4
Operating System

4.1 Introduction
Most of the personal computers you see today comes with Microsoft Windows
operating system. It is an operating system meant for IBM compatible PCs.
Operating system is the foundation software that makes it possible for you to
use your computer and have it perform the tasks you need. Windows 98 is an
updated version of Windows 95.

4.2 Objectives
After going through this lesson, you will be in a position to
l

explain various features of Windows 98

l

learn various Icons and their features

l

define file management features of Windows 98

4.3 Main features of Windows 98
The following are the main features of Windows 98 operating system.
—

Creates the link between you, the user, and the computer by providing an
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interface in which you can communicate with the computer
—

Serves as the base software on which a variety of programs can operate.
Examples include MS Word, MS Excel, MS Power Point, and MS Access

—

Handles internal functions, such as managing the computer memory, input
and output operations

—

Provides a series of utilities - specialized programs to manage your
system - and commands that you can use to manage your files, folders,
and disks

—

A Graphical User Interface (GUI), which uses pictures, symbols, windows,
and words on your screen that you control with the mouse

—

Built-in programs, or accessories like, WordPad, Notepad, Calculator,
Paint program etc.

—

The ability to display several documents and run a number of programs
in their own windows, all at the same time.

—

The World Wide Web (WWW) is easily accessible from anywhere in
windows. You can communicate over the Internet. Using Internet tools
included with windows, you can send e-mail, chat, and view news.

—

Supports DVD and digital audio, so that you can play high quality digital
movies and audio on your computer. You can also watch TV.

4.3.1 Using the Mouse
Windows98 is designed for use with a mouse. Although, you can use the keyboard
for most actions in Windows 98, many of these actions are easier to do with a
mouse. You will use four basic mouse actions throughout this course.
1.

Pointing : Moving the mouse to place the pointer on an item is called
pointing.

2.

Clicking : Pointing to an item on your screen and then quickly pressing
and releasing the left mouse button is called clicking. You select items
on the screen by clicking. Occasionally there are operations you perform

Operating System :: 57

by clicking the right mouse button, but unless you are instructed, click
the left mouse button.
3.

Double-clicking : Pointing to an item and then quickly pressing and
releasing the mouse button twice is called double-clicking. Whenever
you are unsure of the command to use for an operation, try clicking the
item you want to affect. If you get no result, try double-clicking. This
often displays a dialog box in which you can make changes to the item
you double-clicked.

4.

Dragging : Pointing to an item and then holding down the mouse button
as you move the mouse is called dragging. You can use this action to select
data, and to move and copy text or objects.

4.4 Symbol for Menu Commands
As a shortcut, we have used a special convention to indicate menu commands
throughout this course. When you want to choose a command from the menu
bar, it will follow this pattern: menu name - command. For example,
"Choose File g Open" is a shorter way of saying "Choose the File command from
the menu bar, then choose the Open command from the File menu". Sometimes
you will see a sequence of menu selections that goes three or more levels.

4.4.1 Desktop
When you turn on your computer, the screen first displays Basic Input Output
Information (BIOS) about your computer. Few seconds later, Windows takes
control and the Windows logo flashes on your screen with the cloudy sky. You
could see "Microsoft Windows 98" . The first thing that always appears after
loading is that you will be asked to type your passward to enter Windows (it is
the password you typed the first time Windows was launched). The Desktop is
where you might place useful things always accessible to you. Depending on
which options you choose during installations, you will see some or all the
objects as shown in Figure 4.1
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Fig. 4.1 The Windows Desktop

4.4.2 Desktop Icons
1.

My Computer : My Computer is the most important Desktop item (see
fig. 4.1). This is where everything is present: your hard drive, floppy,
CDROM, computer's main control (Control Panel). All the computer
resources can be accessed from My Computer - it is the gateway to your
computer. To access My Computer, double-click on its icon in the
Desktop.
My computer contains:
(i)

Hard Disk Drive(s) (C:D:)

(ii)

3.5 Floppy Drive (A:)
CD-Rom Drive (E:)

(iii)

Printers

(iv)

Control Panel

(v)

Dial-up Networking (used especially for Internet Connection)

(vi)

Scheduled Tasks (give your computer jobs to perform when you
are out)

My Computer window (see fig. 4.2) looks just like any window you open, you
can minimize, this Window with _, maximize with q and close by clicking
on x.
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In My Computer you are forbidden to Delete, Copy, Rename anything, try to
press delete key and nothing will happen. The items in My Computer window
are so crucial that you cannot run your computer without them. For example, if
you remove the hard drive where would you store your files? Since My Computer
items are related to the computer system they should remain intact.
Suppose you want to use My Computer to view your hard disk. On the Desktop
double-clock My Computer. The My Computer window (see Figure 4.2) with
different icons will appear.

