LESSON 7- MAINTENANCE

Objective

Windows Update

Learn how to maintain your hard drive
Schedule Backup and restore

Maintain user account

Public folders, shared folders and network
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Windows Update
Control Panel » System and Maintenance

The follow screen indication you need to install updates. Just click on the
Install Update button.

(N[5  System and iinanance» Windows Updste -

£+ Check for updates Windows Update
Change settings
View update history @ Download and install updates for your computer

Restore hidden updates

Total: 2 important updates, 10.2 MB nstall updates

©) UF“jEF frequently asked Also available: 1 optional update

View available updates
Always install the latest updates to enhance your
computer's security and performance.

Most recent check for updates:  Today at 8:14 AM
Updates were installed: Yesterday at 6:55 AM. View update history

You have Windows set to: Automatically install new updates every day at 3:00 AM
(recommended)

You receive updates: For Windows and other products from Microsoft Update

Seealso
Security Center

Installed Updates

The following screen show the system is up-to-date.

Windows Update

@ Windows is up to date

re hidden updates
Available: 1 optional update Wiew available updates
sked
Mo new important updates are available for your
computer,

Meast recent check for updates:  Today at 7:29 AM
Updates were installed: Today at 7:30 AM. View update history

You have Windows set to: Automatically install new updates every day at
See also 3:00 AM (recommended)

4 4 You receive updates: For Windows and other products frem Microsoft
Security Center Update

Installed Updates
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Please read and accept the license terms

Windows Malicious Software Removal Tool - March 2009 (KB890830)

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT WINDOWS MALICIOUS SOFTWARE REMOVAL TOOL

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the
software named above, which includes the media on which you received it, if any.
The terms also apply to any Microsoft

* updates,

* supplements,

* Internet-based services, and

* support services

for this software, unless other terms accompany those items. If so, those terms i

@ I accept the license terms m= Print
pi
(1 Idecline

| @Einish | Cancel

Read the licensing agreement and click the “I accept the license terms” radio
button. If you decline, updates will not install.

() « Srtem mavamtennce » Windows Upsste | &

Windows Update

Change settings

View update history Downloading updates...

ore hidden updates i
l 'Tp‘ Stop download

quently asked .
Downloading 2 updates (10.2 ME total, 20% complete)

Most recent check for updates:  Today at 8:14 AM
Updates were installed: Yesterday at £:55 AM. View update history

You have Windows set to: Automatically install new updates every day at 3:00 AM
(recommended)

You receive updates: For Windows and other products from Microsoft Update

See also
Security Center

Installed Updates

Notice the progress bar during the download process. Dependin g on the
speed of your internet connection, this may take several minutes.
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Hard Drive Maintenance

Open the Computer windows. Right-click on the hard drive icon. On most

system the first had drive is (C:)

Favorite Links
EE. Documents
EE Pictures
B Music

MMore

Folders

Bl Desktop
|ﬁ Heman
| Public
18 Computer
& HP ()
—w FACTORY_IMAGE (D:)

A8 mm e - ITXN

HP (C)) Space used: -

Total Size

Mame Type :

Hard Disk Drives (2)

&>

HP ()

g

FACTORY ..
(D)

Devices with Removable Storage (8)

4

<

BD-ROM
Drive (E:)

Removable
Disk (F)

Removable
Disk (G2)

Space free: 567 GB
Total size: 691 GB

To keep your computer running smoothly it needs a bit of care. It does not
need daily care, but you should have a schedule to maintain your computer
every so often. You might want to run Disk Defragmenter a few time a year,
Disk Cleanup weekly and ScanDisk more often. It is all a matter of how

much the computer is used.

TASK DESCRIPTION

ScanDisk Detects and, where possible, repairs problem on the hard
disk.

Disk Rearranges files and unused space on your hard disk so that

Defragmenter | programs run faster.

