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Conﬁguring and Formatting a
Computer

-

All the activities in this unit are based on Microsoft Windows 10 operating
system.

4

Let us set up the correct time zone, date, time, currency and the number
format of the computer.

e The operating system allows all these settings to be done on one dialogue
box.
e Therefore, follow the steps given below for the settings.

Step 01 - Click on the icon . and click on 'Control Panel' under "Windows
System'.

l Windows PowerShell

Control Panel

File Explorer

Run
Task Manager

This PC

o h’ﬂe here to search
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Step 02 -

Click on 'Date and Time' on the control panel.

Adjust your computer's settings

Administrative Tools
El Color Management
= Device Manager

&l File Explorer Options

[5g AutoPlay
[ Credential Manager
@ Devices and Printers

@ File History

‘b Backup and Restore (Windows 7)

f’f’ Date and Time

1 Display
Flash Player (32-bit)

Step 03 -

Click on the button 'Change Date and Time' in the dialogue box that

appears. Insert the correct date and time in the dialogue box and

click 'OK' button.

o Date and Time

Date and Time  additional Clocks  Internet Time
Date:
Saturday, February 24, 2018

Tirne:

10:42:56 Phl

"%/ Change date and time..

5

(UTC+05:30) SriJayzwardensep ura

Time Tone

Change time zone...

Daylight Saving Time is not observed by this time zone,

oK Caricel Apply

.

:

o Dateand Tin

Setthe date and time:

Date: Time:
4 February 2018 +
Su Mo Tu We Th Fr Sa
28 29 30 31 1 2 3
X 4 5 6 7 & 910
1 12 13 14 15 16 17
18 19 20 21 2 23 [
25 26 27 28 1 2 3
4 5 6 7 & 910

7

Cancel

Step 04 -

Change calendar settings
8

1

Click on 'Change Time Zone' in the dialogue box "Date and time".

Select "Sri Jayawardenepura" as the time zone in the dialogue box
and click 'OK' button.

#f Date and Tirme

Date and Tims  Additional Clacks  Internet Time

Date;
Saturday, Fehruary 24, 2018

Tirne:
10:58:42 Ph

) Change date and time..

Time zone

(UTC+05:30) Sri Jay awsrdenepura

Daylight Saving Time is not observed by this time zone,

Cancel

| oK Apply

Set the time zone;

=

Tire zone:

| (T +05:300 Sri Jayawardenepura

Current date and time: Saturday, February 24, 2018, 10:59 P

11

For free distribution



Step 05 - Let us format data and time. Click 'Region’' in 'Control Panel'.

3 i MA  Network and Sharing ]
% Nero BurnRights (32-bit) I_.,, iy NVIDIA Control Panel
o Programs and Features @ Recovery 12 }::> 9 Region
"’l) Sound 1[3- Speech Recognition Eg Storage Spaces
ﬁ Taskbar and Navigation IE Troubleshooting % User Accounts
Step 06 - Click 'Formats' tab in the dialogue box. Select the data and time

format you like and click "Apply".

E:> Locatian  Adrimisteative
Farrnat: English (United States)
| Match Windows display language (recormmended) -
Language preferences
Date and time formats
Short date: i'_wdfm v,
14 ,\> Long date: édddd, FlIbAM d, vy Vi
v Shortkime: i |
Lang time; ;h;mm;sstt =
First day of week: ?Sunday v
Exarmples
Short date: 2faame
Long date: Saturday, February 24, 2018
Sharttime: 116 PM
Long tirme: 111603 P
Additional settings..
| conos [ | <,:" 15
Step 07 - Let us select the number format, measurement system and the

currency in your computer. Click on the button 'Additional Settings'
in the same dialogue box. Click "Numbers" tab in the dialogue box
that appears and select 3 digit grouping as 'Digit grouping' and
"Metric" for "Measurement system".
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Fomats  Location Administrative
Format: English (United Statesp
Match Windovws display language (recommended) ~|
Language preferences
Date and time formats
Short date; [M/dryy ~|
Long date: [u&&d, I\/}I\;\Ml;ﬂ d, yg,w ey 2 v-‘
Shorttime: ‘h:mm t V‘
Long time: ‘h:mm:sstt v‘
First day of week: ‘Sunday v‘
Examples
Short date: /242018
Long date: Saturday, Februany 24, 2018
Shorttime: 1116 PM
Long time: 11:16:03 P
16 | Additional settings... ‘l
0K | Cancel Apply

Step 08 -

NWbEVSICurrency Time  Date

Example

Positive: | 123,456,780.00 Megative: | -123,456,789.00

Decimal symbol:
Mo. of digits after decimal:

Digit grouping symbol:

>I Digit grauping:

MNegative sign symbol:
Negative number format;
Display | eading zeras:

List separstar:

P>

Weasurernent syster:

Standard digits:

Use native digits:

Click Resetto restore the system default settings for
numbers, currency, time, and date.