Fig. 4.2 My Computer

Double-click the icon (see fig. 4.2) that represents your hard disk. Your hard
disk window appears, and you can easily see the contents of your hard disk.
Similarly you can double-click the other icons in My Computer.
To view the contents of the floppy disk, which is usually
designated drive A:
To view the contents of the hard disk, which is usually designated drive C:
To view the contents of the hard disk, which is usually designated drive D:
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To view the contents of compact disk in the CD-ROM drive
designated as E:
To set up printer and view information about available printers and
print job status.
To view tools you can use to modify your computer settings.
To schedule or view tasks for computer maintenance
To view web folder contents
To view shared information on another computer by using a
modem.
The Properties Window in My Computer
To learn more about each item, just choose one icon, right-click and select
Properties from menu. The Properties window is divided into four tabs: General,
Tools, Sharing, and Compression. If you select the Floppy icon, the General tab
shows information about your floppy, storage device. It tells you how much space
you still have on your disc, and the total size in KB or MB. You should have a
total of 1.45,664kb if you are using a 1.44 MB floppy. At the top of the window
is the floppy table, usually it is blank. The pie chart shows clearly the Used Space
and Free Space (see Figure 4.3)

Fig. 4.3 The Properties Window
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The Tools tab in fig. 4.3 features the following three important Windows utilities:
Error-checking status: It is a utility that let you check your computer for
errors. If you accidentally turn your computer off without shutting down, it will
run when you restart your computer and perform a scan on your hard drive.
Backup status: This utility lets you backup important stuff so you will never
loose anything in case your computer was damaged. You should always keep
two copies of your work you store in computer.
Defragmentation status : Use this utility to make your computer run faster.
The more you use the computer the more " it gets tired and old". Defragmentation
will refresh it.
The Sharing tab will tell you whether your hard disk is shared by other network
users or not.
The Compression tab is almost never used. Suppose one day you run out of disk
space, you can use the Compression utility to squeeze your files and generate
more room.
Beside My Computer there are quite a few more icon on the Desktop. These
are as follows :
2.

My Documents : This is where you store all your personal stuff like files,
anything you create with your computer. You can put your things
somewhere else also. Think of My Documents as your Desktop drawer
where you can put your papers.

3.

Recycle Bin : Provides space for deleted files from folders or Desktop,
and provides a second chance to recover files deleted.

4.

Internet Explorer : It is a piece of software called a browser that lets
you explore the Internet. You might have another icon like "Internet
Connection" that will help you configure your computer to access the
Internet.

5.

Network Neighbourhood : Provides access to shared resources on
your computer and other computers on your local and wide area networks.
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If your computer is connected to a network, you can use Network
Neighbourhood to browse network resources in the same way you browse
the contents of your computer.
To open network resources follow the steps given below :
i.

On the Desktop, double-click Network Neighbourhood. The
computers in your workgoup will appear. If you want to view all
of the resources available on the network, double-click Entire
Network.

ii.

Double-click the servers and folders you want to open.

6.

Online Services : As online services is a subscription computer service
you can use it to access a wide variety of information and exchange
messages with other users. With online services, you can obtain
informations on news, sports, weather, the stocks market, and many more.
You can get access to different libraries and databases. You can send mail
to other users of the online service. Examples of online services include
America Online, CompuServe, Prodigy, and MSN.

7.

Date, Time, Volume : At the bottom right corner of the screen, you can
tell what time is it . By clicking you mouse over the clock icon, you will
get the date. You can also control the sound by clicking on the speaker
icon.

8.

Start Button : This button lies at the bottom left of our screen. It
provides an easy way to start different programs and other applications.

9.

