school computer, so you must memorize the following steps.

Right Click a folder, choose Properties, then Sharing

(on some computers, you may also be able to right click a folder and
choose Sharing and Security, or something similar)

: o

Intel Properties

| General | Sharing | Security | Previous Versions | Customize|

Metwork File and Folder Sharing

Intel
Mot Shared

Metwork Path:
Mot Shared

Advanced Sharing

Set custom pemissions, create multiple shares, and set other
advanced sharing options.

Choose the [Share...] tab (it may be labeled Share or Sharing)

=)
) 23 File Sharing
Choose people on your network to share with
Type the name of the person you want to share with and then click Add, er click the arrow to find people
or share with everyone.
- Add

Name Permission Level

2 Collins Craig Owner *
Tell me about different ways to share in Windows,

Choose the [Share] button. You then choose who to share the folder with,
and set security on the folder, such as passwords.
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The icon for a shared folder may look like a ‘server’ bringing it l"'J
or like a folder with multiple faces, to indicated others can see it

= | E] | .
@-u-vP;, » Computer » Local Disk (C:) » - | 4 | | Search jol |
‘ COrganize = Views ~ (g Bum
Name Date modified Type Size
T D n SRecycle.Bin M50 Cache Systemn Volume Infor
peuments Boot | Perflogs | Users
More » @ Decum nd Settings . Program Files J Windows
7). 1 | ProgramData autoexec.bat
Folders ~ I I | 3
16 items

“«€_ IMPORTANT! Write this down! @

Due to the ability to customize folders, there may not be an icon
showing the folder has been shared; but for the test... know the icons!

For those with computers at home that have multiple users, you may
wish to experiment with sharing a folder, so a different user will be able
to open the shared folder. However, this requires a bit more know-how
than is covered in an Intro to Operating Systems class, such as being
able to locate the shared folder within the hierarchy of the file system.

But, the point is, sharing folders is exactly the key concept of Networking.
Servers have controlled access of the shared folders, so only specific
users can use the folder, and access is normally given via passwords.

Mapping a drive so the user doesn’t have to search for the shared folder
is coming up in just a moment, but even more on shared folders and
mapping network drives is covered in the Network Server class many of
you may take.
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About Mapping drives

In a local drive, such as C:\, the files and folders are actually stored in a
disk within that computer. A mapped network drive is a path to a shared
folder on another computer.

Due to security issues, many students are not allowed to ‘map’ network
drives to shared folders on other school computers, so you must
memorize the following steps.

Earlier Windows, Start/ Computer, choose the Tools menu.
(You may need to press the [Alt] key to reveal the Tools menu.)

Choose Map Network Drive...

€ [MPORTANT! Write this down!
T

Newer Windows, Start/'This PC,’

Do This  cjici This PC in the left bar,
then click the ... in Windows 11, or Computer in Windows 10
then click Map network drive
W[} =] ThisPC = O X
“ Computer View 0
_ « B = L". B Uninstall or change a program
& = ‘J, - {® System properties
Properties Open ename Access Map network Add a network Open
media~ drive ~ location Settings $ Manage
T & ThisPC > -l e earch This PC
Z& OneDrive 4 Network locations (4)

Your network locations will differ

& Network - v
13 items EEE
Windows 11
M mhispC = O X
(] =D Tl sort 8= view
q
< « 4 B> ThisPC » o Search This PC
! & Cleanup
i 2 Desktop ~ Folders (6)
[ /2 Optimize
» Documents 0 Desktop $ Downloads
£ Format o
> Fa2022
> Fall2021 ﬂ Music 2 Add a network location ﬁ Videos
t linux install = Map network drive

~ Devices and drives (2)

= !
> Mew folder um Windows (C:) 52 Disconnect network drive

If you were to see a $ at the end of your folder, that means the shared
folder is hidden, and no one can find the folder by browsing.
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r 1. Select the O: drive*
11 2. Note the path to your O: drive

\

{ ]
) J Map Network Drive

What network folder would you like to map?
3. Note the generic form of the
mapped network drive
\\server\share (shared folder)

Folder: | \tcnet3\userid$ 'y - [ o |
— h / '\.\ .
mple serverishere ~4. If you wish to make a new

¥/ Reconnect at logon network drive, you may be able
1| to [Browse] to the shared folder

Specify the drive letter for the connection and the folder that

Drive: [O: | | v]

|
\

Connect using a different user name.

Connect to a Web site that you can use to store your documents and pictures.

5. If you wish to continue using
the mapped network drive, select

Reconnect at login

Do not make changes to your O: drive

You will NOT make any changes here, just examine what has been set up.
DO NOT CHOOSE [Finish], instead you will choose [Cancel]

Browsing the computers within our network

Again, you may not have sufficient permissions to browse the network.
If not, Memorize the following:

Windows XP # Start/My Network Places

Under ‘Other Places’, choose Entire Network.

Choose Microsoft Windows Network.

Choose TCNET, some other available network to see some of the computers within your
network.

Newer Windows: Choose # Start/Network or This PC, and select Network.

Favorite Links MName Category Workgroup MNetwork location
B Documents M axss 207 - oososcrracar L WTC522-01-VS08
B Pictures - e
F[_J' Music | . |
Yo 65 % HSCHP&310 ‘?L“ ADVISE-STUDENTL
Folders v . :
B Desktop k ADVISE-STUDENT2 k AVSSERVER2
[& Collins Craig ' '
. Public . | * |
= EPB92138 HP0O01635466674
1M Computer == ==
¥ Metwork
Sl i L 1R2200_MAIN i L LIBCCO3
£ Recycle Bin - i
. doslab3 ) )
| madrid master ! L MACO01FF352FFEG ! _L TC-3566505C4FT6
| o
| web . .
. webmail . |
L TC-982D48288E67
o —
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You may get a popup asking if you wish to load the Network Discovery
feature of the Network and Sharing Center... if so, you will need to
provide an administrator’s username and password for the machine.
Check with the Instructor for this information, if available.

& Network = [m] X

T sort 5= View

€ v M 5 Network v G Search Network

! MNetwork discovery is turned off. Network computers and devices are not visible, Click to change...
» Sp2022 This folder is empty.
» tenure-retentio
~ [ This PC
»  El Desktop
> = Documents
> i Downloads
> ) Music
> N Pictures
> fd Videos
> e Windows (C:)
> wem Storage (D:)
> == H_collinsc0585

| > == departmentsS (

I
(]

0items

You will NOT make changes here
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Windows K OLE
Paste Special

OLE: Object Linking and Embedding

OLE stands for Object Linking and Embedding; you should be familiar
with objects... an object basically is anything a computer can manipulate.

When we did lab 4, we didn't copy the entire Paint file, we selected and
copied only a portion of the file... and that portion became an object. In
Spreadsheets you can create a chart... the chart is a component part of
the file, and it can be manipulated, so a chart is another example of an
object. Each screenshot you made and pasted into your word processing
documents was an object.

And, you already know about the embedding concept, but not perhaps
with that name. Every time you copy and paste you are embedding a
static copy of an object into a different document.

The problem with embedding becomes obvious if you think again about
the chart object.

Scenario, a chart has been created in Excel. The chart is selected, then
copied. The user then opens Microsoft Word, and chooses to Paste
(embed) the object.

‘/fp\y = s Microsoft Excel Chart Tools - = x /:,'!\‘ Hd9-06 ¢ Document? - Microsoft i - = x
= Home| | Insert | Page Layout | Formulas | Data | Review | View | Acrobat | Design Layout Format @ = Home | Insert Page Layout Review  View  Acrobat @
= A || Smmsert - | 2 - 47 ==] 4 Calibri (Body) - - A{ % Yy
- 4 Delete - || (]~ B~ =R ST
g S e Format - || 2 e 3 [P A A A &) R crennc)
Cell Editing Cliphoard & Font Styles
‘ EF= R RN R RRN KRR XN R AR KRR RN
= x :
G H ! 'i .
N ma
. uB
- c
Chart ) _—
A 3
uB b
c F M =)
. e m
hge:l of1 | Words:0 | [EEEEE e [ o
19 Ee
Ready Average:325  Count:8  Sum:13 | 100% (=) o] )

After a moment, the user realizes that one of the Excel values is
incorrect. They change the value, and the chart in Excel automatically
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changes, but NOT the chart in Word, as it is a static snapshot that was
embedded.

(b:,) H9-6 )+ Document2 - Microseft Word - = x
) —
Hom Insert  Pagelajout R ew  View  Acobat @
A
=TI Quick Change [Editing
(XY | Styles~ styles™ | -
Clipboard Font. ) Paragraph ) Styles =

R R SR SR RN R R SO R SR R |

=51 )| calibri (Body) -l -
B i |[B T U -ake % kB
aste oL h
- F |- A Aa-|[A x|

A

ms

=D

:
s
- E :
[ m I
Page:1ofL | Words:0 | S B8R = =00 O U]

The solution is to LINK, rather to the object, rather than embed a static
copy. A link is nothing more than a PATH to an object.

To link you still select and object and copy, but the secret to linking is
to choose Paste Special. We have finally encountered a time when
‘right click’ fails us. *‘3

In Word, choose the v beneath Paste. ' Paj’fé,’

~—""| Home

__,] ]
I Paste I_j

- ¥
| [ﬁ Paste

Lﬁ Paste special...

Then choose Paste Link

Source:  Microsoft OFfice Excel Chart
Bookl!Sheetl![Bookl]Sheetl Chart 1

Then choose Paste Special.

and finally, select

. . . O paste: Wl ce Excel Chart Object [ pisplay as icon
As: Microsoft Office Excel Chart Object Oastolac e
\ Microsoft OFfice Graphic Object

Result

Inserts the contents of the Clipboard as a picture.

lafi=fh
If both documents are save in the same folder... any changes made in the

Excel chart will show up in the Word document. To verify it is up to date,
right click the Word chart, and choose Update Link. | 3 Update Link

194



DOS and the Art of the Command Line

Overview 8 Sharing

% Windows Lab 6

Lab 6 Activities This is typically a GUIDED activity

Lab 6 Questions

Documentation 30% (Fill this sheet out, later you may submit in a quiz.)
As discussed on page 189, open Map Network Drive...

‘-J Map Network Drive

[

What network folder would you like to map?
Specify the drive letter for the connection and the folder that you want to conne

\ienet3userids

Drive:

Folder:
Example: \\serverishare
[#] Reconnect at legon
Connect using a different user name.

Connect to a Web site that you can use to store your documents and pictures.

A‘// - Browse... ¢

1. True or False: a mapped network drive
is a shared folder on a server that can be
accessed from your computer.

2. What is the path to your O: * drive?

3. What is the generic example of a
mapped network drive?

4. If you wish to make a new network
drive, is there a way to locate the shared

folder available? If so, what is it?

5. What must be done if you wish to
continue using this network drive?

Do not make changes to your O: drive

#Windows Activity 1:
Create a folder called lab6.

Open Microsoft Word, NOT WORDPAD

Do This

then start Excel. 1) Add the following to the Spreadsheet:

B4 - K
A B C D E
1 [A 7
7 B 6 2) Select the cells by dragging the mouse over and down;
3 Ic 2 3) using the Insert Menu, click to add a pie chart;
4 D i 4) Save the worksheet in lab6 as yourname-lab6.xIsx.

5) Right click the chart, and choose copy.

6) In Word on the Home Tab

[PasteYr] Paste Special — @Paste Link = Microsoft Office Excel Chart Object

Paste Special

3
pr=- |

Times Mew Roi

Source: Microsoft Office Excel Chart
Book1!Sheet1! [Book1]Sheetl Chart 1

As:

Paste Microsoft Office Excel Chart Obje -
Paste ; (B L g 2 @ P Picture (Windows Metafile)
e D ;| itmap
[ Microsoft Office Graphic Object
! |4 | Paste

|: B Paste Spedal.

[7] Display as icon

To test and verify that the chart is linked and not embedded: make a change in the spreadsheet, this should

change the chart. In Word, right click the chart, do you see “! Update Link” ?
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#EWindows Activity 2:
Open Network as described earlier, browse the Entire network, if allowed.
If not, just get a screenshot showing you tried to browse the network.

Use Print Screen, then Edit/paste to embed that image in your word
document, save the file with the chart and screenshot
as yourname-lab6.docx. (Do even if nothing show for you in network.)

Your lab 6 folder contents should now look similar to this:

Mame Date m

k5] craig-lab xlsx 4/16/2(

0] craig-labf.docx 4/16/2(
Folders oot
. lab6 E

Your Word document, yourname-lab6.doxc, should look similar to this:

4 N
A
mB

C
D
- J

,,,,,,,,,,,,,

n
[a]
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Lab 6 Hands On Q&A 30% (Fill this sheet out, later you may submit)
What is a client server network?

What is a peer to peer network?

Describe the process of sharing a folder (from book material).

What is different about the icon for a shared folder in o
Windows XP or Windows Vista? Q oocer

What is a network mapped drive?

Describe the process of mapping a network drive.

What does OLE stand for? T Newer shared folder icon
What is an object?

How is linking different than embedding?

How do you update a link?

XP Shared folder above

Note, the process of zipping may break the link between Word and Excel,
so your faculty member may wish to view your Word document and test
it to see if the chart is in fact linked before you submit this work.

Submit files and quizzes as directed
See page 57 for details if taking a Collins class. Zip and save as yourname-lab6.zip

Note Information about new versions of Windows is in Appendix B
End chapter 8
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Overview 9

Windows Bonus/ Online tools; Review

Windows Bonus Material
Browsers
eMail

Review
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Windows Bonus Material
Browsers
eMail

Networks > Internet

Earlier we discussed Networks, and how they were a series of computers that
could share information. Most networks are closed, that is, you have to
physically connect your computer to the network.

A Local Area Network (LAN) is a geographically compact network, such as a
room, or building.

A group of LANs that can share information, such as two different campuses of
the same school might be a Metropolitan Area Network, or MAN.

A group of MANSs, across a large geographical might be a Wide Area Network, or
WAN.

Some networks allow ‘guest access’ to parts of the information stored on their
network... which lead to what we now call the Internet... the Internet is for all
practical purposes a network made up of thousands of WANSs.

To access this huge WAN, you typically use a Browser, such as Firefox, Safari, or
Internet Explorer.

Browsers: Internet Explorer 11 or similar
Refresh (uFS)x

e@| http://ww3.templejc.edu/prodev/index.html L~ Temple College - R. Craig C... ‘ | ) 3“3 ﬂ 'i'
Print 3
File 3
I C| COMPUTER INFORM, z=-oss ’
Safety 3
Add site to Apps

I'&J.

