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Rules and Procedures

System Folder: Students may not alter
any files or settings in the System
Folders.

Using Software in Eureka 211: Place a
name-card in the same storage shelf
location from which you remove
software. Remove your name-card when
you return the software to the same
location.

Saving Files: Files saved anywhere but
in the student’s personal folder in the
shared drive are deleted.

Edibles: Students may not have drinks
or edibles at the workstations.

Peripherals: Students may not attach

any peripherals (personal external drives,
etc.) to workstation computers without
instructor’s permission.

Printing procedure: (Always use the
“Print Preview” before sending it to
the printer)

Click “File” and then “Print...”

Set the number of copies you want and
then click “Print”

You will see a window requesting a
password. Type a password (something
very simple such as your first name)

Please enter a password for this job

1 |\'

Previous |

E‘.
Youwill need to enter this password to be able

to release this job for printing

d)

e)

Go to the PC computer next to the
printer. Click “Release Print Job”

Swipe your “One Card” on the top of the
PC. (You need to deposit money in your
One Card. It will cost $.05 per copy.)
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f)

2
h)

Select your print job by double clicking
your file name.

Type in your password (from step “c”
above)

When you are done click “EXIT” at the
bottom right hand corner.

Area Cleaning: Upon leaving a
workstation, remove scrap paper, pencils
or other miscellaneous items from the
workstation area, push in your chair, and
return all software and peripherals (such
as microphones) to the correct storage
location.

Desktop Cleanup: Quit all programs,
close all folders, remove excess files
from the desktop, and dump the trash (or
Recycle Bin) before leaving your
workstation at the end of each class or
open lab period.

Workstation Shut Down: If another
class follows yours, it is not necessary to
shut down your computer. If no class
follows, please shut down your computer
clicking the “Special” (or “Start”) on the
menu bar and then click “Shut Down.”

Notes regarding PC lab vs. Mac lab

1.

Compatibility: You can access the
shared drive in either PC computers or
Mac computers at any of the computers
on campus as well as from your own
home (see pages 8-9). If you are using
Mac computers, please include the file
extensions for PC computers to
recognize the files.

Mac will read all the PC files from
floppy disks or Zip disks, but PC won’t
read the Mac files; therefore, use the PC
formatted disks in both labs.
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1.

b)

GUI: Group Project (Mac only)

Form a Group: Arrange yourselves into
pairs.

Learn GUI Terms: Each member of the
group is responsible for the other
member of the group learning each of
the GUI terms on the next page. Use
your workstations to illustrate to one
another how each item works and how it
is used. Remember, your task is to
understand and be able to use correctly
each of the items listed, not just to
memorize a term and its definition.

Learn GUI Skills: Following are some
questions to which your team should

find answers. Make sure each member of
the team understands the answers and
can use the features.

This icon E always appears in the
menu bar at the top of your workstation
screen. What does it do and how will it
make your work easier in this
laboratory?

In the Help menu select “Show
Balloons.” Explain what “showing

balloons” Work W
does and About Balloon Help...
how this
feature W%H Microsoft Word Help
hqlp youin Contents and Index
this Help on the Webh
laboratory. Online Registration

How do you
turn off the balloons?

There is an icon in the 12:27 PM T8

extreme Hide Finder
upper-right-hand Hide Others
corner of the Show All
workstation screen. v K] Finder

Its icon often looks
4 RealPlayer

Microsoft Word
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like this: 4 but it changes each time
you switch to a different program at your
workstation. It is called the “Application

Menu.” If you click on
menu appears that lists

it, a pull-down
all the

applications that you have turned on at
your workstation. Turn on some

programs like Word or

Excel and notice

how this icon and pull-down menu

changes. How can you

use this menu to

help you work in this laboratory?

4. How can you create a new folder on the
hard drive? How can you create a new

folder on the desktop?

