Teaching Notes

These teating notes were originaly developed for computer classes at Durbar High Schod in
Kathmandu, Nepal, using Windows 95 and Office 95. Since then they have been rewritten for
Office 97 and extended. Lesson dans have dso been developed for some topics to help Cambodan
teaders prepare their lessons.

We wrote the notes for our own use so that we have a ¢ea picture of what we will be teading.
They are nat redly students' notes, though we do encourage students to read them on the computer
after lesons andto pradise the exercises again.

We offer them fredy for use by non-profit organisations in the spirit of co-operation. The apyright

notice must be left intad on al the pages and modified versions of the documents must not be
redistributed.

We redise that they are nat perfed, so if you find any mistakes or think certain sedions could be
cleaer then we would appredate your feedbad via email to andy_price@hotmail .com

Happy teadting!

Andy & Ming
9th October 2002



Notes (4) — File M anagement

programs/appli cations/software documents document icons
- aretodswhich you use to create - arethingsyou have - represent
something d your own, e.g. created with a program, e.g. | documents
Notepad alist e

Paint apicture

Word aletter

B &

Excd acourts, cdculations @

Documents — eadr dacument must be given a name. In afolder no two dacuments can have the
same name. The naming convention in this shod is explained in more detall in
“(E) Saving adocument” below.

File —amore general term for data and instruction stored ona computer. So afile can be aprogram
file or a document fil e.

A computer can be likened to afiling cabinet

The fili ng cabinet has drawers.

Eadch drawer is cdled a folder or a diredory in computer terms, and My Documents is an
example of afolder.

In ead drawer of afiling cabinet you can have several dividers which are cdled sub folders or
sub dredoriesin computer terms.

In ead of these dividers you store your fil es (programs, documents).

Fili ng Cabinet Computer

Drawer Folder

Dividers (partitions) Sub Folders

Files - documents Files— dacuments, programs
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My Documents is a folder (imagine it to be abig box) and in it are several smaller folders (also
cdled sub folders, imagine they are small boxes). There will be one folder for the teaders and ore
for the students. In the respedive folder, a teader or a student will then creae his own folder and
save dl the documents he aedes init. So if you are anew student, you must first creae anew
folder for yourself and cdl it your name.

(A) Tocreate anew folder in My Documents to save the documents you create
(seethe two screen shats below)

Doubleclick My Documentsto open it.

Double dick Teaders or Students folder, whichever you kelong to.

Right-click onablank part of the window (not onanicon) - asmall pop upmenuwill appea.
Move aursor to “New” - asub menuwill appea.

Move aursor to “Folder” and single dick.

aobhowbhpE

& D:\My Documents\Teachers Hi=l E3
File Edit iew Help

Ia Teachers j = |k ||E| il Xll IE_E

Shartcut

Internet Document (HTML)
“Wave Sound
View ¥ Teut Document
WinZip File
ricrogoft Word Document
Bitmap Image
Paste Microsoft Excel Worksheet
Easte Soeo Microgsoft Access Database
Unda Delete Microsaft Office Binder
— Other Office Documents. .

m Picrogoft PowerPoint Presentation

Properties

Arrange lcons k
Ling up lcohs

Creates a news, empty folder.
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6. A new folder will appea with the name New Folder® highlighted in bue below it. The
highli ghted text and the white box roundit show that you can type over the text.

7. Withou touching the mouse, type in your name and group number, e.g. Dara (1).

8. Then pressthe Enter key to finish.

& D:\My Documents\Teachers [_ (O] ]
File Edit Wiew Help

IaTeachers j b= éﬂllﬁl il Xll IE_,_:

My Documnents

| 1 object(z] zelected

iﬂmaﬂ“aD:\My Documentsi\Te . =JAN 4]% 314 PM

(B) To open adocument (e.q. Example Table, ssExample Table, Barchart, ssBarchart)

Remember - a document can orly be opened if it exists! Y ou may want to open a document in your
own folder to make dhangesto it or you may want to open a document on ancther computer to look
at it. There ae several waysto open adocument:

I. To open a dacument in your folder (e.g. ssExample Table, ssBarchart)
Our standard pradice here is for students to save their work in their own folder which is in
My Documents. So the eaiest way isto find your document will beto lookin My Documents:

1. Doule dick My Documentsto openiit.

2. Doulde dick on Teachers or Students folder, whichever you belong to, and then open your
own folder.

3. Doulde dick onthe document (e.g. ssExample Table, ssBarchart) you want.

II.To open a dacument in another computer (e.g. Example Table, Barchart in PC-01)
Y ou may want to open a document in ancther computer, e.g. PC-01 to follow an example exercise.
In this case you will have to accessthe other computer viathe network:

1. Doule dick Network to openit.

2. Doulde dick onthe folder youwant, e.g. Practical for example exercises, Notes for notes to
read.

3. Doulde dick onthe document (e.g. Example Table, Barchart) you want.
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Note: If there ae many documents in afolder and you canna seethe one you want easily, it will be
best to re-arrange them. To dothis, onthe menu ker click onView, Arrange icons, then click on by
Type.