[/

OLLEGE

View downloads Ctrl+J

Manage add-ons

F12 Developer Tools Q

Depal’tnlent Of Go to pinned sites n
Pl‘OfeSE Compatibility View settings t

Internet options Al

About Internet Explorer

Office: 507 - Watson Technical Center (WTC)
Phone: 254-298-8461

Email: craig.collins@templejc.edu

Office Hours and Map
Vite Awards

R. CraiG CoLLINS
Instructor, Computer Information Systems
Coordinator, Professional Development

e-mail: craig.collins @templejc.edu
2600 South First Street
Temple, Texas 76504-7435
(254) 298-8461
Fax: (254) 298-8254
www.lemplejc.edu

TEMPLE COLLEGE

Courses and Resources

m Collins Classes
—_——— e
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URLS

An Internet Address (URL, or Uniform Resource Locator) is made up of
many parts. Just as a mail carrier starts with the zip code and works
backward to the street, then an individual stop on that street, a URL has
similar information

stamp house | street Zip code

15t class | 2600 | S. First, Temple, TX | 76504

<«

protocol | host | domain Top level domain
http:// www | templejc edu

Other Top Level Domain Names: .com, .org, .net, .mil, .gov, or
country codes, such as .us, .uk, .ca, or .tv

Other protocols: https:// or ftp://

Tools\Internet Options

- - ;|
Internet Opticns Send Feedback l D

General |Security' I Privacy I Content I Connections | Programs I Advanced|

Home page -
/? To aeate home page tabs, type each address on its own line.
[ .
LS j pt/cis/CCollins/Collins. njes

[ Use current ]’ Use default ][ Use blank ] |

Browsing history -

1'_ . Delete temporary files, history, cookies, saved passwords,
¥ and web form information,

[#] Delete browsing history on exit

Delete... ” Settings l
Search
,f’-_ﬁ' Change search defaults,
& - i
ra
Tabs ;
Change how webpages are displayed in
tabs,
Appearance
Colors l [ Languages l [ Fonts ] [ Accessibility l

[ OK H Cancel l Apply
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Searching the Web

To increase the precision of your search results, many search engines require that
most of the words in your search string be present in the result documents. So, it
may be better to start by listing just a few key words, and add additional terms to
refine searches.

To gain even more control over your results, please read through the following hints.

e Most search engines support full Boolean capability; Boolean terms are AND,
OR, & NOT.

e Use AND to connect a series of keywords you would expect to be in your
documents, this forces the search engine to include that word in documents.

Example: War AND Peace
will return documents that contain both the word War and the word Peace, not
just one or the other as with a simple series of words.

o Use OR to retrieve documents that include either of the search words

Example: encryption OR cryptography
will locate documents that either include the word encryption or the word

cryptography.
e Use NOT to indicate a word that must not appear in the documents. Example:

dolphins NOT NFL
will deliver searches on the mammal, rather than the football team.

e Some browsers use + and - instead of AND or NOT; you may use a + (plus) to
indicate words that must be present in the documents and a - (minus) for those
that must not be present. Examples:

+dolphins -NFL
+recipes for +cake -nuts

e Use quotes around specific phrases to focus your search on occurrences of the
actual phrase.

Example

“War AND Peace”

will return documents with the phrase "War and Peace" (such as discussion of
the book by Leo Tolstoy), instead of random pages on conflict and quiet; thus
you can use quotes to force the search on the phrase, rather than individual
words,

o Slowly add additional words in your search if the results are still too random, but
don't do this too early... you may be putting blinders on the search engine, and
miss good results. The often, the more words you enter, the more on target your
results will be.
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Cookies

A cookie is a file left on your computer from the web site you are visiting. The intent
was perfectly legit. Preferences can be stored here, to make a faster interaction
possible. Or they may just sit there, taking up valuable disk space (along with tons of
other files in your cache (which is worthy of another article...).

Or those cookies can release those preferences, and other info, to other web

master for less honorable purposes. But there is hope, go and delete all those extra
cookies in your cache! Tools/Internet Options/General/Browsing History

Using Browsers maybe covered in more detail in class

Security/Privacy
Internet Opticns - S;nd Feedback M

General | Security |Pri1u'a-::\-I I Content | Connections | Programs | .ﬁ.dvanoedl

Select a zone to view or change security settings.

@ & v O

nterne Local intranet  Trusted sites  Restricted
sites

Internet ‘

Sites
This zone is for Internet websites, S
except those listed in trusted and I

restricted zones.

Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for maost websites
== - Prompts before downloading petentially unsafe

content [
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default level

OK Cancel Apply
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Identity

Internet Cptions

SO B Feedback (1 e

| General | Security I Privacy | Content |Connectior|s | Programs | Advanced|

Parental Controls

& Control the Internet content that can arental Controls

be viewed.

Content Advisor

@ Ratings help you control the Internet content that can be
viewed on this computer.

Certificates

Use certificates for encrypted connections and identification.

[ Clear S5L state ] [ Certificates ] [ Publishers ]

AutoComplete

= AutoComplete stores previous entries

on webpages and suggests matches
for you.

Feeds and Web Slices

@ Feeds and Web Slices provide updated
B

content from websites that can be
read in Internet Explorer and other
programs.

[ QK H Cancel ] Apply

Adva nced

Internet Options — ‘. "~ Send Feedback M

| General I Security | Privacy | Content I Connections | Programs | Advanced [

Settings

[2-Y Accessibiiity =
[ Always expand ALT text for images i
[] Enable Caret Browsing for new windows and tabs
[ Move system caret with focus/selection changes
[7] Reset text size to medium for new windows and tabs
Reset text size to medium while zooming
Reset zoom level for new windows and tabs
D Browsing
[7] Close unused folders in History and Favorites
Disable script debugging (Internet Explorer)
Disable script debugging (Other)
[ Display a notification about every script error
Display Accelerator button on selection
[¥] Enable automatic crash recovery
< | T | 3
*Takes effect after you restart Internet Explorer

[ Restore advanced settings ]

Reset Internet Explorer settings
Resets Internet Explorer's settings to their default
condition. =

‘fou should only use this if your browser is in an unusable state.

[ QK ][ Cancel ] Apply

Overview 9 Online tools

Note: You may wish to investigate the Control Panel RemoteApp
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eMail

] Office 365

Also available are condensed versions of
MS Word 2013, Excel and PowerPoint.

Log into your account

Sign in with your organizational account

Use your TC email address
username@stu.templejc.edu —

Password is Tcmmddyyyy

Tis upper case and C is lower case [7] Keep me signed in
mmddyyyy is your date of birth

TC Office 365 can be accessed from any computer with an Internet connection both on and off campus
Your TC Office 365 address is the only email address that will be used by campus instructors

Remember passwords are case sensitive.
What is your USER NAME? Your username consists of your last name plus first letter of your first

name and the last 3 numbers of your Temple College ID number.
Example: Nora Jones has Temple College ID number 0003234, so her username is: jonesn234

The top navigation bar is how you get to your email, calendar, and other applications

[]Ofﬁce365 Outlook  Calendar  People  OneDrive  Tasks n o3 ?

Select Outlook to access your TC email
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The first time using Outlook, a window asking for language and time zone appears.

Outlook-Web App

-]

English (United States)

Select time zone

(UTC-12:00) International Date Line West
(UTC=13:00) Samoa

(UTC-11:00) Cocrdinated Universal Time-11
CUTC-10:00) Hawasi

(UTC-C5e00) Alsskea

(UTC-Ce8:00) Baga California

(UTC-08:00) Pacific Time (US & Canada)
(UTC-07:00) Arizona

(UTC-07:00) Chihwahua, La Paz, Mazatian
(UTC-07:00) Mountan Time (US & Canada)
(UTC-06:00) Central America

(UTC-0800) Certral Time (US & Canads)
(UTC-06:00) Guadialagaen, Mexsto City, Morterrey
(UTC-06:00) Saskatchewan

(UTC-05:00) Bogeta, Lima, Quito
UTC-05:00) Eastenn Tame (US & Canada)
(UTC-05:00) Indiana (East)

(UTC-04:30) Caracas

| UTE-0400) Asumcion

Then click save

Parts of Outlook in Office 365

dar People OneDrive T Barb Dostal v g 2

@ new mai B search Mail and Pecple
INBOX CONVERSATIONS BY DATE -
« all unread to me flagged
4 Favorites
Inbox

Sent ltemns

Drafts

Barb Dostal
N There are no items to Select an item to read.

Inbox show In this view. Click here to always select the first item when I sign in.
Drafts

Sent Items
Deleted tems
Junk Email

MNotes

TASKS
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Reading email messages

£ sezarch Mail and People

INBOX CONVE]

all unread tome flagged

4 Favorites
LAST WEEK

Inbox 1
SetE Reme Microsoft Office 365 Commu
Drafts ‘Welcome to Microsoft Office 365 Comi
Welcome to Microsoft Office 365 Comm
4 Barb Dostal

TWO WEEKS AGD

v Carpenter Barbara
» Essential Computer Skills handout attached

x P
&/17/2014

Thanks Barb! You are awesome!! Have a great day! B...

Overview 9 Online tools

Above figure shows no messages in the "Inbox"
Below shows messages received

Essential Computer Skills handout attached

4= REPLY 4= REPLY ALL =3 FORWARD  se=
N mark as unread
Carpenter Barbara <bcarpen@templejc.e
Sun 8/17/2014 1221 PM
To: M Barb Dostal;
Bing Maps Get more apps.

Thanks Barb! You are awesome!!

Have a great day!

Barbara A. Carpenter

Instructor, Computer Information Systems
Temple College

2600 South First Street

Temple, TX 76504

254-298-8468
barbara.carpenter@templejc.edu

Barb Dostal v
‘Wed 8/13/2014 647 PM

Attached is the n for the Essential Computer Skills hand.

Deleting email messages
Keep mailbox current and eliminate clutter

@ new mail P search Mail and People

«©

a Favorites
Inbox 1
Sent Items
Drafts

4 Barb Dostal

TWO WEEKS AGD

Essential Computer Skills handout attached

€ REPLY €€ REPLY ALL =P FORWARD

12 mark ead
rpenter Barbara <bcarpen@templejc.e i

&/17/2014 1221 PM

Bing Maps Get more apps
Inbox 1
~ Carpenter Barbara x P
Drafts ¥ Essential C ter Skills handout attached 8/17/2014 Thanks Barb! You are awesomel!
Sent Items Thanks Barb! You are awesome!! Have a great day! B...

Deleted Items
Junk Email

Notes
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The message was moved to the Deleted Items folder

e To select multiple messages move the pointer arrow over the area to the left of the sender's
name

o When the arrow turns to a hand, click once to select

o After multiple messages are selected, the reading area displays options

1] Office 365 Outlook People  Tasks ... ?

@ New mail D Search mail and pecple
INBOX CONVERSATIONS BY DATE w

er for follow-up meeting Tuese

4 Barb Dostal janted to remind everyone about o...
Inbox 2 conversations selected
Drafts .
[]Tina Lyons Deere
Sent Items. seting Tue 9/30 X D
P — Janks Barb From: Barb Dostal [mailto:b... P FAG

v Tina Lyons « = MARKAS UNREAD

» meeting Tue 9/30 G MARK AS READ
Laura has suggested that we just schedul... L
b o MOVE

v Tina Lyons
meeting Tue 9/30
Since Mary is out today and tomorrow ['l...

CANCEL

TWO WEEKS AGO

Tina Lyons
» question 9/26/201
Thank you! From: Barb Dostal [mailto:bar.

Taylor Teresa
» Happy Fall 9/25/201|
Too cute From: Barb Dostal [mailtorbarb....

,,,,, The
messages were moved to the Deleted Items folder

Sending a message using Office 365
Click on new mail to compose a new message to send

garb Dostal + @ 7
£ search Mail and People (=]

WiBoxX CONVERSATIONS 61 DATE ~
To: +

Calibei *12 B I U i i

i
W

=% A Doy

Message area

When the message is complete
(and spelling is checked)
click the “SEND” button
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Discard option

Clickingon
X DISCARD
= SEND
brings up a dialog box allowing
the you to delete or .
o:

discard

the message you were M.dimm

on.

Subject:

If the discard option was clicked y-don’t discard _
by mistake, select {Ca%‘ Return to the message for further editing. =
don’t discard

to return to the message.

DOS and the Art of the Command Line

Overview 9 Online tools

X DISCARD @ INSERT  ® APPS === =
discard message +
This message will be deleted.
= = = o= B oy

Adding attachments

I3 SEND X DISCARD

@ INSERT

& APPS

attachments 4=

pictures inline
your signature\

To:

Ca

:‘iubject:

Navigate through your folders
and files until you find the file
you want to attach.

Double-click the file name
or

Click once on the file name
then click the
button

Open

click attachments to find the file on your
computer that you want to send with the
email

pictures inline adds a picture into the
message section of the email

your signature adds your signature
block

Libraries

Dpen a libsary to see your files and arrenge them by folder, date, and other properties.

% Recent Places i B
3 g ;;J/ <=
Documents  Music  Pictures

Videos

M Computer
&L Local Disk{C)
3 H_destalbS755 [Ndenet3) (H)
% dostalbS755 (\\tenet3) (M)
¥ dostallS738 (\tcnet) (C)
¥ cad_public$ (\Wicnetd) (v}
¥ publics fitenet?) ()

i Netwerk

File pame:
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* The attachment will # SEND X DISCARD @ INSERT & ApPs =
appear below the subject . .
line with an icon showing
its file type e

Subject:

* Multiple attachments can E bd.png = Logininfo.pptx b
2 MB . 1007 KB sesn

be sent in one email

16homeExercises-2013.d... x
& 853 KB
¢ Attachments need to be

added one at a time.

| Calibri

«

Spell checking your composed message
Subject:

|Eali|:r"| '||12 'l B I

=
i
i
|u|
it
i
«

Some things to know about the message area for composing email messages.
Missspelled words will have a red wavy underline.

i went to the book store. notice there are no green wavy lines for grammar checking.
there is no automatic capitalizing of the first word of a sentence either.

| two went to the store. There are also no blue underlines like in MS Word.
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o= SEND X DISCARD @ INSERT @ apps == (!
A wavy red line appears under a To +
word that is not in Outlook’s P
dictionary. Subject:
Calibri <12 -: B I U £ = = = B8 v
Right CliCk When the mouse pOinter Whenawor_d_iirn elled, a red wavy underline appears.
is over the word with a red wavy — ' 4§ mispeld
. miss spelled
line to reveal word replacement miss-spelled
. misspelling
suggestions e
Add to Dictionary
. . . Undo
If one of the suggestionsis clicked, -
that word will replace the one -
considered incorrect and the red Delete
. . . Select All
wavy line will disappear 71 cmsspenre
Languages 3
Inspect Element (Q)
Message formatting tools
i SEND X DIsCARD @) INsERT & apps e a
From = barb.dostal@staff.templejc.edu
To: +
Ce
Beo:
Subject:
| caiibri I y = = = = B v |

“n.r’
Other formatting
tools — see below
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o] alic nderline . ullets 2 — Numbering
Bold Ital U underl «—  Bul 2 —
—. Decrease __. |Increase ak A Font Remove
—= Indent == Indent ‘, Highlight ﬁ Color IE‘ Formatting
S . — — Align fia Insert -1~ Remove
= AlignlLeft = Center “— Right G5 Hyperlink €2 Hyperlink
Add
Insert . . . Strike Alternate
E Table x* Superscript X, Subscript abe through l'_"‘_" Text to
image
Left to Right to
1 v
L Right | Loft ('_) Undo (') Redo ¥  More

Remember to sign out when through

) Office 365 Outlook  Calendar

(—i:-) new mail £ search Mail and People
INBOX CONVERSATIONS BY DATE
« all unread tome flagged change
4 Favorites
Inbox 1 TWO WEEKS AGO m Available
Sent ems Microsoft Office 365 Comm v —_—
Drafts Welcome to Microsoft Office 365 Co  8/26/2014 Y
Welcome to Microsoft Office 365 Communit...
= Do not disturb
4 THREE WEEKS AGO
Inbox 1 i
Carpenter Barbara e bt hack
Drafts ¥ Essential Computer Skills handout atta 8/17/2014
Sent ltems Thanks Barb! You are awesome!! Have a gr.. Appear away
Deleted ltems Sign out of IM
Junk Email
Notes Open another mailbox...
About me
Sign out
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Netiquette and a Smiley (Emoticon)

Netiquette is about not what you can do, but what you should do. The Core Rules of
Netiquette were written by Virginia Shea, and discuss how you, as an Internet User,
suddenly have a lot of power... and why you shouldn't let it go to your head!