How can you

change the title of a new folder? How
can you put files you want to save in the
folder? Make several new folders and
change their titles until you are
comfortable with the procedure. (HINT:
If you want a new folder to appear in a
specific window, make sure you have
clicked on that window to activate it
before you go to the “File” menu and

select “New Folder.”)

See the

“Accessing and Creating Your Personal
Folder in the Shared Drive (Mac)” on
page 8 for more information.

5. There are two ways to open a folder so

that you can see what i

s inside it.

a) You can double-click on the folder title or

its icon. That will open
a new window on your
desktop that shows

what is inside the folhBK
or

b) You can click once
on the tiny triangle jly/
to the left of the

b (5 Aeplications (iac 05 9)
b [ Doouments
< [ EPSON Scanner

& EPSON Sean I

[ ErsoN Scan!l| Help

%), EPSONSorsen Calibration
Wb B Fetch 3.0.3 Folder
b [ Fetch 4.0.2 Falder

b B Inetructor Matetisis
b & System Folder

folder’s icon. The tiny

—

triangle points downward and the files inside
the folder are listed beneath it.

EDTE330A



Mac GUI (Graphic User’s Interface)

Help Collapse Box

"3 File Edit_View Special

§ Apple Yideo Player
,ﬂ;pp‘lt Yideo Flal;pur Guide

Urﬂ!u

Cl_:l:

Copy
Pasie
Cie-ar

SelectAll A
Show Clipboard

|__Preferences.. ||f
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1.

b)

GUI: Group Project (PC only)

Form a Group: Arrange yourselves into
pairs.

Learn GUI Terms: Each member of the
group is responsible for the other
member of the group learning each of
the GUI terms on the next page. Use
your workstations to illustrate to one
another how each item works and how it
is used. Remember, your task is to
understand and be able to use correctly
each of the items listed, not just to
memorize a term and its definition.

Learn GUI Skills: Following are some
questions to which your team should

find answers. Make sure each member of
the team understands the answers and
can use the features.

In the Help menu select “What’s this?”
Explain what “What’s this?” does and
how this feature will help you in this
laboratory.

There is a “Start” icon in the extreme
lower-right-hand corner of the
workstation screen. If you click on it, a
pull-up menu appears that lists all the
applications that you can turn on at your
workstation. Turn on some programs
like MS Word or MS Excel.

Lim

Iim
Internet __J My Documen! ts
Internet Explorer
#) My Recent Documents  »
ﬁ My Pictures
E Wicrosoft Excel ) My Music
E Micrasoft Word ;,‘.5 Eirtcenntey
& J My Network Places
Microsoft PowerPaint =)
[ conrolpanet
" 2 Printers and Faxes
@ Help and Support
) search
AllPrograms » T Run...
Log Off @ et Blapam

|#/start @ [O] (& » | EDTESS0 Reader 0-25.d... | [nhux—Mu

c) Make sure you know all the GUI terms

on the next page.

How can you create a new folder on the
hard drive? How can you create a new
folder on the desktop? How can you
change the title of a new folder? How
can you put files you want to save in the
folder? Make several new folders and
change their titles until you are
comfortable with the procedure. (HINT:
If you want a new folder to appear in a
specific window, make sure you have
clicked on that window to activate it
before you go to the “File” menu and
select “New” and then click “Folder”)
See the “Accessing and Creating Your
Personal Folder in the Shared Drive
(PC)” on page 9 for more information.
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PC (Window XP) GUI (Graphic User’s Interface)
Internal hard disk

(& My Documents

Blended 1

File Edit Wiew Favorites

View Favaorites Tools  Help

d&ack - @ - l_@ p Search H__:‘ Folders | v
Address I ' My Computer j S

_* Hard Disk Drives

ES

System Tasks

View system information -
(LY Add or remave
programs

on gradebook, [ change a setting
eduadminha...

