Introduction to Windows NT Brown Bag Handout

What is Windows NT? Why do we not use Windows ‘95/'98/Me? Why should |
really care?

The“NT” part of Windows NT stands for “new technology”. We use Windows NT 4.0,
and will probably be using Windows 2000 (formerly called Windows NT 5) by the 2™
guarter of 2001. We don'’t use the other versions of Windows because of security issues
and because the others aren’t that great. The other versions are only 16-bit (slow and old),
while NT istrue 32-bit (better security and performance). Windows 2000 is also 32-hit as
itisaversion of Windows NT.

How do | log on and why does it require that | use the “Control-Alt-Delete” key
combination to make it happen? Should | lock my workstation or log off at the
end of the day? When should | shut my machine down and how should | do this?

When you use Control-Alt-Delete in Windows NT, it clears the memory of the machine
so others can’t capture your password if they write a Trojan horse. We log onto the
domain (PSG, EPICENTER), not alocal account, for security reasons. Y ou get three (3)
attempts to log on correctly or you get locked out of the system for two (2) hours. Thisis
to prevent hacking.

Your profile controls what isin your start menu and on your desktop. It saves your
settings (desktop, programs in the Start menu, documents). So if you share a PC with
someone else, you would each have a profile with your own settings.

Asfor locking your workstation, you should do that even if you just go to get coffee, not
just when you leave for the day. To do so you do Control-Alt-Delete on the keyboard,
and then click the Lock Workstation button at the next window. Y ou can configure your
screen saver to lock the workstation automatically after a certain period of time and you
can add a password to that (recommended). Right click on the desktop, go to Properties,
then go to Display Properties.

Click on the Screen Saver tab.
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Click the checkbox for Password protected. Y ou may set the Wait time aswell in terms
of how quickly the screen saver will kick in when the computer isidle. The password
which the screen saver usesis your network logon password. Passwords should use a
combination of letters and numbers and a combination of upper-case and lower-case.

It iscritical that users not turn the power off on their PCsiif they think their PC might be
frozen or hung. In many cases, the computer is actually still working behind the scenes. If
you power it off whileit is still working, it could cause irreparable damage to your data.
Please contact the Help Desk EVERY TIME your computer freezes. Do not shut it down
or restart it unless someone on the Help Desk staff tells you to do so. If you use the Task
Manager (Control-Alt-Delete, then select Task Manager), you can check the status of
your open applications.
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The choices will be Running, Not Running, or Not Responding. If it is Not Responding,
it means the application is BUSY/, the software IS working, and is waiting for a response.
It iscritical not to power off the PC if any applications are busy.

Do not power off your PC at night because we have automated functions that run at night,
such as virus updates.

How do | attach to a network printer? Can | manage my own print jobs? How do |
change to a different printer?

You can print to ANY printer in this building! And we have alot of them! Currently, we
have three printers on the 7" floor, 5 printers on the 6™ floor (one of which is our color
laser printer), six printers on the 5™ floor, four printers on the 4™ floor (another coming
soon), and one printer on the 2" floor.

To connect to a printer, go to the Start menu and select Settings, and then Printers.
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Choose a Printer (PSG domain, or EPICENTER domain if you are on campus at Epi) by
clicking on it once to highlight it and then clicking OK.
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Then click the Next button.



It should then indicate that the printer was successfully installed and you can click the
Finish button.

The netwark. printer has been successfully installed.

Once you have more than one printer attached, you can change printers from within the
print dialogue box from within your application. For example, if you are in Word and go
to Print, you can change printers when the dialog box comes up. Y our default printer will

be used after that print job.
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Y ou can check the status of a print job to seeif it’sjammed, out of paper or out of toner.
Y ou do this by going to the Start Menu, choosing Settings, then Printers. Then double-

click on the name of the printer whose status you want to check.
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Y ou can cancel your own print job by right-clicking on your print job in the dialog box

above. Y ou cannot, however, change the priority of your print job.

If you need to do duplex printing, the 7" floor HPCenter7 printer allows for that.

How can | attach to a network drive and move my documents back and forth?

Which is better to use: Windows Explorer or Winfile? What is Windows Explorer?

Is that the same as Internet Explorer? What options are available to me?

Windows NT Explorer isused for managing files. Open Windows NT Explorer by going

to the Start menu->Programs->Windows NT Explorer.
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When there, you can go to View->Options->Show All Filesif you need to, though it is
not normally configured in this way.
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It will show the shared directories.
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If you double-click on MacUAM, for example, it opensit.
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If you map anetwork drive, it will assign adrive letter and offer the option to aways
open that drive when you log on. To do so, right-click on the drive you want to map.
Choose Map Network Drive.
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It will automatically assign the next available letter for the drive.
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If you want to map the drive just for now, de-select the “Reconnect at Logon” checkbox.
If, however, you would like the mapped drive to automatically reconnect when you log
onto your PC, make sure that the Reconnect at Logon box is checked.

To disconnect from a mapped drive, right-click on the mapped drive and choose
disconnect.
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Y ou cannot make a shortcut to a mapped drive.

What are shortcuts? How do | create them? Do they have to stay on my
desktop?

Shortcuts that you create on your PC are individual to your profile. If you share a PC,
your shortcuts will not show up when another user logs in with their own profile.
Shortcuts have to be created on the desktop.

To set ashortcut, you can simply right-click anywhere on the desktop and choose New-
>Shortcut.
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Click on Browse to find what you want to create a shortcut for.



Type the location and name of the itern youw want to create
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How do | customize my NT profile, completing such tasks as setting up my screen saver,
changing my background, changing my windows colors...?

Right-click anywhere on the desktop and choose Properties.
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Y ou will then see the Display Properties window.
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From here, you can change things such as your Background, Screen Saver and
Appearance simply by clicking on the tab for each and configuring to your liking. Y ou
should know that wallpaper sits on top of the desktop pattern.
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