Below are the 10 rules Virginia Shea developed, and my quick take on them.

Rule 1: Remember the Human (you aren't dealing with machines, you are dealing with
people who put information on machines; just because you can't see them doesn't mean
they don't exist. All other rules relate to this one. Remember this Mantra: Treat others as you
wish to be treated)

Rule 2: Adhere to the same standards of behavior online that you follow in real life (Don't
hide behind the anonymity of a made up username, and forget everything you mother taught
you! Behave on line as you would in the non-virtual world. Treat others as you wish to be
treated)

Rule 3: Know where you are in cyberspace (It is illegal for people in Saudi Arabia to have
pictures of bikini models... so don't email one there. You have to contend with import/export
and local laws, as well as laws of places you visit electronically)

Rule 4: Respect other people's time and bandwidth (Every file you get uses someone's
computer power, and takes up bandwidth, which they may have to pay for. Just be aware of
the implications. Treat others as you wish to be treated)

Rule 5: Make yourself look good online (Electronic communication lacks the nuances of
body language and inflection, be sure of what you are communicating... look for double
meanings, and use spell check!) More on this topic below...

Rule 6: Share expert knowledge (What makes the system work is the idea of 'you rub my
back, I'll rub yours.' Treat others as you wish to be treated)

Rule 7: Help keep flame wars under control (If someone is an idiot, they deserve to know.
Once. Don't swamp their mailbox with insults every day for the rest of your life. Treat others

as you wish to be treated)

Rule 8: Respect other people's privacy (If you don't want folks looking in your medicine
cabinet, return the favor. Treat others as you wish to be treated)

Rule 9: Don't abuse your power (You could look through other folks files, you could tie up
their server, you could ruin their mail box... don't. Treat others as you wish to be treated)

Rule 10: Be forgiving of other people's mistakes (You will make mistakes. How do you want
to find out about it? A flame, or a friendly hint? Treat others as you wish to be treated)
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Smileys and trying to communicate with email

Many people retain information according to the following rates:
10% of what they read

20% of what they hear

30% of what they see

70% of what they see and hear...

The problem with email is that you have eliminated 90% of communication when you
are stuck with just reading. To try and overcome this shortcoming, many people try
to use emoticons or abbreviations.

Emoticons (Emotion Icons), or smileys, are keystrokes to represent your body
language when sending a phrase. If someone in person asks me how a student is
doing... reading 'just fine' has a completely different meaning than if | said it in
person, and | rolled my eyes. So to convey a smile, a frown, etc. people use smileys.

To read a smiley, you have to turn your head 90° to the left.

f— = e
\#é : So, :) Looks like ™=
; ’ ‘
1
To Get | Type Some Programs, such as Microsoft Instant Messenger
This: | This: actually convert the keystrokes into pictures, to take away
vg) ) the guessing.
& :D And guessing can be a problem, when people use non-
0 -0 standard, complex emoticons, such as (su¢{)>. (That's
— me... but since it didn't convey anything until | said that, it
- P is an example of how NOT to use them, as they don't help
3__; ) communication.

Many people will also use abbreviations and acronyms to try and improve
communication. A lot of you know that rotz is laughing out loud, and that 1mHo is In
My Humble Opinion, but a lot of these also get to complex to be useful. It is so much
easier to just say what you mean, re-read it for clarity, and then send it!

But just in case, here is a short list of common chat acronyms (or chaq, pronounced
"chalk") :

BEFN or ttfn, bye or tata for now; BRB, be right back

BTW, by the way

CWOT, complete waste of time

DIY, do it yourself

RTM, read the manual

A more detailed list is at http://www.sharpened.net/glossary/acronyms.php
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Review

Before continuing, verify you are caught up; ask your instructor on how you can
check.

Feel free to copy and email answers to your instructor... Theywon't give you the right
answers necessatrily, but they’ll let you know where you still need a little work.

Note: This test is a little more challenging

PS, The first part of the final will include the same information as Test 2.
There are suggestions on studying, on the class web site

What does the left mouse button do?
What does the right mouse button do?
What is minimize?

What is maximize?

What is restore?

What is a dialog box?

What types of Help does Windows have?
What key gets help?

Why should you ‘shut down’ a computer?

Name three ways to start a program.

Name three formatting options

Discuss cut, copy, and paste

How do you view the tree/folders structure in Windows?
How do you create new folders in Windows?

How do you rename folders in Windows?

How do your delete folders in Windows?

How do you undelete in Windows?

What is a shortcut?

How do you create a shortcut? On the desktop?

How do you change file viewing options? Name two.

How do you change the desktop?

If the button is not there, look for [Advanced] [Customize] [Options]
Name three changes you can make to a desktop

Discuss tasks that may be scheduled, and why.

How do you format a floppy?

How do you copy a floppy?

How do you ‘clean up’ a disk?

How do you find out all about your hard drive, such as getting a pie chart
of usage?
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Name two tools for disks

Should you just delete a Windows program? Why or why not?
Can you enter DOS commands? How?

Is this really DOS?

What is a URL?

What is Back?

What is a favorite?

Where do you set your home page, or privacy, etc?

How do you get to the school email?

What is a CC? A BCC?

Can you unsend?

What is an emoticon?

What is an address book? How can you add addresses to it?
How can you organize your mail?

Discuss protecting your identity.
How do you know if a site is secure?

What is a client server network?
What is a peer to peer network?
Describe sharing a folder.

What is the icon for a shared folder?
What is a network mapped drive?
Describe mapping a network drive.

What does OLE stand for?

What is an object?

How is linking different than embedding?
How do you update a link?

Note Information about new versions of Windows is in Appendix B
End Chapter 9
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Intro

Linux Intro
About Linux
Setting up Linux
Reduced DOS-Linux guide
Sample Linux Session
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About Linux

Linux is a UNIX like operating system, meaning that while the programming that built
the operating system differs from Linux, it behaves in a similar fashion.

UNIX originally came out of ATT’s Bell Labs in the 1960s from teams working on
time sharing operating systems for main frame computers. It was reinvented in 1972,
this time around being based in the C programming language.

But when UNIX really took off was when some college kids started using UNIX for
research, and to play computer games on a network... but that is another story.

In the early 1990s. Linus Torvalds created an operating system that behaved like
UNIX, but could run on personal computers. Further, he release this operating
system as ‘open source,” meaning anyone could use it, and even modify it, for free.

Another unique feature, at least to Windows users, it the choice of how the user
interacts with the operating system.

The Kernel is the most basic part of an operating system. In DOS, the only way to
access the kernel was using the DOS command prompt. But newer operating
systems have options on how to interact with the kernel... these are called shells.
Example: Windows can be interacted with via the command line or the graphical
user interface.

But in Linux, there are many, many shell options, allowing the user to interact with
the kernel in many different ways.

The Bourne shell replaced the Thompson shell in 1977, becoming the default UNIX
shell

C shell uses C language-like syntax is, and is an interactive shell, mainly used to
write programs called shell scripts

The KornShell is a complete, powerful, high-level programming interface for writing
applications

The Bash shell, Bourne Again SHell, is an updated version of the Bourne shell, and
is now the default shell for Linux

Notes: . . . : <€ IMPORTANT! write this down! :
*Everything in UNIX/Linux is treated as a file v

-ruxr-xr-x the — at the beginning indicated the items is an ordinary file
drwxrwxr-x the d at the beginning indicated the items is a directory
crwxrwxr-x the ¢ at the beginning indicated the items is an character device
brwxrwxr-x the b at the beginning indicated the items is a block device
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Server Client Setup
While you may be using Linux on a stand alone computer, it can also be
accessed via remote connections. To set up the UNIX client, you must
first start an emulator program, such as putty.exe or Cygwin.

Skip the following if using Cygwin

Cpen File - Security Warning

The publisher could not be verified. Are you sure you want to
run thiz software?

E Mame: Ch\Usersicollinscd53\Desktop'putty.exe
Fublisher: Unknown Publisher
Type: Application
From: ChUsersicollinscd58Desktophputty.exe

Aun | [ Cancel |

Always ask before opening this file

publisher. You should only run software from publishers you trust.

|@ This file does not have a valid digital signature that verfies its
How can | decide what software to un?

oo e

Categony:
=E Sfassicn | Basic options for your PuTTY session |
i -+ Logging Specify the destination you want to connect to
[=)- Terminal
- Keyboard
- Bell
- Features
| = Window (T Raw (7 Telnet ) Rlogin @ S5H (7 Seral
- Appearance

- Behaviour
I .. Translation Saved Sessions

Load, save or delete a stored session

- Selection
- Colours Defautt Settings

[=]- Cannection

- Data SE!&

- Prongy
... Telnet Delete:

IIE
&

- Rlogin
- SSH

] i Close window on ext:

() Mways () MNever @ Only on clean exit

| [ apou [ Open I Conce
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All you worry about is the Host Name (or IP address), an example might be 10.3.50.50,

then choose Open

If you get a message about a key, choose [Yes] to trust the host and cache (save) the updated information

I
PUTTY Security Alert ﬂi‘-‘g

The server's host key is not cached in the registry. You
have no guarantee that the server is the computer you
think it is.

The server's rsal key fingerprint is:

ssh-rsa 2048 96:55:76:8e:c2:f5:09: cf: 501 2:£2:4 60 eex00: bf
If you trust this host, hit Yes to add the key to

PuTTY¥'s cache and carry on connecting.

If you want to carry on connecting just once, without
adding the key to the cache, hit Mo,

If you do not trust this host, hit Cancel to abandon the
connection.

For Collins students using remote access only
If you are a day student, your log in name is the linux+machine number (two digits)+a
If you are a night student, your log in name is the linux+machine number (two digits)+b

Your password will be Password2 (note the capital P and the number 2)...
your password WILL NOT DISPLAY when typing
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While most standalone systems use gEdit, an editor released under the GNU
open licence agreement, some systems are accessed remotely may require
using the VI command line text editor.

Step 1, type
You are now in command mode. Go to step to start inserting text
Step 2, to insert text, type the letter "i"
You are now in insert text mode. Type your name
When you have finished typing, you must escape from insert mode
Step 3, when finished editing, hit <ESC>
Step 4, to save and exit type (upper case, hold down the shift key)

More about using VI available on Google, etc.

Introductory Linux Commands

e paths use /instead of \ such as \home\user
e command are case senstitive
e command parameters use — instead of / suchas 1s -R

e directory listing 1s
e long directory listing 1s-1
e ftree like directory listing  1s-R

e make directory mkdir foldername

e change directory cd

e create afile touch filename

o editfile gedit or vi filename
e display file cat filename

e copy file cp source destination
e move or rename mv source destination
o delete file rm filename

e remove directory rmdir foldername
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Sample Linux Session

Overview 10 Linux Intro

Desired action

Command given

Result (your result may differ)

See full path to current directory | pwd /home/linux0la

Brief directory listing ls (nothing to display)

Make a directory called junk mkdir junk (nothing to display)

Brief directory listing 1s junk

Long, detailed directory listing 1s -1 drwxrwxr-x junk

Create an empty text file touch test.txt | (nothing to display)

Long, detailed directory listing ls -1 drwxrwxr-x  junk
—rw-rw-—r—-— test.txt

Edit text file (see vi on p.C-6)

vi test.txt

(vi opens; insert, save/close)

or

gedit test.txt

Long, detailed directory listing
You may see a back up file
created (test.txt~)

1ls -1

ArwXrwxr—-x Jjunk
—Irw-rw—r—- test.txt
—IrW—Yrw—r-—- test.txt~

Remove backup file, if there

rm test.txt~

(nothing to display)

Long, detailed directory listing
shows back up file created (~)

1ls -1

ArwXrwxr—-x Jjunk
—rw-—rw-—r-—- test.txt

Display the contents of test.txt

cat test.txt

(contents display)

Copy test.txt into junk
calling the copy new.txt

cp test.txt junk/new.txt

Recursive directory listing ls -R drwxrwxr-x  junk
—Irw-rw—r—- test.txt
Jjunk
—rw-rw-—r—-— new.txt

Change into the junk directory | cd junk (prompt changes)

Remove new.txt rm new.txt (nothing to display)

Use arrow keys to run Is (no file to display)

Go up one directory cd .. (prompt changes)

or or

Change into the home directory | cd $SHOME

Remove the junk directory rmdir junk (nothing to display)

Long, detailed directory listing ls -1 —“rw-Iw-r-- test.txt

Rename test.txt to fred.txt mv test.txt fred.txt

Long, detailed directory listing ls -1 —“rw-Iw-r-- fred.txt

Delete all files in this directory rm *.* (nothing to display)

Long, detailed directory listing ls -1 (nothing to display)

Try Calendar command cal to display current month
Try Calendar command cal 12 2010 to display December of 2010
Try Calendar command cal 9 1752 to display September of 1752

Note Full DOS-Linux guide is in Overview 11

End chapter 10
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Commands; Lab 7

Linux Commands
DOS/Windows -Linux guide
Graphical User Interface quick start

Linux Lab 7
Linux Commands
Linux Activities
Linux Questions
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Linux Commands
DOS/Windows -Linux guide

Graphical User Interface quick start

DOS

Help commands
help

command /7

Clear screen

cls

UNIX (*Linux)
man command end session with q
whatis command

apropos keyword

clear

To Display the present working directory

prompt S$p$g

Root directory
\

Directory Listing Commands

dir detailed
dir /w just file names
tree all directories and files

Change Directory/Folder commands

cd basic command
cd .. move up one directory
cd \ move to root directory

Used to make directories/folders

mkdir directoryname

md directoryname

DOS
File creation
copy con filename use [Ctrl] + [z] to end

pwd

/

1s -1 detailed

1s just file names

1s -R all directories and files
cd basic command

cd .. move up one directory
cd / move to root directory
cd $HOME to \homelyour home

mkdir directoryname

UNIX (*Linux)

touch filename
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Filename rules