- : Other Places é 3.5 Floppy {A:)
‘ i J My Metwork Places
Reade| /

Iy Documents
) My Documents

[ Contral Panel W Remavable Disk (D:)

Devices with Removable Storage

Details ! DVDJCD-RMW Drive (E:)

Local Disk (C:)
Local Disk.

File Syskem: NTFE,

1| 2 2 3);
(L) Inboy - Microsaft ... | &) Canion Elura 40M. ., ” 4 My Computer Iy Documents | 1) EDTE330 Reader.... | « W PMEZ9

Hfstartl a ([ * [4) Inbox - Outlook E. ..

Menu Bar Minimize Maximize Close

T My Computer

File Edit ‘Miew Favarites Tools Help ﬂ.

Oﬁack - O - LE v

Address | ') My Camputer [ o

- E::-"\\"a Local Disk {C:) :I
System Tasks S

Wigw system information

p Search [1:“ Folders

Devices with Removable Storage e
;j add or remove -

prograns
E}- Change a setting

=
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Setting Up the TaskStream and SacLink Account

Setting up for the TaskStream Account

1. You need a credit card to sign up for the
TaskStream ($20 per semester).

2. Go to the TaskStream website
(www.taskstream.com).

/3 TaskStream - Microsoft Internet Explorer -1of x|
Eile  Edit Wiew Favorites Tools Help | ;,'
@Back - @ - \ﬂ @ 'O | /__) Search ‘il\\'.(Favur\tes @ reda ) -7

Address Iﬂj it fwnem, Easkstream, comfmainflogingdef ault. asp Go | Links **

TaskStream

THE TOOLS OF ENGAGEMENT

NN overview  thetools  news

al

Web based —
Subscriber Login

electr
Username:
instr
Password: teache
(Go] profe
Forgot your \agm info?
= = - cl
: I sl
(3] [ [ [ | mternet 4

3. Click “subscribe” tab on the upper right
hand corner.

4. Check “This is the first time [ have
subscribed to TaskStream” and
“University”

5. Click “Continue” and follow the
direction to complete the sign up.
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Setting up for a SacLink Account

Note: SacLink is not a public account. Do
not share your account with anyone. Your
SacLink ID is used to access many CSUS
services including your student records
through CasperWeb. Therefore, it is very
important that you do not share your
SacLink account access information.

1. Please go the “Setting up SacLink” web
site. The address is
https://www.saclink.csus.edu/saclink/reg
ister/registerl.aspx

T g fvewew. sachinbesus edu [ saclink registesfregister Lasps - Microsolt Tntermet Exple =10 =]
Be ER Vew Fpodtes [k feo | &

Qum-O- 4 9 Vgt @ @[ (30, @ - )2

R
N
SacLink

=
Setting up SacLink

. Bearch

To set up a SacLink Account, you will need to enter your last name, Campus 10 number, and date
of birth.

¥our Campus [0 Number is 2 9-digie number that is usually the same as your Social Security
number. It is NOT the same number as the number printed an your UneCard.

After your personal information has been verified, you will be asked to choose a usemame and
password,

Enter Personal Tdentification Information

LAST name (last name OHLY)
Last 4-chgts of your Campess 10 Nesmiber

m ,__| MONTH and DaY of birth
dan B OVE el aer 1
Conbnue >> I Cancel

Last Madibied: 8/21/2003 - ha | 337

=

2. Follow the instruction on the web site to
set up your SacLink.
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1.

e-mail Project

Send an e-mail message (using any e-
mail account you most frequently use) to
your instructor with a short paragraph
describing yourself. Include information
like your undergraduate major, interests,
experience with technology and thoughts
on technology in the classroom. Please

Lim

write “EDTE 330A e-mail project” in
the subject section of the e-mail.

