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# Introduction to Windows NT 4

Course Description: Thisclassisfor the novice user who has little or no experience with personal computers. Topics
covered include the fundamental s of the Windows NT operating system, basic components of the personal computer, and
an overview of basic Windows NT commands. An introduction to the Workstation and Microcomputer Facilities will
also be given

Prereguisites. None

This document has been prepared for you by W& MF staff so that you can familiarize yourself with the basics of the

Personal Computer. This document is meant to serve as a future reference for you fi covering from the very basic to the
fairly detailed. Not all the information mentioned in this document will be covered Inttioduction to the Windows NT

class.

INTRODUCTION TO OPERATING SYSTEMS
What Is An Operating System?
An operating system is a program installed on a computer that assigns resources, manage tasks, and

provides the user a way of interacting with available resources. Different types of operating systems
including Windows 95/98 and Windows NT for the PC and Mac OS 8 for the Macintosh.

What IsNew in Windows NT 4?
Windows NT is an operating system created by Microsoft Corporation. Itsinterface issimilar to that of
Windows 95/98 and includes some of the following features:

* Multitasking. Windows NT allows the computer user to do more than one task simultaneously. For
example, while a document is printing out, the user can also check email or run another program.

* Task Manager: This Windows NT feature allows users to manage the different tasks and programs
they are running. Users can see which applications are running and choose to go a particular
application while running other tasks smultaneously.

* Other Operating System Support. Windows NT isamulti-functional operating system that allows
software written for other operating systems (i.e. Windows 95/98, Windows 3.x, OS/2) to be used.

» Desktop: A desktop isthe area on the screen where users can store files and shortcuts to certain
programs.

* Internet Accessibility. Windows NT comes integrated with various internet applications such as
FTP, Telnet, and Internet Explorer.

» Security. Windows NT comes packaged with high security functions that monitor for memory
resources and password access to files and computers.

* Multiple User Profiles. A main feature of Windows NT isto provide an operating system to a
network of computers. Once user profiles are created, different users can logon to Windows NT and
access the available resources. A different desktop will be selected based on the preferences of the
individual user.

* LongFilesNames. Usersare no longer limited to filenames that are 8 characters long.

* Right clicking: Users can right-click the mouse on different areas of their screen (and in different
applications) to get a menu with different options related to the application.

My Computer. Users can now easily view the contents and resources of their
computer by double clicking on theicon to theright. Thisiconislocated on the Jinom)

deSktOp of Windows NT. My Cormputer
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FILESAND DIRECTORIES

Everything on a PC is stored as files and directories. Y ou can think of a = Documentation Team
PC asabig filing cabinet. Inside this cabinet there are some papers and :g Edﬂbf -
some folders with specific names. Inside the folders there can be papers or = e e o
more folders, each of which can c_onta_in papers or still morefolders. Files -] IntrainN T 4 pics
on a PC correspond to papers, while directories correspond to folders.

When one directory isinside of another, it is known as a subdirectory. [+ your computer

All of these files and directories have to be stored on disks. Hard disks are very fast and can store alot

of information, but they are only used inside of computers.

[ﬂ]] Floppy disks are slower and canit store as much information as hard disks. However, they can
B be carried from computer to computer. The most common disks used are 3.51 disks, but some
' older computers can use 5.251 disks. There are two types of 3.51 disks: high-density and
double-density. The high-density disks store much more information (1.4 Megabytes) than the double-
density disks (720 Kilobytes). Also, high-density disks have a HD icon located at the top right corner.

Windows NT conveniently organizes hard drives and disks for the user into letters. Usually, the hard

disk is drive C- and a floppy disI is drive A. There can be many more letters if the
computer has multiple hard disks or floppy disks, or if it is attached to a network.

The location of a file is also known apahname; the actual location includes the drive and folders
containing the file or program (i.e. c:\windows\temp\). Also, the filename usually ends in three letters
known as thextension, describing what type of file it is. For example, if the file is pure text, the
extension is usually .txt. If the file is a program you can launch, the extension is usually .exe.

WINDOWS

Windows are the main forms of organization and navigation within the NT environment. Windows

work in conjunction with the mouse, which as a hardware tool attached externally to your computer.

