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Widnows 2000 Management
What is the Desktop?

When you start the Windows, the screen that you see is called Desktop. It is somewhat like a regular desktop, where you can put your pencils, markers, documents, bills, and photos on it. If you are very organized, you may organize them in different folders. That is what computer, Windows, will do for us.

Components on the Desktop

Start button and Taskbar  | My Computer | My Documents | Network Neighborhood  | Recycling Bin

Start Button and Taskbar

At the bottom of the screen is the Taskbar, which contains the Start button and buttons for the programs that you have opened.  

· You can use these buttons to quickly switch between different programs.

· To show the Desktop, right click on the Taskbar >> choose Minimize All Windows from the shortcut menu.

Customize the Start Button and Taskbar

1. Go to Start menu >> Settings >> Taskbar and Start menu.

2. Click on the General tab >> you can define the setting of the Taskbar and Start menu.


Adding Shortcuts to the Start Menu

You can add shortcut items on the top section of the Start Menu for quick access.

1. Right click on the Start menu. 

2. Click on Explore. From the Explore window, go to File menu ( New ( then point to Shortcut.

3. A Create Shortcut window will be seen. Click on the Browse button.

4. Look for the program / file from the C:/, H:/, or any shared directory. Click on Open when you find it.

5. Follow the screen directions by clicking the Next button. Give the shortcut a new name if you want. 

6. Click on Finish button. From now on, you should have that shortcut appeared on the top portion of your Start Menu.

Removing Contents from the Start Menu
1. Click on the Start menu and move the mouse cursor to the item that you want to delete.

2. Right click on the item and choose Delete from the shortcut menu.

Finding Files or Folders
At times you may have misplaced your document by saving it to a wrong folder or you have forgotten what’s the file name that you used to save that file. Using Find command can help you locate these files or folders.

1. Click the Start button, and then point to Find. Click Files or Folders.

2. In the Named box, type all or part of the file's name.

3. If you do not know the name of a file or want to refine the search, click the Date Modified or Advanced tabs. 

4. Specify where Windows should begin its search by choosing appropriate drive from the Look in box. Click Browse. 

5. Click Find Now. You see a list of the file/s appeared in the window. If not, use a different keyword or search method. If you still can't find it, you may have lost the file.

6. Using Advance search tab to broaden your search. You can find files that contain specific text if needed. 
My Computer

Inside My Computer, you see folders, files, as well as other drives, such as CD-ROM drive, floppy disk drive, and other network drives that your computer is able to access. 

Opening & Closing a File or Folder
1. Double click My Computer icon.

2. Double click the drive that contains the file.

3. To open a file or folder, double click on it.

4. To expand the folder, click on the “+” sign located in front of the folder.  To close it, click on the “-“ sign.

5. To close a file or folder, click on the X box, located on the upper-right corner of the window.

Tips for Adventures
· To change the way files are displayed, try the commands on the View menu.

Opening a Document Recently Accessed

This is an easy way to access to the file(s) that you've opened recently.

1. Click the Start button, and then point to Documents.

2. Click the document you want to open.

Finding a Specific Folder or File
1. Click the Start button, and then point to Find.

2. Click Files or Folders.

3. In the Named box, type all or part of the file's name.

4. If you do not know the name of a file or want to refine the search, click the Date Modified or Advanced tabs. 

5. If you want to specify where Windows should begin its search, click Browse. 

6. Click Find Now.

Moving a File or Folder
You may try to drag the file/folder from one location to another, but the following approach probably is the safest way to relocate the files/folders.

1. In My Computer, click the file or folder you want to move.

2. To select more than one file or folder to move, hold down the CTRL key, and then click the items you want.

3. To select a group of files or folders, hold down the SHIFT key, or just draw a window around the files/folders to select them. 

4. On the Edit menu, click Cut.

5. Open the folder where you want to put the file or folder.

6. On the Edit menu, click Paste.

Copying Files to a Floppy Disk
Backing up files is very important task when you use a computer. Please do this on a regular basis to keep a copy of all your documents. Again, you may use dragging technique to copy files but the following approach is still the safest way to transfer the documents.