8.3

Used to specify multiple files
* Or 2 wildcards

Text Editing

edit filename.txt

Overview 11 Linux Commands

255 characters
allowed

avoid spaces and hyphens as first
character

'hide' a filename with . for first character
('see' w/ 1s -a)

Display the contents of a text file on the monitor

type filename

File Manipulation

move source

destination move
rename source
destination rename
copy source

destination copy

ex copy aa.txt fld\aa.txt
File deletion
del filename delete
Folder deletion
rd foldername must be empty
must be empty

deltree foldername will delete w/contents

rmdir foldername

DOS

File properties

read only, archive, sys,

‘b4 o £
attrib £ ? filename hidden

* O ? metacharacters
vi filename.txt
cat filename
mv source
destination move
mv source
destination rename
cp source
copy

destination

excp aa.txt fld/aa.txt

rm filename remove

rmdir foldername must be empty

rm -rf foldername will delete w/contents

UNIX (*Linux)

chattr £ ? filename
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From Intro to Computer classes, Powers-of-two number line.
210 29 28 27 26 25 24 23 22 21 20

1024 | 512 | 256 | 128 |64 |32 (16 |8 |@& 2 |1{

Folder Properties

chmod ugo + ?

foldername read, write, execute

for user, group, or
other

chmod 755 foldername standard web

permissions

d rwx r-x r-x
rwx
421

read=4

write=2
execute=1
7==4+2+1, r+w+x

To redirect output, such as from the monitor to a file
> example: type aa.txt > lptl > example: cat aa.txt > lptl

To sequence commands; take the output of one command and use it as the
input for another

| example: (plpe) dir | more | example: (plpe) ls | more

Day and Month

date cal
cal mm yyyy

-
Windows UNIX (*Linux)
End Command Line session

exit exit

Automatically replace typed text with predetermined text

auto correct alias xx=command

. UNIX (*Linux
Windows ( )
Searching
search find filename
search contains grep word O phrase
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End program

File\Close
[Ctrl]+[Alt]+[Del]
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kill

UNIX specific items

passwd

command &

[Ctrl]+[z]

Database features
join
find
grep
unig

diff
tr

Other useful info

nice [command]

[command] ; [command]
[command] &

[Ctrl] [z]

Other useful info
df

pPs

free

dd

tar

change password
(must change at least 3 items)
required aspects

minimum 6
characters

. minimum of 1
minimum of 2 letters
number

€X Passwordl
starts command, but will run in background
pause

To combine records, or files

search for files in a directory hierarchy

print lines matching a pattern, to search for words within files
remove duplicate lines from a sorted file

find differences between two files

translate or delete characters, such as changing from upper
case to lower case

runs the command as low priority
use the ; to start multiple programs

start process in background (fg will bring it back to the
foreground)

suspend process

continued

show free disk space (see nan dr for other options)
show processes (see man ps for other options)
show remaining RAM

convert, then copy a file... used when using Windows to
download a Linux distro
create a compressed format backup file, i.e. tar -cvr

/home/archive.tar /etc
where archive is the file created in the /nome directory, and is a
backup of /etc
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If using a standalone Linux box, you will have to be able to locate the terminal, the command
line shell. So here is a quick primer on the GNOME 3 Linux Interface
The Desktop is fairly barren, to the Menu bar on the top, especially on the right

Activities Thu 06:54 | 522-01

Accessibility settings, Volume, Network Connection, and user options

Enable the network connection, if there is an X showing on the Network icon,
click to turn on

Activities Thu 06:55 ; ®Ws22-01
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Much like Windows 8, to access info, Press the ‘Start’ key _&

You will now see two options, Windows and Applications.
Activities Thu 06:57 ® « 2 Ws522-01

Quick Launch on the left for browser, and browsing files. ~ Switch windows is on the right.

If you have applications running, you switch by selecting on the Windows screen.
Activities Thu 06:58 2 ®Ws22-01

Unsaved Document 1 - gedit Fedora Project - Start Page - Mozilla Firefox

Right click a menu on a program window to maximize, minimize, or restore down.
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Click Applications to browse for programs or to search, in this case find TERMINAL.

Activities Thu 06:59

- Applicationg

A ! All
' b Accessories

Software

Acquirel mages Add/ R BN
Games
Graphics
Internet

Akregator Amarok Archive Marager Office

Other

Programming
@

Sound & Video
Authentication Automatic Bug Reporti...

System Tools

Ur Access

® Available
® Available

Busy
Busy !

My Account
My Account ¥
= = System Settings
System Settings >y I 2 9
— ¢ 'S
Lock Screen Lock Screen

Switch User Switch User

Log Out... Log Cut...

Suspend Power Off...
Press the Alt key....
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% Linux Lab 7
Linux Commands
Linux Activities
Linux Questions

Documentation 30% (Fill sheet out, later you may be submiting your answers)

man
What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)
How do you end the man session

Is

What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

After doing the activity, come back and fill in the examples

Write out one example of how the command was entered into Linux in this lab

mkdir

What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

cat

What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

cp

What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

rm
What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab
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rmdir

What does the command do?

What is the DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

mv

What does the command do?

What is one DOS equivalent?

What is the other DOS equivalent?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

chmod

What does the command do?

What is the syntax for the command?

(Syntax does not include specific drives or directories)

Write out one example of how the command was entered into Linux in this lab

Fill sheet out, later you will submit your answers in D2L

Log into the Linux account, and make sure you are in your home directory
(~ folder)

Create a folder. ITSC 1305-01 students will call this folder test1.
1305-02 students will call this folder test2.

Exact command typed into Linux to create folder:

Change into the new folder. Exact command typed into Linux:

Use touch to create a file called test.txt. Exact command typed into Linux:
Start a linux editor, Exact command typed into Linux:

Now edit the file to include your name in the text file. Save and exit.
Display the contents of your text file. Exact command typed into Linux:

Create a folder named web. Exact command typed into Linux:

Display a simple directory listing. Exact command typed into Linux:

Should look something like \YelUg:leeeli i@l s o\ ATl a =l SR
web test.txt]
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Copy your text file into the folder called web. Exact command typed into Linux:

Run a recursive directory listing to see the contents of all directories, Exact

command typed into Linux:

Should look something like \YelUg:[e{eeI sl dC s s \iT=1aY =1 SRR
web test.txt

web
test.txt
Change into the web folder. Exact command typed into Linux:

Rename the text file in the web folder to index.htm. Exact command typed :

Change from the web folder to your test folder. Exact command typed:

cd .

Set the web folder to standard Internet folder permissions. Exact command:
web

Display a detailed directory listing to verify the permissions were set.

Exact command typed into Linux:

[Epgy the Calendar for September of 1752. Exact command typed into Linux:

Change into the web folder. Exact command typed into Linux:

Command used to delete your index.htm file. Exact command typed into Linux:

Command used to move from web folder back to your 'test' folder.
Exact command typed into Linux:

Command used to delete empty web folder. Exact command typed into Linux:

Command used to delete your test.txt file. Exact command typed into Linux:
(do not use wildcards for this)

If there are extra files, such as a test.txt~ file, make sure you delete that, too;
perhaps

Move out of your testl or test2 folder to your home folder .

Exact command typed into Linux:

Command used to delete your testl or test2 folder. Exact command typed:

There should be nothing left in your starting folder... remove all strays.

Command used to log out
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Hands On Q&A 30% (Fill this sheet out, you may be submitting this later)

Use the class website, or whatis to get a description of a command, or apropos
to search for keywords to locate a command

Command or character used to search for a file

Command /character to take the output of man Is and use it as the input of the
more command: man s ____more

Command or character used to redirect output, say from the monitor to a printer

Command or character used to search for words or phrases within files

Command or character used to remove duplicate lines from a file

Command or character used to show differences in files

Command or character used to change lower case to upper case

Submit files and quizzes as directed
See page 57 for details if taking a Collins class

Tem :

Check Class website or YouTube for a short video similar to Lab7 o

233



DOS and the Art of the Command Line  Overview 11 Linux Commands

Note Full DOS/Windows -Linux guide is at the beginning of this Overview

End chapter 11

234



DOS and the Art of the Command Line

Install & Explore GUI; Lab 8

Linux Graphical User Interface
Similarities to Windows
Standard features
Versions
Installation
Exploration

Linux Lab 8
Linux Concepts
Linux Activities
Linux Questions
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Linux Graphical User Interface
Similarities to Windows
Standard features
Versions
Installation
Exploration

Similarities
All modern operating systems do the same thing, they manage resources... in our

case, primarily hardware and files. As they do the same functions, the way they
handle the tasks can be very similar.

All modern graphical user interfaces have the following:

a main menu

a bar for quick launching applications and tracking open applications

the ability to switch between windows, and some sort of method to resize windows
many support the equivalent of right click

many use ... to indicate a dialog box will open

many use arrows to indicate ‘more options’

something like “File Explorer” or “This PC”

something like the Control Panel

and the use of icons, menus and a mouse (or touch)

Graphical Linux

The Linux GUI is derived from the MIT X-Windows system (UNIX GUIs started in
1978), and is actually fairly close to the Xerox Alto computer (1972; the 'first' PC with
GUI). (Windows started life as Interface Manager in 1981 and also copied many
ideas from the Alto.)
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The Linux GUIs that most people know (GNOME, KDE) are derivatives of HP-VUE
(from the early 1990's).

'
= -
B el i i
| T

The OSX Apple operating system is called AQUA, and runs on a UNIX kernel,
though they released their first GUI based system in 1984. More on Apple soon.
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Views of the Red Hat 9 Server: Gnome

| of

raol's Home

Trash

@g;; Graphics

Q Internet

&'b Office

L_é]' Preferences
ﬁ FProgramming
,f\ Sound & Video

3 Qﬁ Server Settings ¥
'%] Add/Remove Applications

F k System Settings 1 Authentication

o) Date & Time
u-] Display

.;3@ System Tools 1

@ Help

_& Home Folder
(5% Network Servers

\L:L Keyboard

g Language

(_;[j Login Screen
G\:ﬂ Run Program...

" 3
& Mouse
@ Search for Files... ©
©. 1 Network
[~ Open Recent 1 o
.1 Printing
@ Lock Screen | ) Root Password
Log Out %':I: Security Level

Fil

k Soundcard Detection
,; ] Users and Groups

Tue Apr
471 FM

Overview 12 Graphical Linux

Home is like
(My Computer)

Start and the Red
Hat are like the
Start button

Trash is like the
Recycle Bin

This panel is like
the Task Bar

Note arrows still mean
More Options

In any GUI OS, somewhere you
will find something like the
Windows Control Panel

Note ... still means a
Dialog box will open

All the features you would expect
from a graphical user interface
are present, just not exactly
where you would find them in
Windows
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— and Prompt.
@ Preferences
ﬁ Programming -+ More System Tools ) w 0 Witer

@ Disk Management

ﬁ Sound & Video
El Floppy Formatter

g‘{]} System Settings

;¢ System Tools 1

@ Help {'1:_ Internet Configuration Wizard

& Configuration Editor

@ Desktop Sharing
Desktop Switching Tool

@ KAudioCreator

LH Home Felder l:E%-' L KDE System Guard

ﬂ% Network Senvers £, 1 Network Device Control K DiskEree

() Printing Notification Icon

Fj Print Manager

-,t, Hardware Browser

Kernel Tuning

{E} Run Program...

@ Search for Files... KRec
(®: Red Hat Network ‘s
[ open Recent leﬂedHtN twork Alert | .-
at Network Alert lcon e}) QTCups
@ Lock Screen & System Logs
Log Out [__-] System Monitor
N

i- E-ﬁ] Terminal
- Trarermite

There will be a tool like My Computer to browse folders, minimize, maximize, close

hdl | —mx
Elz  Ech Mew ©o  Eookmarks  Hep

4. .89 & A !
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= = = = =
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Popular Linux distros and some of the included software

"3 ubuntu

http://www.ubuntu.com/

Mozilla Firefox web browser and Open Office/Libre Office Productivity software

6
fe d oraQ. http://fedoraproject.org

Mozilla Firefox web browser and Productivity software

Other Popular Linux distros

See also http://www.linux.org/dist/list.html for

Slackware

debian

Xxandr

Linux is UNIX like, so what about UNIX?

http://www.unix.org/what_is_unix.html

In 1994 Novell (who had acquired the UNIX systems business of AT&T/USL)
decided to get out of that business. Rather than sell the business as a single entity,
Novell transferred the rights to the UNIX trademark and the specification (that
subsequently became the Single UNIX Specification) to The Open Group (at the
time X/Open Company). Subsequently, it sold the source code and the product
implementation (UNIXWARE) to SCO.

You also wish to Google BSD (foundation of Apple Darwin kernel), Solaris, HP-UX,
and AlIX
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A later versions of Red Hat, this is Fedora Core 13; note the panel has been split so
only the ‘task manager’ is at the bottom. The Red Hat replacement for the Start
button is now a Fedora logo/Applications, and at the top of the screen. Places is like
File Explorer, and System is like the Control Panel. GNOME 2

) Appicstons Places  Sysiers ey | L = = O 80 44 °F MenMay 10, 11:11 54 MaINin Dufty

(-] bue-marble-west -
#7, Boston
Fle Edi yiew jeage Go Help ) 11011 we

o Prewious o Nex

2560 ¢ BRO0 poools 445 4 8 i

A Dy @Fardab {Inbax 42 wrre § | pbes-mpcioug- [ el i w [ netesgn aa Lnomeddurye.,. |Ensen's NER [Mew 55 Shple .. - .
The Fedora minimize button, maximize button, and close button are very similar to

the Windows buttons. Not exactly the same, but similar.
You can Right click to get a shortcut menu, you can Alt Tab between windows.

Almost every version of Linux includes open source software such as AbiWord or
Open Office or Libre Office, and often a nice array of games.

Of course you can’t get Microsoft Office, or iTunes, or Turbo tax for Linux, but you

can often find a lot of free, open source software, and using RPM or Yum can make
installing software fairly easy.
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Ubuntu
One of the most popular versions of Linux is Ubuntu.

Note: while Fedora and Ubuntu both use Gnome as the desktop shell, there are
differences. The Applications menu logo is different, and the top panel includes a
shut down button on the top right.

A bigger difference is the minimize button, maximize button, and close buttons have
changed shape and are placed differently.
43 Applications Places System »@ = Thu Aug 26, 11:09 PM @ ubuntu ¢H

o

Exam 8@ © @ Install

&

Install Ubul  This computer has no operating systems on it.
1

Where do you want to put Ubuntu 10.04.1 LTS?
® Erase and use the entire disk

Prepare disk space

B Ubuntu 10.04.1 LTS

Step 4 of 7

™ 4 Install

Another nice feature in Fedora and Ubunu is the Live disk option.

Simply insert the disk and boot, and use a the OS without installing it... when you
shut down and remove the disk, you can restart back to your old OS.

The installers are very good, and many installers can add Linux to your system and
leave Windows in place, letting you choose which OS to use when you boot... but
please note that if you do install Linux on your computer at home, there is a chance
that it REMOVE Windows... so install at home at your peril.