Disk Cleanup | Frees space on your hard disk by locating and removing
temporary files.
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SCANDISK

-Over time, errors begin to appear on the computer's hard drive, affecting its
performance. Fortunately most of the hard drive damage caused by normal
wear and tear is not serious and can easily be diagnosed and fixed by a hard
drive repair program. This hard drive repair program is called
"ScanDisk." Do this first before using the "Disk Defragmenter.”

Close all programs before beginning the scan.
1. Open My Computer

2. Right click the C-drive icon and select Properties from the shortcut menu.
The Properties for the selected drive appear in the General Properties dialog
box.

When you open Computer or My Computer and right click on the C drive,
you will see a drop down menu that is similar to the illustration below.

Open

Explore

Search...

Browsze with ACDSee

Sharng...

Scan with Morton Anthins
System |nfarmation

YWipe Free space

& AddtoZip

Faormat...

Click on Properties

Create Shortcut

Fename /

Froperties

ScanDisk and other maintenance tools are located on the Tools tab.
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General |Too|5 I Hardware I Sharing I Security I Quota |

&

Type: Local Disk
File system:  NTFS

. Used space: 131,745,374 208 bytes
. Free space: 610,372,255, 744 bytes

Capacity: 742117 629,552 bytes DiSk Cleanup .
can give you extra
y'd hard drive space by
deleting temporary
files.
[ Compress this drive to save disk space
Index this drive for faster searching
[ ok [ cancal || ool
(& Hp () Properties X
| General | Tools | Hardware | Sharing | Securty | Quota |
Emorchecking Click the Check Now to the
<> Lisr:ption will check the volume for Scan DlSk process

Defragmentation

Ei “ This option will defragmert files on the volume.

Check Disk HP (C3)

Chedk disk options

Bachkup

& This option will back up files on the volume.
& Automatically fix file system errors

["] scan for and attempt recovery of bad sectors

1. Click the Tools tab.

2. Click the Check Now button to start the ScanDisk Program. See the
above illustration. It will  check the C-drive, since that is what was
selected above in step 2. It may take several hours if you have a large
hard drive. This test is equivalent to an annual car inspection.
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Check Disk HP (C3) ‘ [

Checdk disk options

Automatically fix file system errars
[ Scan for and attempt recovery of bad sectors

Start J[ Cancel ]

3. Click the "Automatically fix errors"” box. If this is not checked,
ScanDisk will prompt you each time an error is found. Also check
“Scan for and attempt recovery of bad sectors” box.

4. Click Start.

= Choose which files to clean up

2+ My files only

@ Files from all users on this computer

Cancel

Disk Cleanup A ﬁ

=g Disk Cleanup is calculating how much space you will be
‘e abletofree on HF (C:). This may take a few minutes to

complete.

Calculating...
— | [ Cancel ]

1 Scanning: System emor memony dump files ||

5. Click Close to close the Results window, click Close again to close
ScanDisk program and click OK  to close the Properties window.

ScanDisk should be used often for the floppies. They are notorious for
developing disk errors.
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DISK DEFRAGMENTER

A fragmented disk is a case of files being stored in nonadjacent units and
the computer having difficulty locating the files that you are commanding it
to find.

A simple explanation: A department store is going to have an after
Christmas sale. All the item are stacked neatly - all the shirts are stacked by
size, style and company, all the sweaters are on another table stacked neatly,
the ties are display orderly by color, etc., etc. The "bargain hunters" are
crowded outside waiting for the doors to open. The time has arrived. The
doors are open. Imagine the chaos. Everything is everywhere!

This happens to your computer after you have worked on it. Fortunately, the
Disk Defragmenter can come to your rescue. The following is a simplified
version for directing the computer to put the files in adjacent units for easy
retrieval. Close all programs, including anti-virus and screen savers before
defragmenting.