. All of the students in the class will be on

a ListProc. You need to send at least
one “useful” message using the ListProc
before the end of Semester in order to
get the full credit for the e-mail project.
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Accessing and Creating Your Personal Folder in the Shared Drive (Mac)

1. Click the apple menu on the upper left
hand corner. And click on the

“Chooser.”
Bl Al Edit view insert Fory

About Microsoft Word...
Kl Apple Extras »
@ Applications »
Gl Internet 4
»
»

i Utilities

[}, Web Development

&0 Apple System Profiler
AppleCD Audio Player
) Automated Tasks B
Calculator

& Control Panels 4
[fi} Favorites

<4 Graphing Calculator
Key Caps

Network Browser

Note Pad

& RealPlayer 7 Basic

2. Click “Apple Share” and “Education
Student Server” and then Click “OK”.
(See below)

h —————

= ( —

Select a file server:

Education Student Server
Appléshare Laservriter 8

AT

_ Server IP Address... | 0K !

@ Active
{J Inactlve 7.6.2

*]

AppleTalk

3. Type “limbstudent” in the Name and
“student” in the Password. And then
click “Connect.”

Connect tothe file server “Education Student
Server” as:

O Guest
@ Registered User
Name: limbstudent
Password: [ereneen l [[] Add to Keychain
Clear Text Passward
[ thange Password.. | [ cancel | |] Cumuact'

392

Lim

4. Do NOT click the box next to “Brian
Lim” Just click “OK.”

Education Student Server
Select the items you want to use:

Brian Lim il
Brian Lim Stiidents (i |
Bruce McVicker |
Bruce Ostertag [ =

Checked items will be opened at system
startup time

=

392

5. Quit the “Chooser” program.

6. You should be able
to see “Brian Lim
Students” icon on
the desktop.

7. Open the shared drive by double clicking
it. And then open the “student folders”
folder by double clicking it.

8. In the “File” menu, select “New Folder.”
{1 Edit View 5pex
New Folder

Erian Lim Students

Open )
Print P
Move To Trash 3
Close Window  3W
Get Info #1
Label »
Sharing...
Duplicate #D
hMake Alias #EM
Put Away Y
Find... #F
Show Original 3R
Page Setup...

Print Window...

1. Highlight the title of the folder by
clicking on it just once (it may already
highlighted). Type your last name first
and then your first name. Press “Enter”
key and you are done.

** You cannot access the sharedrive from
home.
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Accessing and Creating Your Personal Folder in the Shared Drive (PC)

Click “Start” on the lower left hand
corner. And click “Run...”

In the “Open:” box, type in “net use * / d
/'y (without the quotes) and hit “Enter.”
This disconnects any connections
another lab user may have opened on
this workstation before.

Click “Start” then “Run...”

In the “Open:” box, type in
“Nedclass.educ.csus.edu‘ (without the
quotes) and hit “Enter” to initiate a new
connection to edclass.

Type “limbstudent” in the Username and
“student” in the Password. And then
click “Enter.”

A window containing all available
shared folders on edclass will open. You
should be able to access “Brian Lim
Students” shared folder.

9. In the “File” menu, select “New” and
then click “Folder.”

& student folders

File Edit View Fawvorites Tools  Help

& Focer |

Create Shorbeut @ Shortodt

Defete a Briefcase -
Rename ,j EBitmap Image
Conference Frame
Clase @ Microsoft Waord Document
2] &fés this Fol 25 e Document
% Internet Phone User
@ Micrasoft Access Application
Other Places Microsoft PowerPoint Presentation
& Blended Cahor @ Microsaoft Publisher Publication
nD My Documents Text Document
} My Camputer ‘Winamp media file
& My Ntwork P @ Microsoft Warks 4.0 Communications
Microsoft Works 4.0 Database
@ Microsoft Waorks 4.0 Sheet or Chart
Details Microsoft Works 4.0 Waord Processor
student folders @ Microsoft Excel Workshest
File: Falder ED winzip File
Nate Mdified: Wednesday. ==