The documents will be re-arranged accrding to their program type. For example, if you are looking
for a Paint document in the Pradicd folder in PC-01, you will seethat all the documents creaed by
Paint are aranged together at the top in the opened windowv below. The documents are dso
arranged in alphabetica order in their group. Youwill easily be @le to seethe document you want.
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(C) To open aprogram (e.q. Notepad, Paint, Word, Excd)
Click onthe Start button +a menu appeas.
Move the aursor up, dovn o aaossthe main menu a sub menus to the program you want.

Exampleto open Notepad:

1. Move airsor to Programs £ a sub menu appeas.
2. Move aursor to Accesories £ asub menu appeas.
3. Move aursor to Notepadand single dick to open.

Note: In your pradicds, youwill be asked to creae adocument of some kind.

- Usually you will be given an example document to foll ow and this will be foundin the Pradicd
folder in PC-01. So youwill first have to open this example document foll owing the steps ‘To
open adocument’ as described in (B - 1) above.

Next following the steps ‘To open a program’ as described in (C) abowve, open the required
program to work in.
To seethe example document and the open program properly, you will have to placethe two

windows sde by side (tile verticdly) or one &ove the other (tile horizontally). Follow the steps
‘To tiletwo windows' as described in (D) below.
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(D) Totiletwo windows (vertically or horizontally)

1. Positioncursor in ablank part of the taskbar. The aursor must be in the shape of a pointer (not
a doule headed arrow for resizing!) and the aursor must be inside the taskbar (not outside on
the desktop a you will get adifferent menu).

Singleright click + asmall menu appeas.

3. Single dick on Tile Windows Horizontally' or "Tile Windows Verticdly'.

N

Note: After you have aeded a document you will have to save it. Otherwise, the next time you
switch onthe computer you will not find your work. Remember to save your documents in your
own folder and nd anywhere dse. Foll ow the steps "Saving a document' as described in (E) below.

(E) Saving adocument

Single dick on File on the menu bar of the program (Notepad, Paint, Word, Excd) = a sub menu
appeas. Single dick on Save * adiaogue box appeas.

In the Dialogue box:

The "Save in’ bax shoud display My Documents, bu this is often na the cae. Usualy, you have
to find My Documents and open it. To dothis, look for My Documents in the box below "Save in'
and doulbe dick to open it. If you canna findit in the box below, single dick onthe down arrow to
theright of the "Savein' box. Thiswill display alist where you can find Desktop at the top xsingle
click onthis. Thistime youwill sseMy Documents below the "Save in' box - doulde dick to open
it.

Sometimes you find yourself at a sub folder level, for example you may be viewing the documents
in the Teaters folder, when redly you want to save your document in your own folder in the
Students folder. If this happens, you reed to go up ore level to My Documents, and there you will
be ale to seethe Studentsfolder and then work your way down to your own folder. To go upa
level in the dialogue box, just click the folder icon with the upward arrow oniit.

When you find your folder, double dick to openit. Existing documents will be displayed below the
“Savein' box if you have saved any previoudly.
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Note: if you have problems in doube dicking, seled the objed with a single dick and then press
the Enter key or single dick onthe Open button.

You will natice aname of some kind (e.g. "untitled’, "My Documents) in the ~ File Name' box.
Delete this name by positioning the aursor at the end o the name. The aursor must be in the shape
of an 'I'. Hold down the left mouse and drag over the name; it becomes blue and you can now type
over it. Withou touching the mouse again, enter the name you want to cdl your document. Our
standard pradice here isfor students work to start the name with * ss followed by the same name &
the example you are following, e.g. ssBarchart. If you are doing something of your own then give
it a meaningful name. If your picture is an elephant, then cdl it “sselephant’. Then, from your
document name you will know what it iswithou needing to open it.

Then single dick onthe Save button.

(Note: When you first creae adocument you will have to save your work by following the steps
described abowe. Later, if you make aty changes to your work, you must also save them. Just click
"File', then "Save' onthe menu kar. A dialogue box will not appea thistime & your document has
already got aname. It is aways advisable to save frequently when you are aeding your document.
Otherwise, if the cmmputer breeks down o the power supgy is cut off, all your unsaved work will
be lost.)

Further reading: PC-01\Notes\Sa/ing in Notepad

A clean surfaceto work on in a program (e.qg. Notepad, Paint, Word or Excd)

From the File sub menu seled New. If your previous work is not saved, a dialogue box will open up
with the message "Do you want to save the dhanges?. Click on” Yes' to save the changes and foll ow
the steps for saving a document. Click on "No' if you do nd want to save the dhanges. You can
then work onthe clean surfaceprovided.

If you make amistake in your work, try to corred it or click on Edit on the menu bar and seled
Undo. Do na ke dscarding your work for a dean surface or you will never finish!
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