More on GNOME 3 on page 227.
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While Gnome is still very prevalent, GNOME 3 was not well received.
Ubuntu created their own interface, called Unity.

This created an opening in the market for something that was similar to both
GNOMEZ2 and GNOME 3... the Cinnamon interface in Mint.

Press the Start key on the keyboard and it behaves like GNOME 3
Press the Menu icon on the desktop, and it behaves like GNOME 2.
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% Linux Lab 8

Linux Concepts
Linux Activities
Linux Questions

Check with your instructor on Installation

The Linux GUI

1.

2.

True or False:

Most Linux installations are free

True or False:

You can download many Linux installation program files from the
Internet, then burn them to CD

. True or False:

The Graphical User Interface is required in order to use Linux

. True or False:

You can easily add Linux to your computer without worrying about
Windows

. True or False:

Linux requires a more powerful computer, called a Workstation, to
run

Hands On 30%
Be prepared to discuss:

1.

Does right click in GNOME work?

2. Do Maximize, minimize, restore down work in GNOME?

3. What do you use, instead of the Start button in GNOME?

4,

5. What Word Processor is installed with many version of GNOME?

What Graphical Internet Browser is installed in most Linux systems?

| strongly suggest you take a LOT of Notes as you explore the different systems

(the more notes you take on Fedora and Ubuntu, the easier the capstone lab will be to write...)

Submit files and quizzes as directed
See page 57 for details if taking a Collins class.

End chapter 12

244



DOS and the Art of the Command Line

Web Pages; Lab 9

Linux Web Pages
Similarities to Batch files/scripts
Standard web structures
Using gedit
Using Firefox
Web Page creation in HTML

Linux Lab 9
Linux Compression
Linux network usage
Preview Lab 9
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Linux Web Pages
Similarities to Batch files/scripts
Standard web structures
Using gedit
Using Firefox
Web Page creation in HTML

Windows has batch files... commands in a plain text file save with the .bat
extension. Linux has scripts, basically commands saved in a text file but
instead of changing the extension, the X permission is turned on. But
rather than create scripts, it might be more interesting to create another
plain text document that can deliver instructions... a web page.

Plain text files cannot have color, cannot have attributes such as bold or
italic, and cannot include images... but a web page can. How can a plain
text document do that? The answer is be delivering instructions to a
browser on how to render the page, and where to find images. The
instructions to the browser go between < and >, and are called tags.

In Microsoft Word, to make a word bold, you select the word first, then
click the [B] button. This actually is marking the beginning and the end of
the area that can be made bold.

In web pages, text to be formatted is surrounded by two tags... on to
start the instruction or command, if you will, and one to end the
instruction... so the entire page won't be bold, for example. It would look
like this: <b>Hi</b>

One more item before we get started... once you save a text document
with a .htm extension, many Linux text editors will actually start color
coding the commands, attributes, and values in the tags.

Check with your instructor for addition details.

Making a web Page with gEdit in Linux

All browsers need to be instructed as to what type of file to they are
about to deal with, so the first tag set that we need to type in your text
editor identifies the page as a Hyper-text document. Type in:

<HTML> </HTML>
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I usually type in both the starting tag <atvi> and the ending tag </utmL> at
the same time, this way I don't forget the ending tag later. Next, place
the insertion point between the tag set, and hit the enter key a few times
to give you space to work. What is typed in between these two tags will
be part of the web page.

<HTML>

</HTML>

Next, we need to know that there are two parts of the web page, the part
the computer reads, and the part the users read. We'll insert the
computer's part next. Just as Microsoft Word has parts of the document
reserved for page numbers, etc., web pages also have something similar
to a header section, called the head.

Between the two <utmL> tags, add the head section, as follows. Don't
worry about how many spaces or how many lines are between
things...browsers ignore this "white" space. It also doesn't matter if you
use capital letters or not.

<HTML>
<HEAD>
</HEAD>

</HTML>

Usually, the only thing that goes in between the head tags is something
to create a title. So add the following so that your entire page looks like:

<HTML>
<HEAD>
<TITLE>
</TITLE>
</HEAD>

</HTML>
Now, just as in Microsoft Word, we need to add the section where all the

words go; just as Microsoft Word has a body area, web pages also have
something similar, also called the body.
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<HTML>
<HEAD>
<TITLE>
</TITLE>
</HEAD>
<BODY>
</BODY>

</HTML>

Notice the two HTML tags surround the entire document. Within the
document you have a HEAD section and a BODY section. And within the
head, you have an area for a TITLE. We are now ready to save this
document, which will be the starting point for all of your web documents.

Choose File\Save As
save as testl.htm in the default user folder.

Now modify testl.htm by inserting a title between the <r1T1E> tags. Call it
something like My 15t page.

<HTML>
<HEAD>
<TITLE>

My 1st page
</TITLE>
</HEAD>
<BODY>
</BODY>

</HTML>
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Now click the File menu item, and then select the save option. (Not save
as, the file already has a name.)

Next, minimize your text editor window; DO NOT CLOSE THE WINDOW,
as we will be switching back to it.

Linux Users:

Open your 'home' folder, locate testl.htm, and right click it.
Choose Open with Firefox.

Firefox is the default web browser on most Linux systems.

This should launch the browser, placing testl.htm in address text box.

It may look like nothing is being displayed, but look above the main
browser window, in the title bar. It should read "My 15t page". This is
appropriate as we have only put in a title.

My first web page

Next, leave the browser running, but switch back to your text editor.

Try using Alt+Tab...
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Between the <BODY>tags, type Hi.
<HTML>

<HEAD>

<TITLE>

My 15t page

</TITLE>

</HEAD>

<BODY>

Hi

</BODY>

</HTML>

Save your text editor file, click on the browser icon, then click on the
refresh/reload button. You should now see the word Hi displayed.

My first web page

Hi

Switch back to your text editor, and highlight the word Hi by clicking just
to the left of the word, and drag across it with the mouse button sill
depressed. When the word is highlighted, press down the [Ctrl] button
and hold it down. Now tap the [c] key and let go of both. Now press the
[End] key. This will break the highlight, and place the cursor at the end of
the line. Press the [Enter] key to create a new line below the word Hi.
Now, press down the [Ctrl] button and hold it down. Now tap the [v] key
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and let go of both. A copy of the word Hi should now be pasted in below
the original. (You could also have used the edit menu.)

<HTML>
<HEAD>
<TITLE>

My 15t page
</TITLE>
</HEAD>
<BODY>

Hi
Hi

</BODY>

</HTML>

Save the changes, and switch back to your browser. Refresh/reload
(Internet Explorer can be refreshed by using the [F5] key. )

You should now have two Hi's, but are they one on top of the other?
No. I'll bet they are side by side.

My first web page

Hi Hi

Why? Because the browser ignored the white space separating the two, and thus
they are displayed side by side.
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In Microsoft Word, you start a new line by inserting a line break... so let's force a line
break here. In your text editor, make the following change, and save.
<HTML>
<HEAD>
<TITLE>
My 15t page
</TITLE>
</HEAD>
<BODY>

Hi <BR>
Hi

</BODY>

</HTML>

Notice that the break tag <er> does not have an ending component, as
this tag is not surrounding text in order to format the text for display. You
don't start breaking your leg, then finish breaking your leg later... it is
just a break! Save your changes.

Switch to your browser, refresh, and you should now see the two Hi's
displayed in stacked fashion.

My first web page

Hi
Hi
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Now, when we read a newspaper, we know when a new story starts,
because of headlines. Headlines are different sizes, bold, and always are
on on a different line than the story. So, let's try to add one of the 6
headlines by make the following changes, and note the results in your
browser. Remember, every time you make a change in your editor, save
your document, switch to your browser, then refresh/reload.

Recall also, tags normally surround the text that they will format for the
browser.

Only the <sopy> section will be changing this time, but the other tags
must still be on your document.

First we'll get rid of the <br>, and surround the first word Hi with a
headline size 6 tag set.

1. <HTML>
<HEAD>
<TITLE> My first web page </TITLE>
<BODY>
<H6>Hi</H6>
Hi
</BODY>
</HTML>

You should see a really small first line now, as h6 is the smallest
headline, and this tag surrounds the first word Hi.

My first web page

Hi

Hi

Now, let's try a headline size 2, by replacing the h6 tags with H2 tags.
Recall from above, we don’t need a line break after a headline
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<HTML>

<HEAD>

<TITLE> My first web page </TITLE>
<BODY>

<H2>hi</H2>

Hi

</BODY>

</HTML>

My first web page

Hi

Hi

This is the second largest... I avoided using H1 tags, as they look a
little too much like Hi, but you can try an H1 set if you like!

In the steps below, DO NOT ADD ADDITIONAL BODY TAGS! Simply
edit the existing body tag to reflect the changes. From this step on,
the items are being inserted between the "<body" and the ">" in
<body>... again, ALL of these changes made are BETWEEN the < and the >.
Also and use the number "0", not the letter "o"

Changes to be made are in bold. Don't forget to save after each change, and
refresh/reload your browser.

oNOTE: Do NOT use curly quotation marks, such as », only use

P
Write this Down!

We are about to modify a tag to alter its behavior. These modifiers are called
attributes. Attributes are followed by a value structure (="value"), to indicate
how the modification will work. Instead of having a white background, we are
going green. So we will change <body> to <body bgcolor="green">

attribute value

straight quotation marks, such as "'.
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3. <HTML>
<HEAD>
<TITLE> My first web page </TITLE>
<BODY BGCOLOR="green">
<H2>hi</H2>
Hi
</BODY>
</HTML>

Again, this modifies the background color to be green. The modifier is
called an attribute, and attributes are followed by ="value",
in this case, bgcolor="green"
4. <HTML>
<HEAD>
<TITLE> My first web page </TITLE>
<BODY BGCOLOR="#00FF00">
<H2>hi</H2>
Hi
</BODY>
</HTML>

Think of a room with 6 lights, 2 red, 2 green, and 2 blue. If 0 is off,
and F is fully on, then #00ffO0 means

no red light, lots of green light, and no blue light... making the
background green. Try this now.

5. <aTML>
<HEAD>
<TITLE> My first web page </TITLE>
<BODY BGCOLOR="#000000">
<H2>hi</H2>
Hi
</BODY>
</HTML>

Did you guess that if no lights are on, that the room would be black? If
the background is black, let's make the text white. Again this is all
between the <body and the >, even though I am adding another
instruction on the next line down.
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6. <HTML>
<HEAD>
<TITLE> My first web page </TITLE>
<BODY TEXT="#FFFFFF"
BGCOLOR="#000000">
<H2>hi</H2>
Hi
</BODY>
</HTML>

My first web page

What else goes in web page?
Oh yes... now, let's add a picture.

Open Google and select to search for Images. Type in something, such as
money or Lincoln, and search. You will be presented a list of images;
right click one of those images, and choose save Picture as.
Save the picture in the same folder as the web page you are
working on, and give it a short, memorable name. .

I'll call mine 'prez.jpg'). Again, save the picture in the

NOTE, this is 'fair use' of a copyrighted image, since only you are viewing
it. You may NOT use this image on web pages that you post to the
Internet.

Now, switch back to your text editor and insert the following line.
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<HTML>

<HEAD>

<TITLE> My first web page </TITLE>
<BODY TEXT="#FFFFFEF"
BGCOLOR="#000000">

<H2>hi</H2>

Hi

<img src="prez.]jpg">
</BODY>

</HTML>

Then, switch back to the browser, and refresh.

Finally, we'll create a link, using the anchor tag. An anchor tag allows you to not
only move to another site, but to later return to sight you came from by using
the back button, hence the anchor name. Just as the image tag required the
source attribute to point to the location of the image, the a tag requires an
href attribute to point to the hypertext reference of the site you wish to link to.
And just as the H2 tag set needs to surround the text to render as a headline,

the a tags need to surround the text that will become the clickable link.
You could replace the blude URL below with a favorite web site, such as http://www.google.com. (You must
include the http://)

<HTML>

<HEAD>

<TITLE>My First Web Page</TITLE>
</HEAD>

<BODY TEXT="#FFFFFF"
BGCOLOR="#000000">

<H2>hi</H2>

Hi

<img src="prez.jpg"><br>

<a href="http://www.templejc.edu"> Clickable Text </a>
</BODY>

</HTML>

My first web page
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% Linux Lab 9
Linux Compression
Linux network usage

After completing the web page, close your browser and editor. Locate the
two files in the filing system, and select both file.

(Hold down the control key when selecting items to add to the selection.)
Right click the selection and choose the Compress option.

The default file type is .tar.gz, but change it to .zip.

Note the shape of the ‘packaged’ folder, which could be submitted.

Continue exploring the Linux systems.

e Older systems could mount and browse a floppy, then unmount the floppy
(mount unmount equivalent)

e Locate the System Monitor, a Windows Task Manager (ps equivalent)

e Under the System setting, note the Windows Control Panel style items of
Preferences and Administration

e On the Filing system menu, look over the Network item, the My Computer type
items, Search, etc.

e Open your users HOME folder (cd $HOME equivalent) and view any contents in
the folder (1s equivalent)

* Right click to create a directory there, using your name (mkdir equivalent)

e Experiment with OpenOffice or Libre Office.

Submit files and quizzes as directed
See page 57 for details if taking a Collins class. Zip and save as yourname-lab9.zip

Check Class website or YouTube for a short video similar to Lab9

Temp
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Preview of Lab 10

Lab 10 is a short term paper (1000 word+) in which you will compare DOS to
Windows to Linux.

This will be done by listing the strengths and weaknesses of DOS, the strengths and
weaknesses of Windows, and the strengths and weaknesses of Linux.

You will the recap key points, and then choose an OS for a certain type of user...
using the recap to bolster your conclusion.

This is not a research paper... you do not go online or go to the library to look things
up... you review your notes to write the paper.

You will have
a cover page
a 1000 word + paper, double spaced, 1" margins, 12 point font

The paper should start with an introduction and overview,

followed by at least 6 good paragraphs, where you list the strengths of DOS, the
weaknesses of DOS, the strengths of Windows, the weaknesses of Windows, the
strengths of Linux, and the weaknesses of Linux.

To make grading easier you will clearly label each section, such as

Strengths of DOS

Do NOT include items that affect all operating systems... such as malware, virus,
etc. as ALL operating systems can get a virus. All of them.

End with your recap and conclusion.
Again, | am looking for a circumstance, your choice of OS and why, and bolster your
choice by recapping key points you made earlier.

An example might be,

as a user of Microsoft Office, | would choose Windows because...

or

as | have an old computer that can’t run Windows | would choose Linux because...
Many faculty members will have you submit this paper to plagiarism detection, to
verify that you wrote the paper, and didn’t simply copy other people’s work.

End Chapter 13
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Other Operating Systems
Apple Macintosh
Windows replacements
Chrome based
Android based

Lab 10 Review
DOS strengths and weaknesses
Windows strengths and weaknesses
Linux DOS strengths and weaknesses

Linux Review
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Other Operating Systems
Apple Macintosh
Windows replacements
Chrome based
Android based

Apple Macintosh
Below is a sneak peak at a Mac, a UNIX variant that runs the Aqua
graphical user interface.