1. Open Computer

2. Right click the drive that you want to defragment
usually the C Drive

3. Select ""Properties™
4. Click the ""Tools™ tab
5. Click the "Defragment Now"* button .

f |
i Disk Defragmenter _ . E=JEET X
> [isk Defragmenter conselidates fragmented files on your computer's hard disk to improve system
« performance, How does Disk Defragmenter help?

| Bun on a schedule (recommended)

Run at1:00 AM every Wednesday, starting 1/1/2005 | Meodify schedule... |

Last run: 3/11/2009 11:33 AM

Mext scheduled run: 3/18/2009 1:00 AM | Select volumes... |

y Scheduled defragmentation is enabled |

Your disks will be defragmented at the scheduled time. Dehiaoment now,, |

6. Click all of the drive check box. You
7. Click the check box for all hard drives you wish the defragment.
You can choose as many as you like.
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Disk Defragmenter: Defragment N_ ﬁw

Select the checkbox for each disk you want to defragment.

Disks to defragment:

(=] (Select all disks)

HP ()

[C] FACTORY_IMAGE (D:)
[ )

| ok || Cancel |

If you decide not to run the process immediately, you can click on the
“Modify schedule”. This will start Windows Scheduler program where you
can automatically schedule the Deframent process.

+  Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system
- performance. How does Disk Defragmenter help?

[¥] Run en a schedule (recommended)

Run at 1:00 AM every Wednesday, starting 1/1/2005 ’ Meodify schedule... ]
Last run: 3/11/2009 11:33 AM
Mext scheduled run: 3/18,/2009 1:00 AM [ Select volumes... ]

) Defragmenting hard disk (C:)...

! : - Cancel def tation |
This may take from a few minutes to a few hours |’ e 2gmenEnan =|

Defragmentation can take several hour, may be even over night. If you wish
the cancel, the Cancel defragmentation button.

8. Close the "Disk Defragmenter" window when done.

Note: Do not power down Windows while the hard drive is being
defragmented. This could cause damage to your hard drive.

Defragmenting can take a long time - could be several hours.
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Optional Method

Disk Defragmenter can also be accessed by going to Start > All Programs >

Accessories > System Tools.

HOMEWORK

Using Window Task Scheduler

This tool can be use the schedule update, backup and disk maintenance on
the regular schedule you set.

1. Click the Start button.

Choose All Programs: >Accessories > System Tools > Task
Scheduler.

Click Action on the menu bar.

4. Click on “Create Basic Task ” to start the Schedule Task

Scheduler and follow the instructions.

5. Program: Defrag.exe
When you set a time for the computer to perform certain tasks,
your computer must be on during the time that it is set to do the
task.
6. Select the hard drive you wish the defrag.
'IZ:E-:ZI Task Scheduler = | (] ||
File Action View Help
«= @ H
(D) Task Scheduler (Local) Actions
+ L Task Scheduler Library . | Task Scheduler (Local) -

| Owerview of Task Scheduler -

Connect to Another Computer..,

i I_ h You can use Task Scheduler to - ﬂ Create Basic Task...
...+ create and manage common tasks =
~ that your computer will carry out
automatically at the times you
specify. To begin, click a
command in the Action menu.

v Create Task...

m

Import Task...

Display All Running Tasks

k.

AT Service Account Configuration

Task Status - View ,
Status of tasks th... |Last 24 hours - |G| Refresh
E Help

Summary: 24 total - 4 running, 14 succeeded,...

Task Mame Run F *

Consclidater (last run succeede.. 5
HotStart (last run succeeded at ...

[ T Oy | A A P |

Last refreshed at 4/8,/2009 5:50:26 PM Refresh

Lesson 7 - Mantenance.doc 79

6/27/2010



Windows Backup

The file backup and restore features in Windows Vista make it easier for you
to keep your data safe from user error, hardware failure, and other problems.
The Windows Backup and Restore Center gives you one place to manage all
backup and restore features.

Depending on the version of Windows Vista/7 you have, there are two
approaches you can take to backing up files: Automatic Backup, which
backs up just your files and data; or Complete PC Backup, which backs up
everything on your PC, including the operating system and applications.