Taskbar : This lies at the bottom of your screen. This displays all open
applications and windows. The Start button and the Taskbar work together
and help you in managing your applications opener close windows easier.

You will learn more about these Desktop icons in the next few sections of this
lesson.
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Intext Questions 4.1
1.

Write any five main features of Windows 98.

2.

Explain the following terms used in application of mouse : (a) Pointing,
(b) Clicking, (c) Double-clicking, (d) Dragging

3.

What is Desktop? What are the main items you see on a Desktop?

4.

What are the main components of My Computer?

4.5 Start Button and Taskbar
At the bottom left corner is the Start button. Place the mouse over Start and
you will see "click here to begin". Start gives you access to all applications on
your computer, every time you install a software on your system, you can easily
have access through the Start button. Click on Start and the Start menu appears.
Figure 4.4 shows the main menu items available when you click on the Start
button.

Fig. 4.4

4.5.1 Programs Submenu
Every program on your computer can be accessed from Programs submenu, you
can also access the Computer Accessories like System Tools, Communication
and Entertainment features. Move your mouse pointer over the programs items
on the Start menu, and another menu will pop up. In fig 4.5 we clicked on
programs and then on accessories. In the next column we clicked on games and
then on Hearts.
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Fig. 4.5 Programs Submenus

When you open programs and files on top of other programs and files on the
Desktop, Whindows 98 keeps track of all your open windows and lists them on
the Taskbar. The advantage of the Taskbar is that when you have multiple
applications open at the same time, you can see all of them listed in the
foreground, whether or not they are hidden by another windows. Even if an
application window is minimized on the Desktop, it can still be accessed from
the Taskbar. By clicking on the applications window on the Taskbar, you can bring
that application to the front of other windows, and restore if it was minimized.
The more windows you open, the more items will be listed on the Taskbar. You
can increase the height of the Taskbar for multiple lines of open items. To
increase the height of the Taskbar, place the mouse pointer over its top border,
the pointer will turn into double-headed sizing arrow (o). then, click and hold
your left mouse button and drag up.

4.5.2 Favorites Submenu
While surfing the internet you can store your favorite addresses in this folder
so that you don't have to memorize them. This feature is very useful for Internet
users. You can also quickly get to documents or folder or to other computers
on your network.

4.5.3 Documents Submenu
Windows keeps track of recent documents used. The Documents option of the
Start menu makes available the last 15 documents you had opened in any
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application. Click on Documents in fig. 4.4. and you will see a list of documents
you have been working on recently. The documents are listed alphabetically,
not by use, and will be listed whether you open them from within an application
or from the folder where they are stored. If you find these documents irrelevant
and don't want to access, you can clear the list: Right click on the Taskbar. In a
small Window you will find ‘properties’. On clicking there, another Window will
appear. Click on the ‘Start Menu Programs’. There, at the documents menu,
click on the ‘Clear’ button.

4.5.4 Settings
From here you have access to the Control Panel (see Figure 4.5), Printers, Taskbar
and Start menu, Folder Options, Active Desktop, and Windows update. You can
add/delete programs, change monitor settings, connect to networks, create a
Startup Disk, Customize Desktop display properties, and set up Dialup
Networking. The main features of Control Panel are :
1.

You can do customizing of most of your Windows environment. You can
display pictures, patterns, or even scanned photographs as your wallpaper,
the background of your Desktop. Using the different tabs in the Display
Properties of dialog box, you can also change items such as the icons on
your Deskstop, the colors of individual windows, and the size of the
objects on your screen. You can even add items to your Active Deskstop
or set up a screen saver.

2.

You can quickly install Programs, such as MS Word or a game, using the
Add/Remove Programs feature in Control Panel.

3.

You can also connect your computer to a network using Network features
in Control Panel. To connect your computer to a network follow the steps
given below :
i.

Click Start, select Settingsg Control Panel, and then doubleclick Network dialog box appears. Click Add. Select Network.
Component Type dialog box appears. Click Client, and then click
Add. A list of client software appears.

ii.

In the Manufactures list, click the name of the manufacture of
your network software.
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4.

iii.

In the Network Clients list, select the client software you are
using, and then click OK. The client software is added to your
computer.

iv.