B Fagder Tde [da Vs G Wadow el bl O LY e

The biggest things to remember about a Mac are:

1) there is one title bar... it stays at the top and changes based on what is
selected as the active window,

2) the keyboard is different and there are different keyboard shortcuts

3) the mouse has one button, you use Control+Click instead of right-click
4) you can close a windows and leave the program running... so you must
Quit programs when finished with them.

While more similar to Ubuntu than Windows, I'll bet you could drive it.
But just like driving someone else’s car where you may have to look
around to find the lights, you might have to click a few menus to find the
right item to do the job. Remember, Operating Systems all do the same
thing, so they by nature are very similar in how you use them.

Therefore don’t choose an OS because you like the OS, choose the OS
that runs the software you want to run.
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iPads and iPhones

The iOS operating system is based on the same UNIX kernel as the
desktop operating systems, but has been geared for smaller screens and
more touch controls. There is only one button, the home button, and it
takes you to your primary screen of your desktop.

The desktop of an iPad or iPhone may be scrollable, meaning you can
swipe left or right to access more items, or Press and hold to select.

To search, swipe down with one finger.

To switch to other programs, swipe up with four fingers... to close one of
the tasks you see running, use one finger to swipe the mini window up
and off.

You can only get small programs for these devices, called apps, from the
Apple store.

A few silly tricks: if you prefer to thumb type, place one finger on each
side of the keyboard and pull the keyboard apart. Return it by dragging to
two parts back together.

For those of you who may remember the Etch-a-Sketch, you erased by
shaking. If you shake your iOS device, it will ask if you wish to undo

typing.

You can press and hold an icon to delete it, or drag one icon on top of
another to create folders. Drag all the items out of the folder and the
folder disaears. You can also pinch screens to resize.

Desktop with apps and
folders

Restrictions

Switching tasks - Lok /Unlock

Settings & feeme
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Windows Replacements

Many people still have computers running Windows XP, and haven't
upgraded because their older systems aren’t suited to newer Windows,
and they feel uncomfortable trying Linux.

For these folk, a group is working on an open source operating system
that will behave in a similar fashion to XP, and run Windows software...
much as Linux behaves like UNIX but is a completely different OS.

At this writing, the REACT OS s still in Alpha testing.
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Chrome

Chrome, for all practical purposes is an scaled Ubuntu Linux operating
system whose primary job is to run a web browser... and almost all
activities in the system run in the browser. (Recall, Linux is open source,
and anyone can reconfigure and redistribute the operating system.) So,
your word processing uses Google Docs online, etc. While easy to interact
with, and there is little maintenance or configuration to worry about,
Chrome is pretty useless if you are not online.

Android

Android is also based on the Ubuntu distro of Linux, and is primarily for
smart phones and tablets. About the biggest difference being the touch
screen interface, which in many ways is similar to iOS; though it should
be noted that Android beat iOS to multitasking.

A few key difference for iOS:

1) The hand gestures while similar, do differ... such as pressing the
Recent Apps button at the bottom of the screen to switch apps, instead of
the hand swipe.

2) Each manufacturer can further modify the OS

3) Android can not only get apps from Google Play, but can run apps from
other sources... which may or may not be a good thing.
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% Lab 10 Review
DOS strengths and weaknesses
Windows strengths and weaknesses
Linux DOS strengths and weaknesses

Lab 10 is a short term paper (1000 word+) in which you will compare DOS to
Windows to Linux.

This will be done by listing the strengths and weaknesses of DOS, the strengths and
weaknesses of Windows, and the strengths and weaknesses of Linux.

You will the recap key points, and then choose an OS for a certain type of user...
using the recap to bolster your conclusion.

This is not a research paper... you do not go online or go to the library to look things
up... you review your notes to write the paper.

You will have
a cover page
a 1000 word + paper, double spaced, 1” margins, 12 point font

The paper should start with an introduction and overview,

followed by at least 6 good paragraphs, where you list the strengths of DOS, the
weaknesses of DOS, the strengths of Windows, the weaknesses of Windows, the
strengths of Linux, and the weaknesses of Linux.

To make grading easier you will clearly label each section, such as

Strengths of DOS

Do NOT include items that affect all operating systems... such as malware, virus,
etc. as ALL operating systems can get a virus. All of them.

End with your recap and conclusion.
Again, | am looking for a circumstance, your choice of OS and why, and bolster your
choice by recapping key points you made earlier.

An example might be,

as a user of Microsoft Office, | would choose Windows because...

or

as | have an old computer that can’t run Windows | would choose Linux because...

Many faculty members will have you submit this paper to plagiarism detection, to
verify that you wrote the paper, and didn’t simply copy other people’s work.
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Purpose: To allow the student to evaluate the operating systems covered in class, based on what
they learned. This isn’t a research paper, you use your notes, not the Internet.
Due the last class period before finals.

The paper must be typed using these guidelines: (Plagiarism will result in a ‘0’ for this lab)

e Title/Cover Sheet

A 1000+ word report created using Microsoft Word. Will be about 3 pages, double spaced.
Must be double spaced using a 12-point Times font and no more than 1 inch margins.
Must include an introduction and overview.

Must include a bold, clearly labeled section on the strengths of DOS

Must include a bold, clearly labeled section on the weaknesses of DOS

Must include a bold, clearly labeled section on the strengths of Windows

Must include a bold, clearly labeled section on the weaknesses of Windows

Must include a bold, clearly labeled section on the strengths of Linux

Must include a bold, clearly labeled section on the weaknesses of Linux

The conclusion should include a recap of the high points of the paper, to bolster an
expressed opinion of which OS is best for a situation, based on what you learned in class.

Content _________________[points

Intro

Overview

DOS Weakness: BOLD Label
DOS Weakness Content

DOS Strength: BOLD Label
DOS Strength Content
Windows Weakness: BOLD Label
Windows Weakness Content
Windows Strength: BOLD Label
Windows Strength Content
Linux Weakness: BOLD Label
Linux Weakness Content

Linux Strength: BOLD Label
Linux Strength Content

Recap

Conclusion 0
Delivery _______[points]
Coversheet 3
1000+ words, 12 pt font 20
Double spaced 3

1" Margins 3
Total 100

Do not include malware...
ALL Operating Systems
can getavirus...

= 01 O1 W 01T W 0L W o1 WO WO Wwow

Format Requirements

The following is a sample to use as a format for your term paper. Please follow these guidelines
carefully. Failure to do so will result in a lower total score. See also Tips on writing a term paper on
the class web site.
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Title Page

Jane Doe (student's Name)

R. Craig Collins (Instructor's Name)

ITSC 1305 (Course)
[Due Date]

OS Comparison (title)

[Body of report...Double-spaced,12 pt font, 1" margins, at least 1000 words (about three full pages)]

Intro and overview XXxXxXxxx
XXXXXXXXXKXXXKXXXKXXXXXKXXXKXX
XXX

In this paper, | will discuss
topic 1, topic 2, and topic 3. xx
XXKXXKXXXXXKXXXXXXXKXXXKXX

Strengths of DOS
XXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXKXXXXXXXXK
XXX
XXXXXXXXXXXXXXXXKXXXXKXXXXXK
XXX
XXXXXXXKXXXXKXKXXXXKXKXXXXX
XXX
XXXXXXXXXKXKXXXXXXKXXXXXXXX
XXX

Weaknesses of DOS
XXXXXXXX
XXXXXXXXXKXXXXXXXXKXXKXXXXXK
XXX
XXXXXXXXXXXKXXXXXXXXXXXXXK
XXXXXXXXXXXXXXKXXXXXXXXXXK
XXXXXXXXXXXXXXKXXXXKXKXXXXX

Jane Doe p. 2

Strengths of Windows xxxx
XXXXXXXXXXXXXXXXXXXXXXXXKXX
XXX

) 9.9.9.0.9.9.0.9.9.0.9.0.0.9.0.0.9.9.0.9.0.90.9.0.0.0.4
XXX

Weaknesses of Windows x
XXXXXXXXXXXXXXXXXXXXXXXXXXX
XXX
XXXXXXXXXXXXXXXXKXXXXXXX

Strengths of Linux xxxxxx
XXXXXXXXXKKXXXXXXXKXXXXXXXXXK
XXX
),9.0.0.0.9.9.9.0.0.0.0.9.9.9.9.0.000.9900000¢
XXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXK
XXX
),9,.0.0.0.9.9.9.0.0.0.0.9.9.9.9.0.0090.9900000¢
XXX
XXXXXXXXXXXXXXXXXXKXKXXXX
XXXXXXXXXXKXXXXXXXXKXXXXKXXXK

Jane Doe p.3

XXXXXXXXXXXXXXKXXXXKXKXXXXX
XXX

) 9,0.9.0.9.0.0.0.0.9.0.9.0.0.90.0.9.0.0.0.0.0.090.0¢
XXX

Weaknesses of Linux xxx
XXXXXXXXXXXXXXXXXXKXXKXXXXX
XXX

Recap and conclusion
XXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXKXXXKK
XXX

xxxx discussed topic1, topic 2,
... and topic 6. Based on
XXXXXXXXXKXXXXKKXXXKXXXXKKXXX
XXX
XXXKXXXXXKXXXKXXXXXXXXXXXXXXK
XXX

xxx conclude that
XXXXXXXXXXXXX
XXXXXXXXKXXXXXXXXKXXXXKXX
XXXXXXXXXXXXXXXXXKXXXXXKXX

Submit as directed
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Linux Review

Before continuing, verify you are caught up with the class Feel free to copy this to a word
document and send it to me... | won't give you the right answers necessarily, but I'll let you know where you still need a little
work.

Hint: highlight the questions on the web page version of this document.

Now that you are mastering the theory, it is time to ramp up the tests a bit..This will
be a fairly challenging test.

Just as there are no multiple choice job interviews, the third test is designed to see
not what you recognize, but what you have learned. The test and review below, have
more picky fill in the blank and short answer /short essay questions, where you have
to write out a short phrase or a short paragraph to answer the question. You'll have
40-45 minutes for the test, so you will need fairly rapid recall to finish in the allotted
time. Go over your completed review frequently, though, and you'll do just fine!

Don't forget, there are study suggestions on the class web site.
PS, The third part of the final will include the same information as Test 3.

Linux (can you supply the Linux version of the following DOS commands?)

DOS

help (end session w/ 'Alt' F X)

/7

(Keyword search of help commands used in Linux?)
cls

SpSg
\
/

dir
dir /w
tree
cd

md or mkdir

copy

copy con filename
edit filename
type

move

rename

del

rd

deltree

exit tologout of command prompt session

269



DOS and the Art of the Command Line Overview 14 What’s New

Linux Concepts
attrib *x file chmod ugotrwx folder

ugo=user (owner) group others (such as web visitors)
chmod 755 foldername Shortcut to set standard web settings

ugo

444 read

2-- write

111 execute

passwd (must change at least 3 items)
Required aspects to UNIX password:
2 characters; 1 number; min 6, caps are different
sample: Passwordl

Linux as a database commands

A command used to merge files to the screen, or simply view a file on the screen
A command used to combine items

Command or character used to search for a file

Command or character used to search within a file

Command or character used to run multiple commands

Command or character used to take output of one command as the input of another
Command or character used to redirect output

Command or character used to compare files

Command or character used to remove differences in files

Command or character used to change lower case to upper case

Be prepared to discuss

Shells (types, such as bash, C, or Korn; allows interaction between user/kernel)

The types of users that permissions apply to (user/owner, groups, and others)

How UNIX treats everything (as a file, - is regular file, d is directory, c is character or 1/0
device, or b for block, as in drives)

Be prepared to discuss, in the GUI

GNOME is based on licensing

Start Menu equivalent / Task Bar equivalent

Do right-click, windows controls, 'Alt' 'Tab' work the same? Help? Using a floppy?
Mozilla browser

End chapter 14
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Finish Lab 10

Lab 10
DOS strengths and weaknesses
Windows strengths and weaknesses
Linux DOS strengths and weaknesses
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See the last chapter for details on Lab 10

Tips:

DOS can run on old computers, but can’t run modern software
Windows has the most software titles available

Linux can run on computers that might not run Windows, and is free
Again, no one should choose an operating system because they like it,

you choose the system that can run on your computer, and run the software you
want to use.

Submit all work as specified

End chapter 15
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Notes: a great way to prepare for a final exam is to review each of the labs

Lab 1 getting help in DOS, basic navigation, and file and folder creation

Lab 2 external commands, wild cards, attributes, file management

Lab 3 Sequential instruction execution and batch files

Lab 4 getting help in Windows, basic navigation, file and folder creation, copying
Lab 5 customization of the desktop, disk management, control panel

Lab 6 sharing on the small scale: OLE, plus sharing on the large scale: networks
Lab 7 getting help in Linux command line, basic navigation, and file and folder
creation, permissions, file management

Lab 8, the Linux Graphical Interface and installation

Lab 9 Instruction execution in web pages, using the Linux system

Lab 10 Comparing the strengths and weaknesses of DOS, Windows, and Linux

End chapter 16
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Begin appendix A

DOS reference

DOS COMMAND REFERENCE

ATTRIB
CD
CHKDSK
CLS

COPY
DATE
DEFRAG
DEL
*DELTREE
DISKCOPY
DIR
ECHO
FORMAT
LABEL
MD

MOVE
PATH
PAUSE
PROMPT
RD

REM

REN or RENAME
TIME
TREE
TYPE
*UNDELETE
VER

VOL
XCOPY
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ATTRIB

Command Name ATTRIB

Purpose used to display or change attributes

Syntax ATTRIB [£R or A or S or H] [path\][filename]

Common parameters

n/a

Example

ATTRIB +R filel.txt

CD
Command Name CD
Purpose To change directories
Syntax CD [drive:\][directory-name\] directory name
Common parameters n/a
Example CD TEST
CD .. to change out of the current directory

CD \ to change to the root directory

CHKDSK, used to display a status report of a disk, or
Fix errors in the File Allocation table
Syntax CHKDSK [drive:] [/f]
Replaced by SCANDISK

CLS

Command Name CLS

Purpose Clears the screen

Syntax CLS

Common parameters n/a

Example CLS

COPY

Command Name COPY

Purpose Duplicates files

Syntax COPY [path\]source [path]destination

Common parameters

n/a

Example

copy filel.txt file2.txt

DATE, used to display or change the system calendar
Syntax DATE [mm-dd-yy]

DEL

Command Name DEL

Purpose To delete a text file

Syntax DEL [drive:\][directory-name\] file-name

Common parameters

n/a

Example

DEL TEST.TXT
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DEFRAG used to defragment files into contiguous (adjacent) sectors
Syntax DEFRAG [drive:]

*DELTREE, not available in Windows, used to remove non-empty directories
DANGEROUS, use with caution
Syntax DELTREE [path]

DISKCOPY

Command Name DISKCOPY

Purpose Duplicates floppy disks
Syntax DISKCOPY source destination

Common parameters

n/a

Example

DISKCOPY A: A:

DIR

Command Name DIR

Purpose Generates a directory listing
Syntax DIR [drive:\][directory-name\]

Common parameters

/w (wide directory listing)
/p (directory listing pauses after each full screen)

Example DIR or DIR /w or DIR /p

ECHO

Command Name ECHO

Purpose To control what displays on the monitor
Syntax ECHO [off] [message] [on]

Common parameters

n/a

Example

@ECHO OFF immediately suppresses display,
not even @ECHO OFF will be seen

ECHO OFF will suppress the batch file
display immediately after the command
ECHO off is run.