As this is my first time using the backup features on my new laptop, a full
backup—which is a complete backup of all the files from the selected
categories—is performed right away. Thereafter, only incremental backups
are performed. The term incremental in the context of File Backup refers to
keeping track of new or updated files only. For example, if you have an old
Word document and then make some changes to it, the File Backup tool
would keep complete copies of both the old and updated document. (The
collection of a single full backup and the sequence of incremental backups
created thereafter are referred to as a backup set.)

Setup Automatic Backup
?"i_‘- Backup Status and CUnﬁguratEl‘ _ @1

Automatic file backup is not set up

‘Dv: &
= _,_>" When you set up automatic file backups, Windows will make a copy of the files on
~N your computer to a location of your cheice. System and program files will be
skipped.

Back Up Files

Py What file types are not included in the backup?

_ ﬁ, Afterwards, Windows will scan your system on a schedule that you specify. Mew or
: 3‘/ updated files will be automatically added to your backup.

Restare Files Enabling automatic file backup will help protect your files from loss or accidental
deletion.

{@ Set up automatic file backup
Choose your backup settings and run your first backup.

Backup now

Scan for new or updated files and add them to your backup.

Change backup settings

Adjust your current backup settings or start a new, full backup.
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Backup Destination

To help make protecting your files as convenient as possible, with
Automatic Backup, you can back up your files to an external hard drive,
secondary hard drive, writable CD or DVD, or to a network location. Best of
all, Windows Vista will automatically make backups of your data on the
schedule that you set, so you never have to worry about forgetting to back up

your work.

Where do you want to save your backup?

.3 BD-ROM Drive (E:)

() On a network:

Why don't [ see my hard disk?

What's the difference between backing up files and copying files to a CD?

Backup Source
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Which disks do you want to include in the backup?

There is more than one disk in your computer. The disk that Windows is installed on will always be
included in the backup. You cannot include the disk that you are saving the backup on.

Your backups are being saved on BD-ROM Drive (E:).

=

Disk Total size Used space
w HP () (System) 6912 GB 1236 GB

“q*f FACTORY_IMAGE (D:) 71.5GB 6.5 GB

Which file types do you want to back up?

Allfiles on this computer of the type that you select will be backed up, including files that belong to
other users of this computer. We recommend that you back up all of the file types selected below.

[¥] Pictures Category details

Music Move the mouse pointer over a category on the left

- or select it with the keyboard to see what types of files

Videos will be backed up.

E-mail

Documents

TV shows

Compressed files

[¥] Additional files

Only files on NTFS disks can be backed up. Systemn files, executable files, and temporary files will not
be backed up. What other file types are not included in the backup?

Schedule backup
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[
@@_

How often do you want to create a backup?

Mew files and files that have changed will be added to your backup according to the schedule you set
below.

How often: ’Weekly

What day: ’Sunday

What time: 7:00 PM

Because this is your first backup, Windows will create a new, full backup now.,

[ Save settings and start backup ][ Cancel

Complete PC Backup

With my new laptop all set up and configured, | want to do a complete
backup, protecting everything including the OS, the apps I've installed,
configuration settings, and updates. | use the Complete PC Backup feature,
which can then be used to recover my machine in case of a hard drive failure
or other disaster. | wouldn't have to reinstall all the apps individually and
redo all of my configuration settings. On first run, this feature performs a
full backup of all blocks across the volumes I've selected, minus any blocks
that do not have information stored. Subsequent backups are differential at
the block level (more details about this in a moment).
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@ Application
Writes to Disk

Source Disk HEE EE

Update Backup Image

Backup Disk
(image stored
in VHD file)

Shadow Copy
Storage to
Track Changes

Current Backup Older Backup

Restored Disk Same as Older Restored Disk,
Updated Source Disk Based on Shadow Copy

Figure 3 How data moves in a Complete PC Backup and Restore (Click the image for a larger view)

While both perform backups, Complete PC Backup works totally differently
from File Backup. Complete PC Backup creates a block level image backup
of the entire computer in a virtual hard drive (.vhd) format. During the first
full backup, the engine scans the source disk and copies blocks that contain
data into a .vhd file stored on the destination disk. Although the backed-up
data is not compressed, it is compact.