Properties

10. Highlight the title of the folder by
clicking on it (it may already
highlighted). Type your last name first
and then your first name. Press “Enter”

key and you are done.
[0 student folders

¥ Education Student Server (edclass.csus.edu) —lof x|
File Edit Yiew Favorites Tools Help | ;','
J Back - (g - T | /.‘: Search Folders | Elv
Address | 1] Veddlass caus.edu 8=
Network Tasks B :.f-/ :L’ :_df
Brian Lim  Bruce McVicker Bruce
i Add anetwork placs Students Ostertag
@ View network
* connections 7] r/ vl ] f
= == = ==
~ Eruce D Duane Duane
Other Places B Ostert... Campbel camp...
o Eurekalabs =) ! ) )
[« & s
(@ Entire Metwork ﬁ-i ﬁ-l ﬁ% :d‘
W My Computer edueurzil-sl eduewr215-s1 eduer30i-sl Edwards Neal
(5} My Documents
@y Printers and Faxes 7] p P! e
= 2 2 =
T EdwardsMeal ewr2il-ba.. eur21S-ba.. ewr301-ba...
Details ¥ LI Student j

7. As a courtesy to other lab users, please
disconnect from the shared drive by
repeating steps 1 and 2 before leaving
the workstation.

Open the shared drive by double clicking
it. And then open the “student folders”
folder by double clicking it.

Lim

=101 |
Gl Ea gew Fgeortes ook ek r
Qut - O - §| Pt |, vt | -
st | Wheddass. cous o =| B 5o
=l
Fibe and Folder Tasks & J|' aehey, Sarsh

23 Mtk a o Feder

Puish s Fokder ko e
@ web J e et
Ollver Places £ 1
J| Bassar, Erin

Ly Whended Cobort e
() My Doxummants
W My Comouter J|' Droviley, Feby
N My Network Flaces sl

Curilag, My
Details x ,--J[
student folders .
Fie Fokder J| Eshery, Strphanis

Dk Meschiodd: Wikesmcly, L—

Dacenmbesr 10, 2002, 10:4% AM
A I_rl-,l

** You cannot access the sharedrive from
home.
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Saving Files to Your Folder in the Shared Drive (PC and Mac)

A. Saving Files into Your folder: When
you have created a folder for yourself, here
is how you store your files into your folder
in the shared drive:

1. Save your work (files) on the desktop
first.

2. Place the mouse pointer over the “Brian
Lim Students” icon and click the mouse
button twice. The window for Brian Lim
Students shared Drive will open.

3. Place the mouse pointer over the
“Students’ Folders™ icon and click
mouse button twice. The window for
Students’ Folder will open.

[ student folders 18| x|
Fle Edit Wiew Favorkes Tools  Help | -;,’
e Back ~ J - lj? ):j Search i Folders ‘ v

Address | ) Yyedclass. csus.edulBrian Lim Students|Blended Cohort|student folders | [ o

-

- P 1=
File and Folder Tasks & j -‘,/’ Sy S
| 1

(2 Make a new folder
@ Publish this Folder to the

weh ;J bk, jeff
|

Other Places b (== )
Besser, Erin
|
== Blended Cohort = =

4. Place the mouse pointer on your file on
the desktop. While holding down the
mouse button, drag your file to the folder
with your name until your folder icon is
highlighted. Now a copy of your file is
place inside your folder.

B. Another way of saving your file into
your folder in the shared drive.

1. From your file, click “File” and then
“Save As...”

2. Navigate through the drives and find
your folder. (hint: If you don’t know
where you are, click on the “Desktop”
first. And then click on the “Brian Lim

Lim

Students” folder and then your folder
name.

savens 20|
Save n: 03 Sac. City Cohort & - & ¥ 4 E - Tools -

Desliop
AI '§ My Computer
A 3.5 Floppy (A:)
History e Local Disk (1)
“ Removable Disk (D:)
i,\? 2L, DVDJCD-Ru Drive (E:)
= limb on "eduadminthome’ (H:)
My Daocuments & My Network Places
@ Ertire Network
¥ € Microsoft Windows Metwork
) Eurekslabs
Deskiop 4§ Education Student Serv...
i Brian Lim Students
I3) Sac. City Conort
ﬂ (53 My Documets
Favorites () Blended 1
- () blended 2
e () Sac. City
= FTP Locations 4| save
iy Network addModify FTP Lacations -
Plcer : e o