(3

Cancel ‘I

tab and delete $. Type Rs. instead and click 'OK' button.
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Example

Currency symbol:

Positive currency format:

Decimal symbol:

Digit grouping symbol:

Digit grouping:

23

Date

Negative currency format:

No. of digits after decimal:

Positive: | $123,456,769.00 Megative: | ($123,456,789.000

Click Reset ta restore the system default settings for
numbers, currency, time, and date.

| v
$1.1 v
$1.1) ¥l
E =
2 vl
123,456,789 v

Reset

] [
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Let us set currency unit relevant to our country. Click on 'Currency’
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(Computer file attribute conﬁguratio@j

For this purpose, you need to log into the computer using an administrator
account. Therefore, these activities will be demonstrated to you by the
teacher. Select the file that you need to change or explore the attributes. Then
follow the steps below;

Step 01 - Right click on the selected file and click on 'Properties' from the
menu you get. You can then examine the attributes such as type of
file, location and size in the dialogue box that appears.

Open sic & Properties

EdR Gerneral  Security Details  Previous Wersions
New

Print |\Jisual Basic B

™ Convert to Adobe PDF _I_'\

% Convert to Adobe PDF and EMail 2 >| Tupe of file:  Microsoft Word Document [ docx]

%3 Combine supported files in Acrobat... _I_V Opens with: (] Word 2076 T W
Open with o —
Share with > 3 N g Location: C:Alsersvithula wiesekerahDesktop

g Add to archive... | v Size: 27.2 KE [85.915 butes)

3 Add to “ingi.rar" Size ondisk:  98.0KE [90,112 bytes)

g Compress and email...

g Compress to “ingi.rar" and email Created: Sunday, February 11, 2018, 7:5527 PM

& Scan With Smadav Medified  Friday, February 16, 2018, 7:02:24 &M
Restore previous versions .

Accessed: Friday. February 16, 2018, 7:02:24 A
Send to >
Cut Attributes: [JPRead-only  []Hidden Advanced.:. |
Copy
Create shortcut
Delete
—I_ Rename
(a8 C. | Appl
1 Properties I—I J e b
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Step 02 - There are two special attributes available here to protect your file.
They are 'Hidden'; to keep the file not to be seen by anyone and
'Read only'; to give permission to read only, not to be edited. These
attributes can be activated by clicking on check boxes in front of
them. One or both attributes can be activated at the same time. For
that, the steps given below can be followed as necessary. After the
selection, click on 'Apply' and then 'OK' buttons.

B Yisual Basic 6 Properties

B \isusl Basic 6 Properties
P

Gereral  Securty  Detalls  Previous Versions

rmi'f‘ |\-’\sual Basic B ‘

Genewdl  Security  Details  Previous Wersions

|\F\sual Basic b |
Typeoffle:  Microsoft 'Word Document [ dacs] Typeoffle.  Microsoft Word Document [ docw)
Opens with [ word 2016 r aanige... J Operswith [ Wiord 2016 | Change...
Location: Ciilsers\Athula Wisekera\Desklop Location: C:\Users\Athula Wiissekeia\D eskiop
Size: B7.8KE (B3.915 bytes) Size: 87.0 KB [89.915 bytes)
Size ondisk:  B8.0KE (30112 bytes) Size on disk:  88.0 KB (90,112 bytes)
Created Sunday, February 11, 2018, 7.55:27 PM Created: Sunday, February 11, 2018, 75527 FM
Modified: Friday. February 16, 2018, 7:02:24 A Modified Friday, February 1B, 2018, 7-02:24 AM
Accessed Friday. February 16, 2018, 7:02:24 AM Accessed Friday, February 16, 2019, 7:02:24 AM

4 > Atibures: [] Hidden | Advanced.. | Aftibutes:  [JRead-only | ] Hidden | ddvanced '_

g

== o [T ]

\

e If you have forgotten the place where you saved a particular file in an
earlier occasion, there is a possibility for you to find it again using the
file name, file type and the date saved, etc. Let us learn the way to find
such files using file types. If the file type is known, files of that type in
the computer can be listed out. File type is shown in file name as its
extension. Hence, let us see how to find all such types of files using the
file extension.

o For instance, let us find a file with an extension 'docx'. Follow the steps
given below;
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Step 01 - First, let us go to 'File Explorer'. Right click on - icon. Click on
'File explorer' in the menu that appears.