The next time a Complete PC Backup is performed, only new and changed
data is written to the .vhd file, and old data on the same block is moved to
the shadow copy storage area. Volume Shadow Copy Service is used to
compute the differences between snapshots taken as well as to handle the
process of moving the old data out to the shadow copy area on the
destination disk (see Figure 3). This approach makes the backup fast (since
only changed blocks are backed up) and efficient (since data is stored in a
compact manner). Note that the backup application defines the maximum
amount of shadow copy storage space available on the destination disk. For
a step-by-step procedure on using the Complete PC Backup system regularly
or automatically, see the sidebar "Scheduling Complete PC Backup
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When restoring data, blocks are restored to their original location. If you
want to restore from an older backup, the engine reads from the shadow
copy area and restores the appropriate blocks.

Note that Complete PC Backup can only back up NTFS-formatted disks. If
the backup destination is a hard drive, it too needs to be NTFS-formatted.

System Restore

System Restore is enabled by default. | access the System Restore wizard by
choosing Repair Windows using System Restore, available on the upper-left
part of the Backup and Restore Center (it can also be accessed in the
Accessories\System Tools folder in the All Programs portion of your Start
menu). If | select "choose a different restore point" and click Next, | can see
that restore points have already been created at various points while | was
setting up my laptop, installing applications, and performing backups.
Restore points are turned on by default only on the boot volume, even on a
system where the hard disk has multiple volumes. Restore points are
automatically created during application and driver installations and daily
across the selected volumes (if a restore point has not already been taken on
that day). Restore points can also be created manually by choosing the
System Protection option in the System control panel applet. Shadow copies
created during File Backup and Complete PC Backup can also be used as
restore points.

In Windows XP, System Restore uses a file system filter to keep track of
system file changes. In Windows Vista, System Restore uses VVolume
Shadow Copy Service to keep track of block-level changes over the selected
volumes. This makes System Restore more robust and allows it to support a
broader range of repair scenarios.

Also new, System Restore can now run while your regular Windows
installation is offline. This is done using Windows Recovery Environment,
allowing you to repair your system even if Windows is unbootable.

Shadow Copy

Shadow Copy is nearly invisible. It is enabled by default and requires no
input on the user's part. If a user ever needs to restore a file, that's when she
is likely to first take notice of this feature. It essentially exposes the point-in-
time copies of files that are created by VVolume Shadow Copy Service.
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Restore a File with Shadow Copy

Now, imagine I've had my laptop for a while and I've been using it to create
some presentations. I've finished the presentations and passed them along to
my clients. A month has passed, I'm onto new projects, and I've since
deleted these files. Then my manager asks me for a copy of the old
presentations. This is where Shadow Copy really comes in handy.

There are two ways to look for copies of deleted files. First, if I know where
the file had been stored, I can simply right-click the folder that contained the
deleted file and select "Restore previous versions." From there, | choose a
date that contains the desired version of the deleted file (see Figure 4), click
open, and then copy the target file to another location on the live volume.
This copy operation is as fast as a regular file copy.

= B &
\__/\_/ [BE] « Documents (Wednesday, May 09, 2007, 12:00 AM) » = | 42 ||| search o
- MNarme F Documents Properties =
' WLand Genetal Shaing Secuirity
K % Company Docs Location Previous Versions Customize
= L Graowe Waorkspace Templates
W My Received Files ‘jl Previous versions come from shadow copies, which
’ s (f are saved automatically to wour computer's hard disk,
i My Shapes o of from backup copies. How do | use previous
§] Searches i OneMote Notebooks ersiong?
Product Studio Files Fulder versions:
Updaters ; — |
isBh-:u\mtt:! share folder Mame Date modified £
[#8, My Sharing Folders Earlier this year (12 -
] To-Do list F|Docurn... 5/17/2007 10:48 AM
8] trial project F|Docur..,  5/11/2007 9:25 AM
F|Documn.. 5/10/2007 4:16 Ph
| Docurn.. 5/9/2007 11:18 AM
Ll Dacum... 5/9/2007 12:00 AM =
' Docurn.,.  5/8/2007 12:00 &AM
¥lDocum.., 5/7/2007 12:00 &M
F|Documn.. 5/6/2007 12:00 &AM
I'|Docum... 5/4/2007 12:00 AM
ElCiocima 54303007 1700 AkA |
Folders ~ . \
— - Open | Copy... ] Restore.. |
&- 12 items
T 1
Ok [ Concel |