The mouse controls an arrow, known amsaaise cursor, on the screen. Experiment with the mouse to

get used to how it controls the cursor. A mouse on a PC usually has two or three buttons, but Windows
NT uses only the left and right buttons. There are several terms that apply to the mowtieki Do i
something means to move the pointer onto it and press the left button ondeubiedlicki on

something means to move the pointer onto it and press the left button twice quickly. Findthgito i

an object means to press the mouse button on the object, move the pointer to another part of the screen,
and then release the mouse button.

Menus control most of the commands within Windows NT. File %{iew Tooks Help
They appear in a strip and usually start with iFilel and iEditi. To |alfc Lo Ttz
access a menu, click once on the menu name that you would Cut Chle
like. You will see a list of options under the menu name. Copy (ST
Choose the option that you would like and click on it. Paste Chrl+/
Faste Shorteut
Select Al Chrl+&,
Irvert Selection

Introduction to the Window NT/95/98 Page 2 of 9 Revision Printed: February 19, 1999



University of Californiaat Berkeley - Information Systems & Technology: WORKSTATION AND MICROCOMPUTER FACILITIESDIVISION

Every program in Windows runs maimize
inawindow, whichisaportion  contral box title bar and description minimize MO close
indovs window
of the screen reserved for that \ win
program. Each window has a
title bar, aborder, maximize File Edt Wiew Taeols Help
and minimize buttons, amenu : / Al Falders Contents of 'Documenta
menu bar
bar, and a control box. The lech esktop adobe "
windowis title-bar gives the =) My Computer Excel 1Fics ¢
: . =0 3% Floppy [#:] Intro Eudora PC
name of the window as well as  window o : ) )
. o contents 2 (L) IntraiafinM T4 pics
the file that it is currently B (D) 51
displaying (if available). To (=1 Control Panel 22
resize a window you can drag @ Printers Excelf
. , [+-F5 Metwork WNeighborhood B .
the windowis border. | "4 Recycle Bin 29 inta to unix
&5 Intro to P
L L 4 Intro bo WinM T 4
Clicking on theminimize {3 My Brisfcase
button will cause the window to Ee- (3 your computer D
shrink into an icon on the
bottom of the screen (located o readjust size
thetask bar). of window

You can bring back the window
by double-clicking on this icon. Clicking on theaximize button causes the window to occupy the
whole screen, and clicking on thiese window button causes the entire window to close

TASKBAR
In Windows 3.1, users can run programs througPtiogram =] Program Manager [~]-
Manager, which is the screen that you see when you start Window | Ele_0ptions Window Help 0
In the Program Manager users can see many little pictures, callec| [=] Word Processing [~[=]} | |
icons. Some of these icons are folders, and some are programs. A F‘J
Folders donit do anything except hold programs. To see the Mirasclt - WRWINE0 - Wite
programs inside a folder, double-click on the folderis icon. To rur :

al on L] [
program, double-click on the programis icon. e Thee
However, in Windows NT, th&askbar replaces thi®rogram
Manager. The Taskbar also shows you the programs that are ez ez aes
currently active. To multi-task between them, you can hiathe PCTookfor  Database  Opions | |
Tab keys or just click once on the programis icon onltaskbar. T OB

Programs can also be accessed anytime throudgbiahieM enu,
where users can run programs that are organized into certain folders.
To access th&tart Menu, put the mouse cursor over t8ert

button and click once.

Win 3.x Program Manager

Another way of accessing the programs actively running on your
computer, click orAlt + Ctrl + Del to open th& ask Manager. This
utility program provides you with information regarding the active
programs including performance of your computer and the status of
your active programs.

g Start|[37 Microsoft Word - Intr... | ¥, Paint Shop Pro-picd__| 313 PM Taskbar in Win NT
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Folders containing programs will display an arrow Mew Office Document & Microsoft Binder
symbol, denoting that more than oneitem is £, MeosafiEee
located within the particular folder. To access the 7 Dpen Dffice Dosument g Micosoft Pholo Edto
items, go to the particular folder by clicking on it Micrasait FowerFaint
with the mouse. The items will then appear in a U Microsaft word
list located to the right of the screen.