On the Configuration tab, select your client, and then click
Properties. Enter configuration options for your network, and
then click OK. (If you don't know the options for your network,
contact your network administrator.).

v.

Click OK and then click OK again. The client software is installed
and your computer restarts.

If you have problems with Setup or have trouble in starting Windows98,
you can use a Startup Disk to start your computer and run Setup or gain
access to your system files. If you have problems with your hard disk,
for example, you can use a Startup Disk to start your computer and
troubleshoot your hard disk.
To create a Startup Disk from within Windows98 follow the steps given
below:
i.

Click Start, point to Setting, click Control Panel, and then
double-click Add/Remove Programs. The Add/Remove Programs
Properties dialog box appears.

ii.

Click the Startup Disk tab, and then click Create Disk.

iii.

Label a floppy disk “Windows 98 Startup Disk”. insert it into your
floppy disk drive, and then click OK.

To start your computer using Startup Disk follow the steps given below:
i.

Insert the Startup Disk in the floppy disk drive.

ii.

Restart your computer. The Windows 98 Startup menu appears.
Type the number of the appropriate CD-ROM option, and press
ENTER. Follow instructions on your screen. After a series of
scans, the MS-DOS prompt appears. From this prompt, you can
gain access to the system files on the Startup Disk.
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5.

You can Add Printer wizard to quickly set up printers, select default
printers, and change printer settings. The wizard guides you step-by-step
through printer set up.

4.5.5 Find
When you are looking for a particular folder or file, you can use the Find
command instead of opening numerous folders. The Find command lets you
quickly search a specific drive or your entire computer or a computer on your
network.

4.5.6 Help
When you are stuck, Windows can give you a hand, just go to STARTgHELP or
press F1 on your Keyboard.

4.5.7 Run
This is the fastest way to start a program or install a software on your computer
or start programs or open folders or connect to network resources. With Run
you will have instant access to everything. However, the Run option is for more
experienced user. Selecting Run brings up the RUN window where you can type
the name of a file or folder that you wish to open. If you don't know the entire
path of folders within which a specific file or folder can be found, you can click
on the Browse button within this window to find what your are looking for.
Although, this is generally not the quickest way to open a document or run a
program, sometimes it simply seems more direct than opening a sequence of
folders to get the one you need.

4.5.8 Shut Down
You should Shut Down Windows at the end of a session, never turn the power
off, close all applications and click START, select Shut Down and press OK.
Many new computers automatically turn the power off once you have Shut Down.
In case your computer do not have this feature turn the power off.

4.5.9 LOG Off
This feature is used only when you share your computer with others. If you are
the only one using the computer you need not choose this feature.
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4.5 Windows Explorer
Windows Explorer is a feature that you can use to view the contents of your
computer and network drives in a hierarchical structure. Instead of opening drives
and folders in separate windows, you can browse through them in a single window.
The left side of the Windows Explorer window contains a list of your drives and
folders, and the right side displays the contents of a selected folder. To use
Windows Explorer, click on Start button and then click ProgramsgWindows
Explorer (see fig.4.6)

Fig 4.6 Explorer Window

Windows Explorer has the following features:
l

You can copy a file or folder containing a number of files from one folder
to another folder or one drive to another drive by simply placing the
cursor on the source file or folder and dragging it to the destination folder
or drive. You can also do this using Copy and Paste.

l

You can delete a file or folder by selecting the file or folder and then
clicking on the Delete on the Toolbar. Windows will send it to the Recycle
Bin.

l

You can move a file or folder from one folder or drive to another folder
or drive using Cut and Paste.

l

By mistake if you have deleted, or moved or copied a file or folder and
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want the file or folder in its original place, you can do it pointing the cursor
on Undo and then clicking.
l

You can open a file and its program by double clicking a file.

4.7 Managing Files, Folders and Windows
To use Windows, you need to know two things: files and folders. The following
first three icons represent different folders and the next three icons represent
different types of files (fig.4.7).

This one of the high.lnk

Fig. 4.7 Files and Folders

Files always lies in folders. In Windows98, you can organize your documents
and programs to suite your preferences. You can store these files in folders, and
you can move, copy, rename, and even search for files and folders.