Figure 4 Restoring a file that was deleted (Click the image for a larger view)

If | have forgotten where the file was stored, | can open up the previous
version of the closest parent folder in the file tree and do a search from there.
For example, if | have forgotten the specific folder but do know it was in
some subfolder located within Documents, | can search the previous version
of Documents by typing the file name (full or partial) in the search box
located at the top right-hand corner of the Windows Explorer window, as
shown in Figure 5. Note that the search functionality for shadow copies does
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not work at the root folder. And since shadow copies are not indexed, the
search time can be longer than searching on a live volume.

@ \_J-v| » Search Results in Documents v [ 44] " ppte %

Narme Date modified Type Folder Authors Tags

§&) GHL annual report 57442007 9:09 AM Microsoft Office P...  Old Docs (\Wocalh... Christine..,
EE/] DEF financial report 4f16/2007 10:09 AM  Microsoft Office P, Old Docs (Wecalh,..  Christine...
"_ﬂABC product report 471342007 5:56 PM Microsoft Office P... Company Docs (v, Christine..,

Did you find what you were searching for?

4 Search in File Contents =_=j Advanced Search

5 items

Figure 5 Searching for the previous version of a document by typing a partial file name
(Click the image for a larger view)

Restore a File from a File Backup

Shadow copies are not available forever since they get pruned from time to
time to manage the available space. If | need a file that is no longer available
using this method, | can resort to my scheduled file backups. | simply select
Restore files from the Backup and Restore Center, and choose a backup date
that contains the deleted presentation. When | click the Add files button, |
get an open file dialog that lets me navigate through the backup. After |
select the file I'm looking for, I am given the option to restore the file to the
same or a different location.

It's worth noting that the Restore files option only shows backups contained
in the latest backup set. To view backups from an older backup set, select
Advanced restore and then the Files from an older backup made on this
computer option. On the rare occasion that you can't find an old backup set
using that option, select Advanced restore and then the Restore files from a
backup made on a different computer option. This can happen because the
computer backup catalog is trimmed when it gets too big.

Complete PC Restore

Now imagine that one sunny afternoon, | decide to use my laptop while
sitting by the pool. I slip on some wet tiles and my laptop dives into the
pool. It's beyond repair and | have no choice but to buy a new one. Since |
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used the Complete PC Backup tool, I can restore my system to the new
laptop—I don't have to spend a lot of time manually reinstalling each
application and reconfiguring them with my personal settings. Performing a
Complete PC Restore is straightforward. At startup, | use the Windows Vista
installation disk to boot into the Windows Recovery Environment. Here, |
am prompted to attach the device that contains the system image. | choose
the appropriate image, and then the restore process begins.

After the restore is finished, | perform a file restore from my latest file
backup. This is because I do file backups more frequently so the data
contained in my file backup is more current. Since the computer is reverted
to a time prior to the chosen file backup, it does not contain a record of this
backup in the catalog. Therefore, I select Advanced restore | Restore files
from a backup made on a different computer | Restore everything from this
backup. I also start a new full backup to protect my newly restored data.
Windows Recovery Environment is often installed by the OEM on the hard
drive as a hidden partition. This can be used for restoring a Complete PC
Backup image to the same hardware. But if you need to restore an image
created from one computer to another, you need to run Windows Recovery
Environment from external media, such as your Windows installation disk.