START MENU

The Start M enu also offers the user various features besides access

----------- . : to certain programs. Under the Documents item, users can easily
ew Office Docurment ) .
access recently created documents of any type. To see alist of it,
B’“ Dipes D Dosmms just move the mouse cursor and click on the item. A list will pop-

up to the right of it.

= b _

s On your home computer, you can choose to configure your desktop

[T and Windows NT environment as you choose. To do so, go to the

@ Settingsitem and choose: Control Panels, Printers, or Taskbar.
Settingz r

@ Ei  Contral Pan_els This sel_ection allows users _to_c_onfigqre their
- computer. It includes options such as: accessibility options,
@ Help add/remove programs, MSDOS Console, Date/Time, Devices,
Display, Fonts, Internet, Keyboard, Mail and Fax, Modems,
Mouse, Multimedia, Regional Settings, Server, Services,
Sounds, and System.

* Printers: You can configure your printer under thisitem.

» Taskbar: You can configure the way your Taskbar looks
through thisitem. Y ou can choose to make your Taskbar
always show, Auto Hide, show small iconsin the Start Menu,
or show the clock

Users can also use the Find feature to find certain files, folders, or computers on a network. Type the

name you want to search for in the white box provided by the feature.

-

tation

% | Windows NT Work:

The Help function is particularly helpful in that you can do a search for the topic you want more
information on. Users can select to view the Help information by a Contents listing, Index listing, or
Finding it manually by name.
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The Run function is helpful if you want to
manually load a program without a mouse.

Y ou can load programs as you would using
DOS (Disk Operating System), which was
included as a main operating system in
previous releases of Windows 3.x. However,
you will need to know the location (path) of
the program you want to load. Y ou can also
Browse for files by clicking on the Browse
button located to the right.

WINDOWSNT EXPLORER

Run

Open:

Type the name of a program, folder, or document, and
whinidoes will open it far pou.

=

Iu::'xwindnws'\temp\.l

¥ | B Separate eman Space

]

Cancel | Browsze. . |

To manipulate files you will use Windows Explorer, which is similar to Windows 3.xisile Manager.
This utility program is located under tBeart Menu in thePrograms folder. When you opewindows
Explorer, you will see a window with a hierarchical view of the resources available within your

computer.

This window is split into a directory list (on the left) and a file list (on the right). You can change to a
different directory by clicking on it. If you double-click on a directafjndows Explorer will display

the subdirectories. Furthermore, the directory list will have a + or fi on the left side of the item. The +
shows you that the list can expand further if you double click on the +. Once you do so, you will see an
expanded list with a fi next to the highest item in the list. This shows you that you can collapse the list

into the highest item.

tenu Up

Ear Address

Map Disconnect
buttpn Metwark, Met Drive

Copy
paste

undo  properties
delete

“ Explonng - you' computer
File Edt “ew Tdolz Help
I £ your computer ¥
|.-’-'-.II Folders | Contents of 'wour computer' l
@ Dezktop D apps /
= 1E My Computer 1 dev wigw large # wiew ligt
i - wig zmall
[+ 3% Floppy [4:] |1 netwank: [algt -
- C: :
Hag _] S i 200 |1 perdist
By (D) 3 temp
@ I:::.untru:-l Fanel (2] windaws
L[] Printers
- -I?_EI_ Metwark Weighborhiood
----- ‘g Fecycle Bin falder ican
-] Documentation Team
{25 My Brisfcase
Eﬂ--a your cormputer
|E ohject(z] o bytes [Disk fre= space: 533ME] v
detailed info / detail window
regarding folder
or drive
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To change drives click on a driveis icon in the directory list of the window. You can also choose the
drive from the pull-down menu labelédldress.

Descriptions of Windows NT Explorer Functions

Menu Shows available menus from Explorer Paste Pastes previoudly copied or cut selection from

Bar clipboard.

Address | Showslocation of current selection Undo Reverses previous action.

Up Move up one hierarchical level from Delete Erases current selection.
present selection.

Cut Cuts the current selection and placesit Properties | Shows propertiesfor current selection. Thiswill
into the clipboard. show file information.