Task Manager

Settings

Search

Run

Shut down or sign out

Desltop

Step 02 - Click on 'This PC' in the 'Search' ribbon. Then, on the top right hand
corner of 'File Explorer' window, in the place 'Search quick access',
type 'docx' as the file extension that you try to search. Then, all the
files in the computer with 'docx' extension will be shown to you.
Select the file you want from the list.

= SearchTocls  docx - Search Results in This PC -
Home  Share  View Search
Current folder ﬁ 2 Kind - 43 Recent searches x
| e subtoigers| = ESeex [] Advanced options =
Y v Date - Openfile  Close
) Search againin = mogified~ L Other properties =[] Save search Tocativey, | seireh
Location Refine Options
v 4 [l 5 Search Results in This PC » v
3 5 Quick access 4 S Search quick access 2
Py
3 ~ Frequent folders (9)
Desktop Downloads _ Documents Pictures
This PC This PC 42 ThisPC (5] This PC
M + = =

a search filter

g rnodified:  Size

Note well : The screen captures shown in this
chapter may vary according to the Windows
operating system updates.
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Select the most suitable word / words from those in the box to fill the blanks in the
statements given below.

computer, ethernet port, keyboard, PS2, HDMI, driver software, uninstall,
VGA, disconnect power supply, restart, hardware defects, main storage,
USB, install, software defects, RJ45, application software, mouse

10.

Common problems faced with the use of computers are ...........ccccccvveeeennnn. and
INactive .....cccceevvevveecieennnnns and ...oooveeeieieee, are hardware problems.

It is essential tO .....cccooevveiiieeirennnn. when checking cables connected to the
computer.

To connect keyboard and mouse .............cccceevvennnnne. POTL OF oo,
port can be used.

RJ45 cable is connected to the ..........c.cccveeieennnn. port of @ ...ooceveeiiiiiieeee,

The basic solution to most of the problems in computers iS t0 ..........ccceeeeeunenee.
the computer.

Some hardware connected to computer may not function because
.............................. is not installed properly.

Lack of space inthe .........ccccceeniienenne slows down a computer.

To make a computer run more efficiently, it is needed to ........ccceveverinnnens
unnecessary software.

|

Match the images in the first column with the words in the second column
and write the relevant English letter in the blank.

DVI port

SD card port | ..o
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HDMI port | ..

eSata port | .

Parallel port | ..

VGAport | e

Micro USB port | .............

RJ45 Ethernet port | .covveeee

HD Audio port | ..

Display port | ...

PS/2 port | e

USB port | e
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Select the correct answer from the multiple answers given and underline it.

1.

4

What are the two main problems that you might face when using the
computer?

financial and language problems
mathematical and hardware problems
hardware and software problems
software and language problems

o o

Which is an example for a simple hardware problem?

a. Operating system does not work
b. Mouse does not work

c. Takes longer time to start

d. Main memory contains less space

A computer fails to connect to the network when it has:

a. a software problem

b. ahardware problem

c. acomputer virus

d. all the faults given above

You need to check on the power supply to a computer when it fails to
start. In such a situation, what you need to do first is to

a. fix the power cable correctly to the computer.
b. check the power cable to the UPS.

c. disconnect power form the main supply.

d. press the button to activate the computer.

Which device of the following cannot be connected to the computer
using a USB port?

a. printer

b. display screen
c. scanner

d. keyboard
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10.

The most suitable port to connect a television to the computer is a: \

a. USB
b. DVI
c. eSata
d. HDMI

The port to which the monitor cannot be connected is,

a. DVI
b. USB
c. VGA
d. HDMI

You cannot open the spreadsheet software up in your computer. The
reason may be:

a. an active virus

b. corrupted spreadsheet software

c. expiry of trial period

d. due to one of the reasons given above

Which of the following device uses the e-Sata port?

a. screen
b. mouse or keyboard

c. high quality HD speakers
d. external storage devices

In the past, many devices were connected to the computer using a port
which was unique to the device. However, with the advancement of
technology, there are modern computers with a common port to which
many devices can be connected. This port is known as;

a. HDMI
b. eSata
c. DVI

d. USB
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