SUGGESTIONS ON WHAT TO BACK UP

You do not have to use the Backup/Restore feature to safeguard your
precious files. You can do smaller periodic backup use standard file
management commands (Copy, Move, Cut, Paste, Drag & Drop). If you
personal folder is organized into sub-folders, you can simply copy the
folders you wish to backup onto any removable device, such as Flash Drive,
CDs or DVD disc. For CDs and DVD, simple format them using the “Live”
format (UDF 2.5).

Each individual person has different needs. Some things that you might
want to back up are:

e Favorites on the Internet

e Downloads that are not stored in a disk such as "updates™ and certain
programs.

e Favorite pictures, recipes, gardening hints, financial information,
hobby information

e Medical records, etc.

e Your Music collection

e Vacation photos or videos
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It is not necessary to back up anything that is already on a disk - such
as programs that are on diskette, tape or CD.

Lesson 7 - Mantenance.doc 7.19 6/27/2010



Maintaining User Account
Before we start, you should keep in mind that most of the important changes

can be done only using an administrator account. If your account is a

standard user you can only modify the password and the picture of your

account.

Everything is done from the User Accounts control panel so first we will
show you where to find it.

Create a New User Accounts
Open Control Panel.

User Accounts and Family
Safety

Iéfl

user

Set up parental controls for any Click to add
«— | anew user.
':!'f' Add or remove user accounts
o e
-
@L‘)'L‘_ﬂ <« Manage Accounts - | +y | | Search o

Heman
Administrator
Password protected

Standard user
Password protected

Guest
Guest account is off

Create a new account

What is a user account?

Additional things you can do
'!j" Set up Parental Controls

Go to the main User Accounts page

Choose the account you would like to change

ASP.NET Machine Account

m

Click Create a new account.
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= | [E] |

@va& <« Create New Acc... - | 3 | | Search P2

Mame the account and choose an account type
This name will appear on the Welcome screen and on the Start menu.
Albert

@ Standard user
Standard account users can use most software and change system settings that do not affect
other users or the security of the computer,

) Administrator
Administrators have complete access to the computer and can make any desired changes, To
help make the computer more secure, administrators are asked to provide their password or
confirmation before making changes that affect other users,

We recommend that you protect every account with a strong password,

Why is a standard account recommended?

Create Account I I Cancel

There are only 2 type of user security, Standard user and Administrator.

= | B |
@l\:}?liﬂ, « Manage A... - | + | | Search

Choose the account you would like to change

Heman
Administrator
Password protected

m

Albert

Standard user

Public Folder

Everyone with a user account and password on your computer can access the
Public folder, but you decide whether anyone on the network can access the
Public folder. You cannot choose which individuals can access the Public
folder from the network. You must either grant access to everyone on the
network, or to no one. You can, however, set the permission level by
choosing whether those who have access to the Public folder from the
network can just open files, or also change and create them.

By default, network access to the Public folder is turned off unless you
enable it.

Where is the Public Folder?
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The Public folder is automatically provided by Windows,
complete with ready-to-use folders for documents, pictures,
and other types of files. The public folder is a sibling folder
( below your personal folder. Files in the public folder are
available on everyone that logon to the computer. If you are
on a network, the public folder can be access by anyone that can connect to
your PC.

If you want build a music library, the music can be available from any
computer if it is copied to the Public Music folder. Anything you copy to
the Public folder is available to anyone who logon to your computer. To
share the pictures from your vacation, simply drag them from your personal
folder or camera to your Public Pictures folder. Now anyone else with an
account on your computer can view the pictures.

@Ov[ . » Public » ;] 0',”‘ I Search 77 o

& Burn

Esiorieanks Name Date modified Type Size

[E| Documents

EE Pictures
B Music F L z Q
More » @ - :l

Folders v | Public Documents Public Downloads Public Music
B Desktop
Iﬁ; Heman
Public
1M Computer l
L Network .

Control Panel

¢ Recycle Bin / :
“ e X Public Pictures Public Videos Recorded TV

‘ 6 items

|

Vista’s Public Folders

Who can access the Public Folder?