3. When you get inside your folder, rename
your file name and then click “Save.”

** If you are using Mac, please put the
extension after the file name. For example,
if you created MS Word file, you should
put .doc after the file name (e.g.,
resume.doc). Here are other extensions:
MS Excel (.xIs), MS PowerPoint (.ppt)

D. Trashing Your Original Folder: Now
that you have successfully saved a copy of
your file, you can trash the
original. Hold down the
mouse button over the icon
for your original file as you
drag it to the “Trash” icon
(“Recycle Bin” on PCs)
until the Trash icon is
highlighted, then let go.
Your original file is now in
the Trash but it has not yet
been erased. Later, when
you 're finished with your
work and are sure of what
you want to erase, go to the Special menu
and select “Empty Trash...” to erase all the
files and folders your have placed in the
Trash.

Your File
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Applications (Mac Only)

A. Opening an Application: The
“Applications” folder contains all the
programs that are available to you. I
strongly recommend that you do NOT go
into this folder to open applications, but
instead use the method described here:

1. Click on. E

2. While 1:34 PM

"8 About Office Manager-...

holding down :
+ ¥ Microsoft Word

the mouse 3Z Microsoft Excel

[=| Microsoft PowerPoint
button, scroll :
d I?h | #& Microsoft Internet Explorer

own tne @ Microsoft Encarta

pull-down 3/ K-TER/NU

@ virtual PC™

menu until you

to the name of

the application

you want, and

then let go. The == ColorOneScanner
. g o Mg Painter 5.5

application will |, g Finder

open ) Customize...
2| 0ffice Manager Help

£¥ Netscape Navigator™

| =% Eudora Pro

NCSA Telnet 2.7b4 (fat)
&8 HyperStudio 3.1.4n
[ Adobe Photoshop® 5.8

B. Closing an Application: Often, novice
users think that they have closed an
application when they close its window, but
that procedure only closes the

window - leaving the application still
operating in the background (This is true
only on Mac computers). To close an
application, go to the File menu and select
Quit. But, how do you get back to
applications that you used earlier but did
not quit?

*Some background Macintosh computers
can run many applications at one time. The
advantage is that the user can move rapidly
from one application to another, transferring
files, tables, etc. So, at any one time, there
may be several applications running on your
workstation because you thought you had
turned them off or because a previous user

Lim

left them running. As open applications
accumulate, your workstation may begin to
respond more slowly.

Here is how to find out what applications are
in operation on your Macintosh, how to
switch from one to the other instantly and
how to quit them: In the extreme
upper-right-hand corner of your screen is an
icon symbolizing the application that is
presently open and visible on your desktop.

It will look like this == when the “Finder”
is visible, like this 24 when “Excel” is
visible, and like this B¢ when “Word” is

visible, etc.
1:39 PM m

1. To see all

Hide Finder
opened Hide Others
applications, hold Show Al
down the mouse v EJ Finder

button on the icon.
A pull-down menu
appears with the
names of all open
applications. In the example below, the
Finder, Excel, and Word are in operation
and instantly available. We know the Finder
is presently visible on your desktop because
there is a check mark next to its name. Excel
and Word are operating in the background
and not visible on the desktop.

HE Microsoft Excel
EF Microsoft Word
4 RealPlayer

2. To make one of

the applications 1:39 PM
visible on your Hide Finder
desktop: hold Hide Others
down the mouse Show R
button, scroll to v [ Finder

the desired
application, and
let go of the
button. /n the
example above, Excel is selected to open.