Book1.lnk

File names in Windows 98 can be up to 255 characters, including spaces.
However, file name cannot contain any of the following characters: \ / : ? < > I.

4.7.1 Creating Folders
When you use a program and save your work, or when you install a program, you
are creating files. You can store files in many location - on the hard disk. a
network drive, a floppy disk, and so on. To better organize files, you can also
store them in folders.
To create a folder follow the steps given below:
1.

On the Desktop, double-click My Computer. My Computer Window
opens.
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2.

Double-click disk drive or folder in which you want to create a folder.
The drive or folder window opens.

3.

On the File menu, point to New, and then click Folder. Type a folder
name, and press ENTER. The new folder appears in the location you
selected.

To find a file or folder follow the steps given below:
1.

Click the Start button, point to Find, and then click Files or Folders.
The Find dialog box appears.

2.

Now type the file or folder name you want to find. Click the Look in down
arrow, or click Browse to specify where to search. Click Find now. After
a moment, the results of the search appear.

To open a file or folder follow the steps given below:
1.

On the Desktop, double-click My Computer. The My Computer window
opens. Otherwise, you can click on Start and Choose Programsg
Windows Explorer.

2.

Double click the drive that contains the file or folder you want to open.

3.

Double click the file or folder you want to open.

To rename a file or folder follow the steps given below:
1.

On the Desktop, double-click My Computer. The My Computer window
opens. Otherwise, you can click on Start and choose
ProgramsgWindows Explorer.

2.

Double click the drive that contains the file or folder you want to rename.
Select the file or folder you want to rename.

3.

On the File menu, click Rename. Type a name, and then press ENTER.

To copy or move a file or folder from one location to another location follow
the steps given below:
1.

On the Desktop, double-click My Computer. The My Computer window
opens. Or click on Start and Choose ProgramsgWindows Explorer.
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2.

Double click the drive that contains the file or folder you want to move.
Select the file or folder you want to copy or move.

3.

On the Edit menu, click Copy to copy the file, or click Cut to move the
file. Double-click the folder in which you want to place the file or folder.
On the Edit menu, click Paste. The file appears in its new location.

To delete a file or folder follow the steps given below:
1.

On the Desktop, double-click My Computer. The My Computer window
opens. Or click on Start and Choose ProgramsgWindows Explorer.

2.

Double click the drive that contains the file or folder you want to delete.
Select the file or folder you want to delete.

3.

On the File menu, click Delete. The ‘Confirm File Delete’ dialog box
appears. Click Yes. The file is deleted moved to the Recycle Bin.

To permanently delete a file or folder follow the steps given below:
1.

On the Desktop, double-click Recycle Bin. The Recycle Bin window
opens. Select the file or folder you want to permanently delete.

2.

On the Toolbar click on Delete. The Confirm File Delete dialog box
appears. Click Yes. The file is permanently deleted. (If you want all files
and folders in Recycle Bin are to be deleted, then on the File menu, click
Empty Recycle Bin. The Confirm File Delete dialog box appears. Click
Yes. All the files are deleted from the Recycle Bin.)

4.7.2 Shortcuts
For an easy access to a file that you use frequently, you can create a shortcut to
it. A shortcut does not change the location of a file - the shortcut is just a pointer
that lets you open the file quickly. If you delete a shortcut, the original file is
not deleted. There are a number of ways to create a shortcut to a file. The most
direct route is as follows:
1.

On the Desktop, double-click My Computer. The My Computer window
opens. Or Click on Start and Choose ProgramsgWindows Explorer.
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2.

Double click the drive that contains the file or folder you want to create
a shortcut.

3.

Select the file or folder you want to create shortcut. Right-click on the
file or folder. On the menu that appears, click Create Shortcut. The
shortcut appears on the selected drive or folder. (If you want to place the
shortcut on the Desktop right-click on the file or folder. On the menu
that appears, click Send TogDesktop (created shortcut). The shortcut
appears on the Desktop.)

To remove a shortcut from your Desktop, drag the shortcut to the Recycle Bin
icon or use the right mouse button pointing the shortcut to be deleted and click
Delete. To rename a shortcut, close all other open windows, click the right
mouse button pointing a file or folder icon to be renamed, click Rename on the
menubar that appears. Type the new name to replace old name and then press
ENTER.

