
Computer Management
Part 1

1



 Shortcuts

A Shortcut is a icon that works like a 
link to a specific program, file or folder
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Computer Management



 The following shortcut icons will be found on desktop 
whereafter you can add your own.

 My Documents

 My Computer

 Recycle BIn
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 Creating Shortcuts
Right-click on desktop and choose New from menu, 
Select Shortcut, Browse to the folder you want to be a 
shortcut and enter the name
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Shortcuts



 Lets say you want Microsoft 
Excel to appear as an Icon on 
your desktop.

 Click on start button, Choose All 
Programs, Go down to Micrsoft 
Office, Click on it, Now right-
click on Microsoft Excel and 
choose „sent to – Desktop”
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 Screenshots
 A Screenshot is an image of your computer screen

 Press the PrintScreen (PrtSc) button on your 
keyboard. 

 Open a word document or PowerPoint and  simply 
paste  (Ctr + V) and the sreen image will appear
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Screen Shots



 The result of 
taking a 
screenshot of your 
Desktop
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 Compres or Zip a folder to make it smaller maybe for 
sending with email.

 First find the  file or folder that you want to compress, 
click right on the folder and choose send to and then 
compressed file.
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Compressing files and Folders



 Decompres or UnZip a folder to change it back to its 
original size or simply to open it so that you can acces 
the file again.

 First find the  file or folder that you want to 
decompress, double click on it and it will open.
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Decompressing files and folders
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 Adding new peripheral such as a printer usually 
connects via a USB port.

 First install the cd that came with the Printer or you 
can go to the Control Panel, Printers and Faxes and 
then choose Add Printer. Using the wizard it will 
guide you through the installation
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 Why do you want to change the default of a printer ?

 Let say you have a colour jet printer for photos and 
you have a LaserJet printer work projects and 
documents, you know that you are going to use the 
LaserJet more than the Colour Jet, and you don’t 
want to print a 100 page document accidentally to a 
colour jet print
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Why changing the Default Printer



 Start Menu

 Go to Control Panel

 Go to Printers and faxes

 Right click on the printer 
that you want to make the 
default

 On the menu that appears 
choose „Set as Default 
Printer”.
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How to change the Default Printer



 When you send a document to the printer, the 
computer stores this file temporarily on the hard disk 
waiting for the printer to get ready for printing.

 When you send a second document to be printed and 
the first document is not ready to print, these 
documents will be placed in a queue.
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Printing and Printing queue



 When you want to delete a document that is already 
been sent to the printer, you open the print queue, 

 Control Panel – Printers and faxes – Click on the 
printer

 Click on the file and press the delete key, or open the 
Document menu and choose Delete.
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Deleting a document in queue