You can limit network access to the Public folder to only those people with a
user account and password on your computer. To do this, turn on password-
protected sharing.
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1. Open Network and Sharing Center by clicking the Start button,
clicking Control Panel, clicking Network and Internet, and then
clicking Network and Sharing Center.

BT
®v| ;F <« Metwork and Sharing Center hd | +3 | | Search P |
Eile Edit View Tools Help
@ -

Tasks Network and Sharing Center

View computers and devices

View full map
Connect to a network

Set up a connection or network L] b ﬁh‘!'. -
|l —_— ‘_q___, —R—

Manage network connections : e
HEMAN-HP-PC Network Internet

Diagnose and repair (This computer)
5_‘ Network (Private network) Customize
Access Lecal only
Connection View

Lecal Area Connection

status =

|2 Sharing and Discovery

Network discovery @ On 'l\:’::'

File sharing @ On ".\:’::'

Public folder sharing © On (read only, password required) ",\:P:,'

Printer sharing @ On (password required) 'l}:’::'

Password protected sharing @ On 'l\:’:,'
Seealso Media sharing @ Off (v)

Internet Options

Windows Firewall Show me all the files and felders [ am sharing

Show me all the shared network folders on this computer

Vista’s Network and Sharing Center

4

2. Click the arrow button Picture of the arrow button next to Password
protected sharing, and then click one of the following options:

e Turn on password protected sharing
e Turn off password protected sharing

3. Click Apply. Administrator permission required If you are prompted
for an administrator password or confirmation, type the password or

provide confirmation.

4. To control the level of access to the Public folder
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Other Methods of Sharing Files

There are several other ways to share files that do not require that you share
files from specific folders. You can also share files using:

A computer-to-computer (ad hoc) network. If you want to share files
between two computers that aren't already on the same network but are in
the same room, you can create a computer-to-computer network, also known
as an ad hoc network. An ad hoc network is a temporary connection between
computers and devices used for a specific purpose, such as sharing
documents during a meeting. For more information, see Set up a computer-
to-computer (ad hoc) network.

Removable media. You can copy files to any sort of removable media,
including portable hard disks, CDs, DVDs, and flash memory cards. Then
you can insert or plug that media into another computer and copy the files to
that computer or give the removable media to the people you want to share
the files with and let them copy the files themselves. For more information,
see Copy files to another computer.

E-mail. If you only have one or two files to share and they are not very
large, you might find it simplest to share them by attaching them to an e-
mail message. For information on how to send attachments with Windows
Mail, see Send an attachment in a Windows Mail message.

Windows Meeting Space. This feature of Windows allows you to set up a
session where you can share documents, programs, or your desktop with
other session participants. For more information, see Windows Meeting
Space: frequently asked questions

A Windows-compatible file-sharing program. There are many programs
available designed to help people share files.

The web. There are many websites devoted to sharing photos and other types
of files.

Instant messaging. Most instant messaging programs allow you to share files
with people while you are chatting online with them.
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Network

If have a network connection, you can access the public folder from
Network icon on your desktop. This was formerly known as Network
Neighborhood in Windows XP. Click on the computer name. In the
example below, we are accessing computer “HEMAN-HP-PC” After you
click on the computer name, click on the folder “Public”.

o[]S
\:».../IU |‘_-'," » Metwork » '|¢f||5£9m’? o
Eile Edit View Tools Help
Favorite Links Name Category Waorkgroup Metwork loca..
Folders v A HEMAN-HP-PC
L=
Bl Desktop o
[ﬁ; Heman — piiiG
| Public . y) esidential Gateway
M Computer 3
¥ Network
18 HEMAM-HP-PC -
& Public
s Printers
T -
Residential Gateway Categories: Network Infrastructure
R Metwork location: Metwork

Network Connection

What you need to setup a home network?

Ethernet Interface with Ethernet Cable Reversed (Gaming Cable)
or

Ethernet Hub

or

Internet Router

or

Wireless Internet Router
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Notes
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