4.7.3 Windows Most Common Tasks
Every Folder in Windows has a layout as shown in Figure 4.6 This layout is called
a window. The Menu Bar, Title Bar, Taskbar, Scroll Box, and three squares
( – q×) at top right are common to all windows, whether you have a Folder or
File - Open or Close. To start an application or access a file/folder you have to
Open, when you finish you should Close. You have already learned about Taskbar.
We will discuss the other parts of window now.
1.

Minimize, Maximize/Restore, and Close
Every window has 3 squares at the top right of the screen – q x. The
minus sign is Minimize. A minimized window is still open, and a window
button appears on the Taskbar. The double-square q is Maximize/Restore.
You can maximize the window of your file to fit the entire screen. If you
click again the application takes the usual size (you can see the Desktop
behind) if you have several files opened, “maximizing” put them on top
of each other so you can see only one file at the top, by "restoring" you
will have all the files visible on the desktop, just choose one and start
working: you can write and draw at the same time very easily. To close
anything just press on x.
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2.

Title Bar
The Title bar resides at the top of the screen. It displays the name of the
program in which you are working. It also displays the name of the file
or folder or drive you are working with. You can also use Title bar for
enlarging and reducing the window by double-clicking on the Title bar.
Suppose you opened two or more windows (file, folder), to see in which
one you are working, look at the Title bar and the Title bar shows the active
window. The advantage of Windows is that you can move the window and
place it wherever you want; it is like moving a piece of paper on your
actual desktop. Just click the mouse on the Title bar (the window should
not be maximized; if it fits the screen you will not be able to move it)
hold it and drag. To drag an item you need to click on the Title bar, hold
it, then move the mouse. The whole process is called Drag and Drop.
You can also move a window (if window is not Maximum) by right
clicking on Title bar and selecting Move. By using the mouse you can
even change the size of the window : (not maximized) take the mouse
pointer to the border of the window, a double-edged arrow will appear:
↔

o let you change the height, n is for the Width. at the edge of the window let
you resample - the ratio between Height and Width is a same.

3.

The Scroll Bar
When you exceed the size of the Window, a vertical rectangle - Scroll
bar - appears at your right. The same applies if you went over the Width
limit, an horizontal Scroll box appears. To go through the text, just Drag
the scroll bar until you reach the location, you can also click on the arrows
at the edges of scroll bar to browse. A Window cannot extend beyond
the size of your screen, therefore, the scroll bar is the perfect solution
to extend beyond the boundaries. The size of the scroll bar (rectangle)
indicates the length of the document.

4.

Menu Bar
Windows 98 provides a variety of menus you can use to choose and
perform different tasks. The most frequently used menu in Window 98
is Start menu, which you have already learned. In addition to Start menu,
there are many windows and programs that have their own sets of menus
and commands.

74 :: Certificate in Computer Science

Intext Questions 4.2
1.

What are the features of Windows Explorer?

2.

What are the steps for permanently deleting a file?

3.

What is a shortcut?

4.8 Sharing Folders and Printers
You can share your documents (files) and printers attached to your computer
with other people on the network. To use file and print sharing, you must first
choose which of the following two types of access you want to give to other
users:
a.

Share-level access control is the default access setting. It lets you
require a password for each shared resource.

b.

User-level access control lets you specify who has access to each shared
resource, but it does not require a password.

By default you will be having a Share-level access control. To change it to Userlevel access control, follow the steps given below :
i.

Click Start, select Settings g Control Panel, and then double-click
Network. Click the Access Control tab. The Network dialog box appears.
Click on User-level access control.

ii.

In Obtain list of users and groups from, type the name of the domain
or server you want to use, and then click OK. You may be prompted to
supply additional information about the domain or server you specified.

iii.

Restart your computer.

To set up file-sharing and print sharing services, follow the steps given below :
i.

Click Start, select, Settings g Control Panel, and then double-click
Network. Click the Access Control tab. The Network dialog box
appears. Click on File and Print Sharing.
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ii.

Select the check box(es) the sharing options you want, click OK, and then
click OK again. A message prompts you to insert your Windows 98 CD
or Setup disk so that File and Print Sharing can be installed. You must
restart your computer before the new settings will take effect. After you
have set up file-sharing services, you can share a folder or printer.