1. Insert the disk in the floppy disk drive.

2. In My Computer, locate the file that you want to copy from folders. Click the file you want to copy. To select more than one files, hold down the CTRL key while clicking each one

3. On the File menu, point to Send To, and then click the drive you want to copy the file to. If you have a Zip Drive, select Add to Zip from the File menu instead.

Adding a Destination to the Send To Menu
1. Open Windows Explorer. 

2. Click the Documents and Settings folder on the drive where Windows 2000 is installed. 

3. Double-click the folder of a specific user. 

4. Double-click the SendTo folder. 

5. Click the File menu, point to New, and then click Shortcut. 

6. Follow the instructions on your screen. 

Creating and Renaming a File/Folder
1. In My Computer, open the folder in which you want to create a new folder.

2. On the File menu, point to New, and then click Folder. The new folder appears with a temporary name.

3. Type a name for the new folder, and then press the ENTER key. 

4. To rename a file/folder, click ONCE the file or folder you want to rename. (Clicking TWICE will open the file/folder; you do not need to open it.)

5. On the File menu, click Rename.

6. Type the new name, and then press the ENTER key.

Using the Shortcut Menu
1. Instead of using the standard menus to find the command you need, use the right mouse button to click a file or folder.

2. The menu that appears shows the most frequently used commands for that file or folder.

3. You can also use the right mouse button to click an empty space on the taskbar, desktop, a folder, or even in a document.

Resizing, Maximizing, Minimizing & Closing the Window
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When a window is not in full size, click the icon from the upper right corner of a window to maximize it.
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Click the icon on the upper right corner of a window to close a window.
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Click the icon to minimize a window. You can reopen it by clicking its icon from the Taskbar at the bottom.
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When a window is in full size, click the icon to resize a window so it is not in full size.

5. When a window is not in full size, drag at the corner of a window, notice the cursor changed to a double arrow icon. Click at the corner, and resize the window while holding down the mouse button.

Getting Additional Help
1. Go Start menu and point to Help.

2. Click on Index tab.

3. Type the key word to find the topic you need.

Windows Explorer

Windows Explorer serves the same functionality as My Computer does. However, when a program covers the desktop, you won't be able to access to My Computer unless you minimize the program window. Therefore, using Windows Explorer to browse around your computer becomes easily. In Windows Explorer, you can see both the hierarchy of folders on your computer and all the files and folders in each selected folder. This is especially useful for copying and moving files.

1. To access to Windows Explorer, go to Start menu ( Programs ( Windows Explorer.

2. Click a folder on the left side of the window to display its contents on the right.

3. Click the plus signs (+) to display more folders.

4. To move a file/folder, right click on the file/folder, a shortcut menu should pop up.

5. Choose Cut then right click on the folder where the file will go. Choose Paste.

Recycling Bin

Emptying the Recycle Bin

1. Double-click the Recycle Bin icon.

2. On the File menu, click Empty Recycle Bin.

Retrieving Deleted Files/Folders
1. Double click the Recycle Bin icon.

2. Click the file or folder you want to retrieve. 

3. To retrieve several items, hold down the CTRL key while clicking each one.

4. On the File menu, click Restore.

Creating Shortcuts on the Desktop

Shortcuts provide easy access to the programs and documents you use most often. You can create a shortcut to any item, including folders, disk drives, other computers, and printers. Remember that a shortcut does not change the document's location, and deleting a shortcut does not delete the original.

1. Make sure that all the windows are minimized. Go to My Computer.

2. Right click on the item, such as a file, program, folder, printer, or computer that you want to create a shortcut to. A shortcut menu should be popped up.

3. Choose Create Shortcut from the shortcut menu.

4. Drag the shortcut icon onto the desktop.

5. To delete a shortcut, drag it to the Recycle Bin. The original item will still exist on the disk where it is stored.
Using Windows Task Manager

Windows Task Manager provides information about computer performance, and programs and processes running on the computer. Using Windows Task Manager, you can end programs or processes, start programs, and view a dynamic display of your computer's performance. 

1. To open Windows Task Manager, right-click an empty space on the taskbar, and then click Task Manager. 

2. Or you can press the <CTRL><ALT><DELETE> keys together to access to the Task Manager window.

3. Select the program that you want to terminate and then click on End Task button.

4. You can also change your password by pressing CTRL><ALT><DELETE> keys and then select Change Password button.
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