22 Microsoft Excel

BE¥ Microsoft Word
#» RealPlayer
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Screen Captures (Mac only)

Screen Captures

Macintosh computers have built-in abilities
to grab any graphics that you can see on
your screen and store it on a file to use later
in your word processor, spreadsheet, on a
data base, in a slide show, you name it.

A. Capture the Entire Screen

Hold down “Shift,” “apple key,” and “3”
keys (all three) at the same time. You hear a
camera shutter sound and the entire screen is
saved in a file on your hard drive titled
“Picture 1.” But this procedure has very
limited utility because you rarely want the
entire screen! The next procedure is the one
you will use most often.

B. Capture a Piece of the Screen.

1. Hold down “Shift,” “apple key,” and “4”
keys (all three) at the same time. The
mouse cursor turns into a targeting
symbol: “+”.

2. Move the cursor to the upper-left of
what you want to capture.

3. Hold down the mouse button as you drag
to the lower-right of what you want. Let
go. Again you hear the camera shutter
sound and what you selected was saved
as a file on your hard disk drive.

C. Capture a window

1. Press “Caps Lock” key.

2. Hold down “Shift,” “apple key,” and “4”
keys (all three) at the same time. The
mouse cursor turns into a concentric
circle symbol.

3. Move the cursor to the window you want
to capture (active window) and then
click on any part of the active window.

D. Viewing the screen captures.

Lim

When you capture the screen, the picture
will automatically go to the hard drive.
Double Click on the hard drive icon. You
will see file name “Picture” with the
numbers (i.e., “Picture 1”’). Double click on
the files to see them. A little program called
“Simple Text” will open your picture files
when you double-click on them.

*#* TRASH those picture files when you
are done!

In case you are uncertain, here is the
procedure:

Hold the mouse button down to drag a file to
the trash. The file is in the trash when you
see the trash can highlighted - then let go.
Notice, as you drag the item to the trash,
your cursor must touch the trash can icon to
highlight it. In the example below, the
student touched the trash icon with the
picture icon - that is not correct and the
picture file did not go into the trash. On the
right, the student drug the picture file over
the trash can until the students CURSOR
highlighted the trash can and the file was
correctly dumped.

Computer Talk

Since you have learned GUI vocabulary and
several procedures, these directions will be
given in words only unless they refer to
something that is new.

1. Go to the workstation and start any web
browser (preferably MS Explorer).

2. Goto “EDTE 330A Resources” from

Prof. Lim’s home page.

Click on the Week 2, Computer Talk.

View the slide show. Study the slide

show with your partner until you both

understand the terms and vocabulary

used in the slide show.

W

EDTE330A



13

Screen Captures (PC only)

Screen Captures

PC computers have built-in abilities to copy
some graphics that you can see on your
screen and use in your word processor,
spreadsheet, on a data base, in a slide show,
you name it.

A. Capture the Entire Screen

Hold down “Ctrl” key first and then “Print
Screen” key at the same time. You will not
notice anything. The entire screen is saved
in the RAM memory. But this procedure
has very limited utility because you rarely
want the entire screen! The next procedure
is the one you will use most often.

B. Capture a window

Open the window you want to capture.

Hold down “Ctr]” key and “Alt” key first
and then “Print Screen” key (all three) at the
same time. You will not notice anything.
The window is saved in the RAM memory.

C. Viewing the screen captures.

Lim

When you capture the screen, you cannot
view them unless you have a program
running such as MS Word, MS Excel, or MS
PowerPoint. Start one of these programs.
Click “Edit” and then select “Paste.” You
will see the screen captured picture on the
work area.

Computer Talk

Since you have learned GUI vocabulary and
several procedures, the directions will be
given in words only unless they refer to
something that is new.

1. Go to the workstation and start any web
browser (preferably MS Explorer).

2. Goto “EDTE 330A Resources” from

Prof. Lim’s home page.

Click on the Week 2, Computer Talk.

4. View the slide show. Study the slide
show with your partner until you both
understand the terms and vocabulary
used in the slide show.
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