ECHO HELLO will display HELLO, even if
the ECHO 1is off

ECHO ON reverses ECHO OFF

FORMAT

Command Name FORMAT

Purpose To prepare a disk for use
Syntax FORMAT drive:

Common parameters

/9 (quick format on a previously formatted disk)

Example

FORMAT A: or FORMAT A: /q
Note: You have the option to label the disk
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LABEL, used to change a disk’s volume label
Syntax LABEL [drive:] [new volume label]

MD

Command Name MD or MKDIR

Purpose Makes a directory

Syntax MD [drive:\][directory-name] directory-name
Common parameters n/a

Example MD TEST

MOVE

Command Name MOVE

Purpose Move a file to a different directory

Syntax MOVE [path\]directory-name [path\]directory-name

Common parameters

n/a

Example

MOVE dira\filel.txt dirb\filel.txt

PATH

Command Name PATH

Purpose Directs the OS to external commands.
Syntax PATH [external file storage location]

Common parameters

n/a

Example

PATH C:\DOS

PAUSE, temporarily halts a batch file execution,
and displays the message Press any key to continue
Once a key is pressed, execution resumes

PROMPT

Command Name PROMPT

Purpose Displays info in the system prompt
Syntax PROMPT [option 1] ... [option n]

Common options

$P Current Drive AND path
$G > (greater than sign)

PROMPT $p$
Example incl udespt%e directory Path and a >
RD
Command Name RD or RMDIR
Purpose To remove an empty directory
Syntax RD [drive:\][directory-name\] directory name
Common parameters n/a
RD TEST

Example
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REM
Command Name REM
Purpose To prevent a line in a batch file from executing
Syntax REM [DOS command]
Common parameters n/a
REM CLS

Example

tells the batch file to skip CLS

or

REM $T is to add time to the prompt

can be a note to you to explain PROMPT $T

REN or RENAME

Command Name REN or RENAME

Purpose Renames files

Syntax REN [path\]source destination

Common parameters

n/a

Example

REN filel.txt file2.txt

TIME, used to display or change the system clock
Syntax TIME [hh:[mm:[ss]]]

SCANDISK, used to check and repair a drive
Syntax SCANDISK [drive:] [autofix]

TREE

Command Name TREE

Purpose To display a tree structure
Syntax TREE [drive:\][directory-name\]

Common parameters

/f (will display directories and directory contents)

Example

Tree /F or tree a:\ /f

TYPE

Command Name TYPE

Purpose To display the contents of a text file
Syntax TYPE [drive:\][directory-name\] file-name

Common parameters

n/a

Example

TYPE TEST.TXT

* UNDELETE, not available in Windows (replaced by the recycle bin)
May be able to recover recently deleted files

VER, used to display the DOS or Windows version

Syntax VER
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VOL, used to display the volume label
(labels are normally set with FORMAT, and changed with LABEL)
Syntax VOL [drive:]

XCOPY

Command Name XCOPY

Purpose Duplicates files and directories

Syntax XCOPY [path\]source [path]destination
Common parameters | /e

Example XCOPY dirl\*.* dir2\*.* /e

Notes
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Begin appendix B A

New in Windows

Touch Screen

Windows 8 was the first Microsoft OS to really embrace the touch screen
interface, though Vista and supported tablets... but those earlier operating
systems primarily relied on a stylus.

A great way to learn the touch gestures in Windows 8 was to swipe in from the
edges...

running apps would display if you swipe from the top left, charms would display
if you swipe from the bottom right, the start menu would appear if you swipe
from the bottom right, etc. You could also swipe up from the bottom on the
Start screen to see more apps. Press and hold an app to resize or move.

You can lock an open app into the right or left third of the display by tapping the
app and dragging it to the left or right edge of your screen until a thin vertical
bar appears, then open another app in the remaining space. Resize by dragging
the vertical line. Before the X button was added to close an app, you could close
apps by dragging your finger down from the top of the screen until the app
minimizes and begins to disappear into the bottom edge. And as in other touch
bases systems, you can Pinch to zoom in or out.

Check Class website or YouTube for a short video on using Win 8.1 H,

Tem' :

Voice and facial recognition

Starting in Windows 10, the Cortana voice recognition system was added,
allowing you to say “Hey Cortana” and then add something like "What's the
Weather?” or search for something on the Internet, or add reminders to your
calendar.

If you have a web cam, it can start to recognize you, so perhaps in the future
passwords may go away.

More will be added to the online version of this appendix as time goes on.

End appendix B
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Begin Appendix C\

Misc. Odds and Ends

Additional help on completing the Hands on portion of ITSC 1305 Lab 4...

Highlights only... sequence may vary from Lab.

1. Open File Explorer
the easiest way is to
press the Start key on your Keyboard

_.- |

or click the Start button on your screen

and then just start typing File Explorer

or

click the File Explorer icon skbar

= O O C o

2. Make a folder

Right click a blank spot in the place your wish to make the folder,
or click the New button, and select Folder

@ OneDrive - Temple College

fg Folder College

A Shortcut

%) search options ~

Appendix C Misc.

= m] X

>< Close search
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While the name of the folder is still highlighted blue, change the name as specified.

Mew folder (2)

3. Open Wordpad

Select Start, and type WordPad. In WordPad, type some text, then select the text;
now format the text to change the font face, the font size, and the font

color
m Home WView
: J, s
S | e = = — ,/_’ Feas [J #4 Find
qua 20 (ol T :
U 3 Copy h i j ’ 21 Replace
Paste B0 , Picture Paint Dateand Insert ..
- — s = = = drawing time object iZi Selectall
Clipboard Font ..I Automatic ph Insert Editing
BEEE |z X 13
i | =}
III I s is some formatted text
29 More colors... |
——
4, Start Paint (as you did with WordPad)
#  Untitied Paint. = o X
File  View 9 &
B ogte /%A g 509eset = @ 33038080e @
- o8 < Q S @ - KXODODOA & N \
[ ] I 500 x 500px

0% — —

+

You can adjust how big the image is using File>Image Properties, and you can zoom in and
out using the slider at the lower right hand corner.
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Create something... even a scribble.

Use the selection tool to draw a box around part of the image. *—
Note how the Cut, Copy, and Paste tools become available now.

& Untitled - Psint

File View 9

= % b o= 7 & A - \~NOoOOAAN
i e v SO0 E0 T4
o 5 <

¢ £ e THOOODQO A

Clipboard Image Tools Brushes Shapes

[ 7} 212 % 157px [ 500 x 500px

5. Copy your selection.

There are three ways to copy:
Right click and choose Copy
Keyboard shortcut [Ctrl]+[C]
or the menu item

6. Switch back to Wordpad...

minimize Paint, or

if you can see part of the Wordpad image, click it, or
if you see the icon on the Taskbar, click it, or

Press the [Alt] key and hold it down, then tap the [tab] key until Wordpad appears, and let

go.
The selected part of the image is now in RAM, on the clipboard.

In Wordpad, make sure your text is not selected and paste... there are three ways to paste...

Right click and chose Paste,
Keyboard shortcut [Ctrl]+[V], or menu item.
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— P - =

D b godoniMTBlack  +|20 - NRINEE T IR~ _ﬁ Eitiag ,[ &% Find
o == = a— = !‘ BT l_ L

"oy ab

e — 33c Replace
Paste (Bl L U ahe % x* & - A |E = = E =z || Picture Paint Dateand Insert ...
Y S *  drawing time object | iLli Selectall

pboard Font Paragraph Insert Editing

This is some form

Right click and choose Paste
Keyboard shortcut [Ctrl]+[V]

or the menu itemn

dt ——

] Paste
ﬁ Paragraph
*=  Lists *
The selected part of the image is now pasted into Wordpad.
(You may close Paint; no need to save the image.)
7. Open the Control Panel. Start\Control Panel
1 _ _ _
H £ control Panel l
Al Apps  Documents Web  More ~ 1672 ¥ .
| =
b Best match
S I Fontrol Panel g_l'—% |
App
Apps Control Panel
| App
e {&) Settings >
t¢
o € Thunderbolt™ Control Center > 2 Open
5] Windows Tools > =
1 & Run 5 Recent
System

. Search the web
5

View devices and printers
Jesk

£ control - See web results >
Jogy
tel Folders (1+)
Settings (6+)
o Documents (14+)
154
P ] Craig-IebA e TR TER A Tk Tt Farmt THIVE T
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Appendix C Misc.

| prefer to change from Category view to Large Icons. Click the arrow next to View by to see

the options.

%
' Y
=
Tl

Adjust your computer’s settings

System and Security
Review your computer’s status
Back ug your compultes

Find and fix problems

Metwork and Internet
Wiewr network slatus and tasks
Choose homegroup and shaning options

Hardware and Sound

View devices snd printers

Add a device

Connect te a projector

Adjust commonly used mobility settings

Programs
Uninstall a program
Get programs

@

@
Ny,

Wiew by

User Accounts
Q Change account type

Change the theme
Change desktop background
Adjust sereen resolution

Clock, Language, and Region

Change display language

Ease of Access
Let Windows suggest settings
Crptemuze visual display

Segrch Control Ponel

Category =
% | Category
Large icons

Srmall icons

Appearance and Personalization

Change keyboards or other input methods

After exploring the tools available, click the Mouse control panel icon, and look through the

options

Action Center
Backup and Restore
Credential Manager
Desktop Gadgets
Display

Folder Options

Getting Started

Intel(R) Graphics and
Media

Internet Options

Location and Other
Sensors

g wwl B aiF-$

Adjust your computer’s settings

Administrative Tools

BitLocker Drive Encryption

' Date and Time

Device Manager
Ease of Access Center
Fonts

HomeGroup

Intel(R) My WiFi
Technology

Java (32-bit)

Mail (32-bit)

- =

a

-

QL ®¥

View by: Largeicons ™

AutoPlay

Color Management
Default Programs
Devices and Printers
Flash Player (32-bit)
FreeFall Data Protection

Indexing Options

Intel® PROSet/Wireless
Tools

Keyboard

Mouse
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Click on the Pointers tab. (Your options may differ.)
It

Wheed | Homwere | Actvibies [@) Device Settings

o

n
Mouse Properties

Mouse and Keyboard Center | Buttons Pointes | Pointer Options
Scheme
w:l:l;inwu Ao h-durlnd'umj v] m
Sayeds. | [ Deee
Customize:
"
Help Select %g\ -_ii
Working In Background [
Busy [® ]
Precision Sekect —|— -

¥ Enable pointer shadow Use Defaut |

| Allow themes to change mouse porrters

(oK ][ Concel ]

Anphe

4

Appendix C Misc.

Press [Alt]+[Prt Scrn] to copy the active window to the clipboard. Switch to Wordpad, as
before

8. In Wordpad, make sure nothing is selected, and paste the contents of the clipboard, as
before.
You should now have formatted text, the copied Paint object, and the screenshot showing
you were on the Mouse
control panel. Your items may be in a different sequence.

9. Save As the file as directed in the proper folder.

D Koot | ek -3 A A
ooy
Paste

lipboard

[B]l7 U aa x 2 2-A

-

100% (=)
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10. Open File Explorer, and browse to your folder, and open it.

Copy the file.
@ Mew g{)
< .« 1

> Cls-faculty eva
» Desktop

» Documents

Select the file, and Menu item copy or [Ctr]+[C] or Right Click and Copy

11. Paste the file in the same folder

@ New

T

| € <o

» Cl5-faculty eva

rn

» Desktop

Menu item paste or [Ctr]+[V] or Right Click and Paste

DOS and the Art of the Command Line

Copy

=D &

> ThisPC » Documents » lab4

MName

@ craig-labd.rtf

Paste

@

» ThisPC » Documents » labd

MName

@ craig-lab4.rtf

Rename the newly copied file.

pad
g
3
]

Date modified

"

LR =T B

Tl sort = View

Date modified

9/7/2022 10:39 AM

12. Make a shortcut of the file, in the same folder.

[7/2022 10:39 AM

Appendix C Misc.

To make a shortcut in a different place, you can drag a file with the right mouse button to

another folder, and chose Move, Copy, or create shortcut

But, to make a shortcut in the same folder, copy as above,

Right click and select Show more options, in the popup window, Select Paste Shortcut

88 View

T Sort by
= Group by
“2 Undo New
'C‘B MNew

Properties

Show more options

Ctrl+Z |

b It

Alt+Enter

@ Pasteshortcut B

Shift+F10 i

View
Sort by
Group by
Refresh

Customize this folder..,

Paste

Undo New

Dld Open with Visual Studio

Give access to
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You should now have three items in your lab4 folder...

W W We

td

craig-labd.rif - craig-labd.itf | labd-craig.rif
Shortcut

13. Resize the window to be smaller, get a screenshot using [Alt]+[Prt Scrn], as before.
14. Switch to Wordpad as before.

Make sure nothing is selected, and Paste the screenshot into your file

S e N R
D Lo Bedom WTHmE = 3 <& & ':.‘:'- = . bz -k. ':j E_;“j i‘ &4 Fing

i=uflis
Pl E e

hms

o
Fr A E=xam 5| fulee Panl Cateand inie i
B O oo ¥ w - T = $ [
| — | = = duwing  brae ot | 0 Selectal
Paragraph it Edilrg
1 ; 1 2 ] i P 7

= SR Fant

This is some formatted text

L o | T |

Ws W= W=
Fd

craig-labd.if - i labd. it Ik
Eharbout 2 X

100% () 1 +

15. Save the changes in your Wordpad file. Close all the programs, then zip your lab4
folder, call it yourname-lab4.zip.

16. Submit the file to the Lab4 dropbox

289



DOS and the Art of the Command Line Appendix C Misc.

Additional help on completing the Hands on portion of ITSC 1305 Lab 5...
Highlights only... sequence may vary from Lab. Review Lab 4 for additional help.
1. Open File Explorer

the easiest way is to
press the Start key on your Keyboard

or click the Start button on your screen

and then just start typing File Explorer

or
click the File Explorer icon on the taskbar

i O D aC®S

2. Make a folder
Right click a blank spot in the place your wish to make the folder,
or click the New button, and select Folder

@ OneDrive - Temple College = | *

N sort ~ |;| View ~ ?3 Search options ~ >< Close search
= microsoft office ®

fe¢ Folder

Q

College hd

A Shortcut

While the name of the folder is still highlighted blue, change the name as specified.