To share a folder with share-level access control, follow the steps given below:
i.

In my Computer, right-click the folder you want to share, and then click
Sharing in the submenu. Properties dialog box will appear. Click on the
Sharing tab, and then click Shared As.

ii.

In Share Name, type a name for the folder. In Comment, you can type a
brief comment or description of the folder.

iii.

In Access Type, click Read Only, or full depends on Passward. Regardless
of which type of access you select, you have the option of adding a
password.

iv.

Type a password if you want to use one, and then click OK. Retype the
password and then click OK. The folder or printer icon changes to a folder
or printer with a hand, indicating that the item is now shared.

To share a folder with User-level access control, follow the step given below :
i.

Follow the steps i. and ii. as stated above.

ii.

Click Add. In the Add Users dialog box, click the name(s) of the
person(s) to whom you want to grant permission(s). You can scroll the
list of users, or you can type the name and the list will scroll
automatically. If you want to grant the same permission to everyone
connected to your network, leave The World selected.

iii.

Click the type of access permissions you want to give to the selected
user(s). Read Only means the user has the ability to read, but not change
remove files. Full Access means the user has the ability to read, delete,
and change file. Custom means the user has a combination of privileges
that you specify.

iv.

When you are finished adding users permission, click OK.
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The share a printer with share-level access control, follow the steps given below:
i.

In My Computer, double-click the Printers folder. Right-click the
printer you want to share, and then click Sharing. On Sharing tab, click
Shared As.

ii.

In Share Name, type a name for the printer. In Comment, you can type a
brief comment or a description of the printer.

iii.

In Password, you can type a password, retype the password to verify if.
Click OK.

iv.

Click OK. If you typed a password, retype the password to verify it. Click
OK.

To share a printer with User-level access control, follow the steps given below:
i.

Follow the steps i. And ii. as stated above.

ii.

Click Add. In the Add Users dialog box, click the name(s) of the
person(s) to whom you want to grant permissions. You can scroll the
list of users, or you can simply type the name and the list will scroll
automatically. If you want to grant the same permissions to everyone
connected to your network, leave The World selected.

iii.

Click Full Access. The name(s) of the person(s) you have chosen will
be moved to the box on the right side of the screen. When you are
finished adding users and permissions, click OK.

If you have correct permisions, you can use files and printers that are shared on
other computers. To use a shared folder or printer, follow the steps given below:
i.

Double-click Network Neighborhood

ii.

Double-click the icon for the computer that controls the folder or printer
you want to use. If the computer you are looking for is not in your
workgroup or domain, first click Entire Network, and then double-click
the appropriate workgroup or domain.

iii.

To use a shared folder or printer, double-click its icon.
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4.9 MS-DOS-Based Program
You can run MS-DOS-based programs by using the MS-DOS Prompt command
in the Programs menu. Click on Start and then choose Programs g MS-DOS
Prompt. This opens an MS-DOS command window in which you can run your
MS-DOS-based programs.
Using MS-DOS Commands : We have given some examples below to know
how to use MS-DOS based commands:
1.

Be sure that the MS-DOS window is active.

2.

At the MS-DOS prompt (C:\), type DIR and press Enter. The files and
folders stored in your open folder on the hard disk appear in a list. The
DIR command means “directory” and lists all files and folders in your
current directory (folder).

3.

At the next MS-DOS prompt, type “CD\Windows” and then press ENTER.
The folder changes to the Windows folder in the same drive (if it exists).
The CD command means “change directory”. The backslash (\) and
Windows indicates the directory path for your Windows folder.

The following Table gives a list of MS-DOS commands.
Table 4.1
List of DOS Commands
command /?