Copy Copies current selection into clipboard Views Switches between various types of views for

displaying window information.

WINDOWSNT EXPLORER (continued)

Windows Explorer allows the user to perform various features BY Exploring - [C:)
through theFile menu. T Edit Yiew Toos Help
* To Open a file, select the item on the file list side of the Open
window. Then go to th&ile menu and sele@pen to open up Erowise with Paint Shop Pro
the contents of that selection (if there are more than one item @ Explore
in that selection, a new window will appear displaying those Find...
items). Sharing...
* You can select the optidgend To to place a copy of the
currently selected item in the folder or disk that is selected Send To '
from this menu. Mew »
* New creates a new file within the application that is selected. Create Shortcut
» Create Shortcut is useful to easily access the item that is Delete
selected. Rename
» DeleteandProperties are the same functions as the icons Properties
located at the top of the window. Close
* Rename allows the user to change the name of the selected -
item.
* Close will close the application, file, or current window that is
opened.

FILE MANAGEMENT

Unlike Windows 3.x, Windows NT provides several wayseanfioving unwanted files.
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1. Whileyou are | [ 2.

in Windows %" e

MHew
E_Xpl or er ’ Eritt
rlght_ click on Quick Yiew
the file(s) you Update
want to delete
and choose SR IE g
Delete from Cut
the popup Loy
menu. |f_y0U Create Shartout
are certain m|
you want this Fiename
fileto be Properties
deleted, select ) - ,
Yesfrom the right-mouse click
window
asking iAre
you sure?i.

You can 3.
also select
the Delete
function
from the
Filemenu
inside
Windows
Explorer.

(see above)

Another option
is to click once
on the file(s) you
want to delete,
hold the mouse
button down,
and drag it to the
Recycle Bin
located on the
desktop. Your
files are still
there in the Bin
until you
manually reques
it to empty the
Recycle Bin.

Before Delete

o

Fecycle Bin

After Delete

o

Recycle Bin

FILE MANAGEMENT

To copy or move files, go intdindows Explorer. Then select the file(s) you want copied/moved by
clicking once on the item(s). To select more than one item that is located consecutive to each other, hold
the shift key down while clicking on the items. If you want more than one item that NOT located

consecutively, hold th€trl key and just select the necessary files.

Then click the right mouse button offf

the file(s) and selec@opy from the
pop-up menu or presstri+C.

Locate the destination where you
want to copy/move the files to. Click
on the right mouse button again anc

selectPaste, or presCtri+V. To

move file(s) without leaving a copy

in the original location, click on
Ctrl+X to Cut the item out. Then
Paste item(s) into the respective
location.

Another way of moving files is to select the item(s) by clicking once, and then drag the item(s) to the

new location in the directory listing side:

Introduction to the Window NT/95/98
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Open
Mew
Brrirt

Huick Yigw

Update

Send To

Cut

Create 5
Delete
Fename

hu:urtu::?
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) | &l Folders | Contents of |

Desktop

=3 My Computer

' -0 3% Floppy (&)
Seg ()

Hd (D)

----- 58] Control Panel

----- L&) Printers
Select item to move.

Q Copying. ..

& ;

plan.doc. doc
From 'ty Brigfcaze' ot

| & Falders

| Contents af '

@ Desktop

: . by Cornputer

{5 Control Panel
-] Printers

_|:|I:|r| doc

Drag item to new location.

&

Progress of file being moved.
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USEFUL UTILITIES

Copy and Format Disks o
In Windows NT, copying and formatting disks are now under the =

- - - - H - . H
respective disk iconsin Windows Explorer. To copy or format adisk, right &2 [L: W

click on the disk. Then choose Copy DiskO or FormatO Browse with Paint Shop F

When you choose to copy a disk, you will be presented with a box showing End
Copy From.. and Copy ToO Select the appropriate drives. Please note that CopplDiee..
if you only have one disk drive, you will be copying the disk onto the same Sharing...
drive, which will give you an error message.
Format. ..
When you Format a disk, you will see a dialog box pop up with the disk ' Paste
information. If the information looks proper, go ahead and s&lect to - Create Shortcut
format the disk. =
Froperties

DOS (Disk Operating System)

0os
In order to get the information off of a disk, a PC needs a disk operating system (DOS). The

usual DOS is Microsoft DOS (MS-DOS).