3. Open WordPad
Select Start, and type WordPad. In WordPad, use File>Save as to appropriately create your
file in your new lab folder. Minimize WordPad.
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4. Right click your desktop, and select Personalize

25 View >
T Sort by Y

() Refresh

Undo Delete Ctrl+Z

New >

7
®
#) Display settings
V4

Personalize

E7 Show more options Shift+F10

Explore the items

Settings
R Craig Collins
collinscose@templejc.edu

Find a setting ol

B System

0 Bluetooth & devices

¥ Network & internet
| / Personalization

B Apps

3 Accounts

P  Time & language

#  Gaming

x Accessibility

& Privacy & security

@ Windows Update

Personalization

Select a theme to apply

A

After opening a menu, you

| sotis

»
- G-
Background 5

Background image, color, slideshow

Colors 5
Accent color, transparency effects, color theme

Themes N
Install, create, manage

Lock screen >
Lock screen images, apps, animations

Touch keyboard 5

Themes, size

Start >

Recent apps and items, folders

Taskbar >
Taskbar behaviors, system pins

Fonts N
Install, manage

return to the main menu by clicking <, top left, by “Settings”
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There are options to change your Background image, and how to fit the image

Personalize your background
@ A picture background applies to your current desktop. Solid calor ar Picture e
slideshow backgrounds apply to all your desktops.

Recent images

Choose a photo Browse photos
Choose a fit for your desktop image | Fil
Fit
Related settings Stretch
0 Contrast themes Tile
Color themes for low vision, light sensitivity
Center
Span

Not all versions of Windows let you change accent colors

al

- o x
Decument was last saved: Just now
Q) CrigGolins Personalization > Colors
% collinscosa@templejc.edu
Find 5 setting p
B System
@ Blustooth & devices
@ Network & internet
| /' Personalizatian G Chooseyour mode Lot .
Change the colors that appear in Windows and your apps 9
B Apps
L]
& Accounts 41 Transparency effects
4 Windows and surfaces appear translucent o @D
D Time & language
# Gaming &) Accent color Manual v oA

K Accessibili
7 Recent calors

@ Privacy & security

Windows Update

Windows colors
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the most useful selection, as a theme lets you change many aspects

simultaneously, such as background, colors, sounds, mouse options, etc.

& settings

Q coio otim Personalization > Themes

collinsc058@templejc.edu

Find a setting P

o System

-]

Bluetooth & devices

¥ Network & internet

| / Personalization Baskgroig ety
= Light Bloom Blue
i q) Sounds [ Mouse cursor
. Windows Default Windows Aero
£ Accounts
Save
P Time & language
- (CI Current theme
N . Choose a combination of wallpapers, sounds, and colors together to give your desktop more Custom A~
K Accessibility personality

& Privacy & security

@ Windows Update A Wor
ik Y
h |
.

Get more themes from Micrasoft Store Browse themes
Related settings
) Desktop icon settings @

& Contrast themes

Select Desktop icon settings

=

Desktop lcons

Desktop icons

() Computer B Recycle Bin
() User's Files () Control Panel
B Netwark
i | -
This PC Craig Collins MNetwork Recycle Bin
full)
&
Recycle Bin
{empty)
Change Icon... Restore Default
B Allow themes to change desktop icons
OK Cancel Apply

Select Network, click okay, and close the Properties window.

Get a screenshot of the now newly added Network icon that is now on your desktop.
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You could use [Alt]+[Prt Scrn] to copy the active window to the clipboard, but this would get
the whole screen. You might want to try the Snipping tool, instead.

Switch to Wordpad, and paste your image with the Network icon.

Save your changes.

5. Open the Control Panel. Start\Control Panel

1
H £ control Panel I
Al Apps Documents Web  More v w2 ¥ § -
al
~f Best match
|
| =
|| je Control Panel &
1 |m e ¢
Apps Control Panel
i App
;E & settings >
tt.
e €) Thunderbolt™ Control Center > (2 Open
| ) Windows Tools > -
|
| B Run 5 Recent
system
| Search the web .
7.« View devices and printers.
"
L control - see web results >
Jogf
3 Folders (1+)
Settings (6+)
Documents (14+)
a5
Sesizp g ek T TR —

| prefer to change from Category view to Large Icons. Click the arrow next to View by to see
the options.

@CJ-'—W ¥ Cnrrlrnl_lianel I - = - el Seorch Control Ponel
Adjust your computer’s settings View by:  Category =
|e Category
.*'| b',fs_tern and Security User Accounts Large icaons
e ey i

b ~ Appearance and Personalization
Ch the thi
Metwork and Internet w Enge the thems
t. Change desktop background
=,

Wiewr network slatus and tasks Adjust screen resolution

Choose homegroup and shaning options

. 7 Hardware and Sound M 5 ionain ol Tirion
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After exploring the tools available, click the Programs and Features control panel icon, and
look through the options

(2] All Control Panel ltems

v [ > Control Panel » All Control Panel ltems »

Adjust your computer's settings

@ AutoPlay

| ..J" Device Manager

& File History
<. Keyboard
ey

¢

Region

«dD

g

“\Ay Configuration Manager

Phone and Modem

Speech Recognition

Taskbar and Navigation

a& Backup and Restore
= (Windows 7)

@ﬂ Credential Manager
?;l, Devices and Printers

A Fonts

@ Mail (Microsoft Qutlook)

\{J Power Options

RemoteApp and Deskto
% PP P

Connections

=¥~ Storage Spaces

Troubleshooting

BitLocker Drive Encryption
Date and Time

Ease of Access Center
g Indexing Options

«2» Mouse

m Programs and Features

w Security and Maintenance

@ Sync Center

3& User Accounts

o & &

& B < @ &S

View by: Largeicons »

Color Management
Default Programs
File Explorer Options

Internet Options

Metwork and Sharing
Center

Recovery
Sound

System

Windows Defender
Firewall

In previous versions of Windows, this was called Add Remove Software, but most Windows
software now comes with an installer... so the tool is primarily to remove programs and
clean up the registry.

Bl Programs and Features

Fa S

Control Panel Home

View installed updates

®y Turn Windows features on or
off

Install a program from the
| network

Uninstall or change a program

4~ [EF1 > Control Panel > All Control Panel tems » Programs and Features - O

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize «

MName
?—Z\p 19.00 (x64 edition)
BB dobe Acrobat DC
B Adobe Creative Cloud
B 2dobe Dreamweaver 2021
B 2dobe llustrator 2022
@ Adobe Photoshop 2022
@Ardumo
& Audacity 3.1.3
[ CamStudio 2.74
.‘2. Camtasia 2021
€k Carbon Black Cloud Sensor B4-bit
@Dell Peripheral Manager
Ezvid
[ FFmpeg v2.2.2 for Audacity - 64bit
[AFilezilla 3.60.1
d@cimp 2.1032-1
G Google Chrome
& Google Drive

Publisher Installed On
Igor Pavlov 12/10/2021
Adobe Systems Incorporated 81172022
Adobe Inc, 8/9/2022
Adobe Inc. 8/9/2022
Adobe Inc. 8/30/2022
Adobe Inc, 8/30/2022
Arduine LLC 8/5/2022
Audacity Team 6/22/2022
CamStudio Open Source 6/22/2022
TechSmith Corporation 87972022
Vhware, Inc. 87472022
Dell Inc. 812/2022
Ezvid, inc. 6/22/2022
6/22/2022
Tim Kosse 8/5/2022
The GIMP Team 6/22/2022
Google LLC 12710/2021
Google LLC 8/25/2022

r 7 Currently installed programs Total size:  16.1 GB

58 programs installed

Search Programs and Features

Size Version

513MB  19.00.00.0

2.66GB  22.002.20191

806 MB  5.8.0.592

118GE 213

1.60GB 265

3.42GB  23.5.0.669

539ME 1819

87.eMB 3.3

386MB 274

1.23GB  21.0.15.34558

123MB  3.7.0.1253

167ME 160

208MB  1.004

184 MB

41.0MB  3.60.1

119GB 21032

75.8MB  105.0.5195.102
62.0.2.0
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Get a screenshot and paste into your Wordpad file.

6. Open File Explorer, browse down and select This PC

Appendix C Misc.

| [ This PC = o x|
| |
New ~ Tl sort ~ 5= view ~ cco
< > ~ 1 > ThisPC » v G O Search This PC
> T2 spa022 ~ Folders (6)
> 77 tenure-retentio i Desktop E Documents rl Downloads
v [l ThisPC
. Music Pictures Videos
| > @ Desktop i
| > [ Documents ~ Devices and drives (2)
s L Downloads EE windows () Storage (D:)
- | |
s @ Music BN 0 G free of 235 GE BN e free of 531 6B
N Pictures ~ Network locations (2)
H_collinsc0585 (Wtenet3) (H:) departments§ (\\tcnetd) (1)
> Videos
g E 746 GE free of 199 TE = 569 GE free of 0.99 TB
> e Windows (C)
5 e Storage (D)
> s H_collinsc0585
> g departmentsS (
> 48 Network
10 items =0
Right click the C: drive, and select Properties.
| [ This PC — O b4
||
New ~ (] =D T sort ~ 82 View - e
<« > ~ 4 > ThisPC > v G 2 Search This PC
If
» T Sp2022 ~ Folders (6)
"
_l 5 _ tenure-retentio i Desktop E Documents 3 Jy Downloads
m
i v [ ThisPC
| i Music Pictures Videos
1 > @ Desktop :
i ) )
> & Documents ~ Devices and drives (2)
> 4 Downloads == Windows (C:} Storage (D:)
- I T e
—
y o Music 107 GB free of 23 LD ED
o .
> P Pictures Network locations (2
H_collinsc0385 (%2 Open Enter 43) (I:)
» n Videos r—
e~ 746 GBfreeof 11 (7 Open in new window '
> e Windows (C)
] 85 Tyrn on BitLocker
> == Storage (D)
& Format...
. > == H_collinsc0385
4 17 Pin to Quick access
> wm departmentss (
5 Pinto Start
> MNetwork z
“ or Properties Alt+Enter
10iterns 1 item selected =0
1 £7 Show more options Shift+F10
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Appendix C Misc.

Notice the label of the drive (recall, the format command includes adding a label to a drive.)

*

. )
| == Windows (C:) Properties
Security Previous Versions Quota
| General Tools Hardware Sharing
| 1]
| 1]
- [Windows|
Type: Local Disk
File system:  NTFS
. Used space: 136,965,657 536 bytes 127 GB
Free space: 115,874,233,520 bytes 107 GB
Capacity: 252,835,981,056 bytes 235GB
| @)
Diive C: Disk Cleanup

(] Compress this drive to save disk space

@ Allow files on this drive to have contents indexed in addition to

file properties

Cancel

Get a screenshot, and paste into your WordPad file.

7. Select the Tools tab.

This is where some of the old DOS utilities live; the Backup is now in the Control panel.

- )
| == Windows (C:) Properties

Security Previous Versions
| General Tools Hardware
|
| Emor checking

This option will check the drive for file
B system emors.

Quota
Sharing

Optimize and defragment drive

. % Optimizing your computer’s drives can help it run

more efficiently.
Optimize

oK Cancel

Get a screenshot, and paste into your WordPad file.

*
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You should now have the four following items in your file:

A screenshot of your Network icon

The Programs and Features screenshot where you could remove software
The General tab of the Properties of your hard drive

and the Tools tab of the Properties of your hard drive...

8. Save your changes, close WordPad. Browse to the folder, zip, and submit.
e
Wity

o
)
AN Gacsefn
(el

s

Tr°F
o Sunny
[F] Programs and Features - o x
€ v A [l ControlPanel > All Control Panel ftems > Programs and Features v G Search Programs and Features »

Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair,
# Turn Windows features on or
off

Organize ~ =+ @
Install a program from the ~
| network Name Publisher Installed On ~ Size Version
[]7-Zip 19.00 (x64 edition) Igor Paviov 1241072021 513MB 19.00.000
B8 Adobe Acrobat DC Adobe Systems Incorporated 8/11/2022 269GB 2200220191
| B Adobe Creative Cloud Adobe Inc. 8/9/2022 B05MB  5.8.0.592
{0 Adobe Dreamuweaver 2021 Adobe Inc 8/9/2022 11968 213
B Adobe llustrator 2022 Adobe Inc. 8/30/2022 160GB 265
W Adobe Photoshop 2022 Adobelnc. 8/30/2022 34268 235.0.660
@ Arduino Arduine LLC 8/5/2022 SI9MB 1819
| @ Audacity 3.1.3 Audacity Team 6/22/2022 878MB 313
[ CamStudio 2.7.4 CamStudio Open Source 6/22/2022 3B6MB 274
& Camtasia 2021 Techsmith Corporation 8/9/2022 12368 2101534558
F Carbon Black Cloud Sensor 64-bit VMuare, Inc. 8/4/2022 123MB 3.7.0.1253
[ Dell Peripheral Manager Dell Inc 8/12/2022 167MB 160
Ezvid Ezvid, inc. 6/22/2022 200MB 1004
[ FFmpeg v2.2.2 for Audacity - 64bit 6/22/2022 18.4M8
[HFiteZilla 3.60.1 Tim Kosse 8/5/2022 41.0MB 3601
& GIMP 2.10.32-1 The GIMP Team 6/22/2022 11968 21032
@ Google Chrome Google LLC 1241072021 758MB 10505195102
& Google Drive Google LLC 8/25/2022 62020

| Currently installed programs Totel size: 16.1 GB
r 58 programs installed

e . I Windows (C:) Properties X
| &= Windows (C) Properties X
Securiy Previous Versions Quota
Securty Previous Versions Quota | T e s
| General Tools Hardware Sharing |
| | Emor checking
| o=
o— [tindows] This aption wil check the dive for file
B sysiem emors
Type: Local Disk

File system:  NTFS
Optimize and defragment drive

[ Used space 136,965,697 536 bytes  127GB
Froe space 5874283520 bytes  107GB & Optimizing your computer's drives can help it un
SIS mare efficiently.
Capacity 252,839,981,056byles  235GB Optimize
| . | | |
Dive C Disk Clearnup

() Compress this drive to save disk space

18 Alow files on this dive to have cantents indexed in addtion to
file properties

Cancel Aooly 0K Cancel Aoch
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Notes:

299



DOS
and the A&Jof the

c:\> ommand line |

WORKBOOK

Why learn Command Line?

The command line is often the fastest way to accomplish a job, and the only way to
apply a command to multiple objects, such as renaming hundreds of files at once. In
some environments, the command line is the only method of taking control of the
task at hand, such as troubleshooting, or advanced networking. The command line
can make you a better Windows user, and these skills apply to other operating
systems, as well.

DOS+Windows Command Prompt Quick Reference

Get hel

close help
[Alt]+F, then S

Get help on a known command
Command /?

Prepare a floppydisk (NOTE: THIS WILL ERASE A USED DISK,
C:\> FORMAT A:

Change to focus to flo, disk

Search the disk for directories and files
A:\> DIR
ordir /p ordir /w

Make a directory
mkdir

or

md

change to a directory
cd

back up the directory tree
C:DOS\> CD ..

repeat a command
[RESY

display the directory tree

display the directory tree and files

create a text file

copy con filename (8.3 file convention)
Enter text

{Ctrll+[z] (will displayas *27)
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