List switches for the DOS command "command"

path=c:\windows;c:\dos

specify in which directories DOS searches
for commands or programs

prompt $p$g

make the DOS prompt display the current
directory

dir

list files in the current directory in one
column

dir /w

list files in five columns

dir /p

list files one page at a time
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dir *.exe

list all files with an "EXE" extension

dir z???.exe

list "EXE" files that have four letters and
start with z

dir winsock.dll/s

searches for the file "winsock.dll" in the
current directory

type file.ext

view the contents of the text file "file.ext"

edit file.ext

use the DOS 5 editor to edit the file
"file.ext"

a:

change to the A: drive

md c:\myfiles

make a new subdirectory named "myfiles"

cd c:\myfiles

change to subdirectory "myfiles"

rd c:\myfiles

remove the existing subdirectory names "myfiles"

del file.ext

delete a file named "file.ext"

ren f1 f2

rename file "f1" to "f2"

copy f1 f2

copy file 'f1" to "f2"

verify on

turn on verification of copy commands

verify off

turn off verification of copy commands

xcopy d1 d2 /s

copy all files and subdirectories in
directory "d1"

xcopy d1 d2 /p

ask for confirmation of each file before
copying

diskcopy a: b:

duplicate a disk using two floppy drives

diskcopy a: a:

duplicate a disk using the same floppy drive

format a:

format floppy disk in drive a:

format a: /s:

format a bootable floppy disk (include system)

backup c:\d1\*.txt a:

back up all files with the extension ".TXT" in
"c:\d1\" to the "a:" floppy drive
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backup c:\ a: /s

back up the entire C: drive to floppy drive a:

restore a: c:\d1\*.txt

restore certain files to C: from A:

restore a : C:\/s

restore back-up files and subdirectories

ver

check the version of DOS

time

check or correct the system time

date

check or correct the system date

cls

clear the screen

scandisk

scan and check the disk C: for errors

chkdsk

check disk and memory usage of the current disk

chkdsk /f

fix errors reported by chkdsk

chkdsk filename

check a particular file

chkdsk a:

check a particular disk (a floppy in the a: drive)

mem

check memory usage

Note : Replace the drive letter as needed for your own computer. Also, you can
type these commands in either upper or lower case letter, because DOS does
not distinguish case.

4.10 What you have Learnt
In this lesson you learnt about the need and functions of operating system. In
particular, you learnt the basic features of Windows98. Windows is a GUI which
use pictures, symbols and words on the computer monitor and can be controlled
by a mouse. It handles internal function of the computer and manages computer
memory input and output operations. Now you will be in a position to operate
the computer.

4.11 Terminal Questions
1.

Write the utilities of the following Tools tab options of the Properties
Window in My Computer :
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2.

(a)

Error-checking status,

(b)

Backup status, and Defragmentation status.

What are the utilities of the following in Windows 98?
(a)

My Document

(b)

Recycle Bin

(c)

Internet Explorer, and

(d)

Network Neighborhood

3.

Explain briefly the functions of Start button and Taskbar.

4.

Explain the steps in creating a folder.

5.

Explain the steps in opening a file or folder.

6.

Explain the following
(a)

Minimize, Maximize/Restore, and Close

(b)

Title Bar

(c)

The scroll Box, and

(d)

Menu Bar.

7.

Explain the steps in using files and printers controlled by others?

8.

What is a shortcut. How do you create shortcut.

4.12 Feedback to In-Text Questions
In-Text Questions 4.1
1.

Creates the link between the user and computer. It handles internal
function such as managing the computer memory. It is a graphical user
interface. The world wide web is easily accessible from anywhere through
Windows. Supports DVD and digital audio.
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2.

(a)

Moving the mouse to place the pointer on an item is called
pointing.

(b)

Pointing to an item on the screen and the quickly pressing and
releasing the left mouse button is called clicking.

(c)

Pointing to an item on the screen and then quickly pressing and
releasing the mouse button twice is called double clicking.

(d)

Pointing to an item on the screen and then holding down the mouse
button is called dragging.

3.

The Deskstop is place where useful things are accessible by the user,
depending on which options you choose during installations.

4.

My Computer contains
hard drives 'C', floppy drive, CD ROM drive, printers, control panel, Dial
up Networking and Scheduled task.

In-Text Questions 4.2
1.

Instead of opening drives and folders in separate windows, the user can
browse the content in a single Window in a hierarchical structure.

2.

On the desktop double click Recycle Bin. In Recycle Bin select the file
or folder you want to permanently delete. On the toolbar click delete.
The confirm file delete dialog box appears. Then click yes, the file is
permanently deleted from the computer.

3.

Shortcut is just a pointer that lets you open the file quickly. If you delete
a shortcut, the original file is not deleted.