If you are a former DOS user, you can still Run
access DOS by going to tBeart menu and then

thePrograms folder. Then choos€ommand Type the name of a program, folder, or document, and
Prompt. This will bring you directly into a e ) T e

window with the DOS interpreter loaded. Gpen: [command =]

Another way of accessing DOS is by going to
the Start menu and then choosifunO When

the box pops up, type in conmrand. 0K, | Cancel | Browse... |

¥} Eiumin Separate Meman Space

When you see the interpreter, you can type in commands to manipulate and access files inside your
computer.

To interact with the computer, you will type a command and hit the enter key. For example, to show
the files and directories in your current location on the disk tjipke |

To switch to a different disk drive, enter the letter of the drive followed by a colon. For example, to
switch to the hard disk type:i. To change to a different directory you can use ¢tiecommand (short

for ichange directoryi). For example, to change into the directory named Windows, you could use the
commandad \windowsi. To go to the root directory (the directory that contalhsther files and
directories) use the commaradi\i. To make a new directory use tiadi command and to remove a
directory use thedli command. For example, you can type fooi or ird bari.

To copy files from one directory use tleepyi command. For examplegopy c:\windows\stuff.doc

c:\backup\stuff.baki This copies the filstuff.doc from the windows directory into a file calletuff.bak
in the backup directory. To rename a file use th@ command. Typingren foo.a bar.bi would

Introduction to the Window NT/95/98 Page 90of 9 Revision Printed: February 19, 1999



University of Californiaat Berkeley - Information Systems & Technology: WORKSTATION AND MICROCOMPUTER FACILITIESDIVISION

rename the filefoo.a into bar.b. To delete a file use thddi command, as irdel homework.doc.
USEFUL UTILITIES (continued)

If you would like to copy a whole floppy disk onto another floppy disk you can usditkeopyi

command. for exampleliskcopy a: b:1 copies the contents of the disk in drive a: onto the disk in drive
b:. Itis important to note that this can only be done if the two disks are of exactly the same type, for
example two 3.5i double-density disks.

The final MS-DOS command is the format command. This command prepares a disk for use by MS-
DOS. Be careful, though, because this comneaasks everything off of the disk. To prepare the disk
in drive a: for use, you would typéoimat a:i.

Shortcuts
Windows NT allows users to create and use various types of shortcuts.
First, users can create a quick shortcut link on thl  Arange lcan:  »
desktop to a commonly used program. To do so, Linguplcons

right click on the desktop and then seldetv

Paste
from the pop-up menu. Then cho&wortcut. Paste Shortcut
You will then see a dialog box asking you the Unida Copy

location of the file. Type in the pathname of the | gy Folder

program you want to link to. If you do not know | : m
the exact pathname, click on tBeowse icon to Fropeties 5 |
search for it.

Another type of shortcut allows users to perform functions without going through a series of menus.
» Users camight-click on an area of the screen where they are working to access a quick menu.
*  WhenWindows Explorer is loaded, users can use the following shortcuts:

Backspace Moves up to next folder level F2 | Renameafile

Ctrl-A Select all objectsin current folder F3 | Invokefind utility

Shift-Delete Deletes w/o recycling F4 | Open folder list (on toolbar)

Alt-Enter Open properties for object F5 | Refresh current window
» The following command shortcuts can be used anytime:

Switch between programs ALT+TAB

Cycle through programsin the order of startup ALT+ESC

Display Start menu CTRL+ESC

Move through items of a menu TAB

Launch selected item SPACE BAR

Copy elected item to clipboard CTRL +C

Cut item to clipboard CTRL +X

Paste item from clipboard CTRL +V
Conclusion

By this time, we hope that you have a fairly good idea of some of the commonly used features of Windows
NT/95/98. Even though there were plenty of features that were not covered, we hope that you will find all of the
information presented useful. If you have any questions, please ask the Instructor or Roamer. Also, try to
experiment with the topics covered, and see what you can create as well.

Remember tofill out an evaluation before you leave, and thank you for attending Introduction to Windows
NT/95/98.
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