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Outline:

In this unit, you are going to learn the vocabulary and expressions about
how to configure your operating system. After learning this unit, you will be
able to ...

N Specify Computer Name' and Workgroup? in Windows XP

N Create and customize user accounts® in Windows XP

N Display the viewing of hidden files* in Windows XP

N Add a new e-mail account® in Microsoft Outlook 2003

¥ Change Windows visual effects® in Windows XP

N Move My Documents’ to a'n\othe;' location

N Enable the Quick Launch bar® in Windows XP :

N Change the screen resolution® in Windows XP

N Have a better understanding of Windows Update'® and the brief
history of Windows

N Write e-mails to ask for technical help

1 Computer Name [kem'pju:ta] [neim] W EZ

2 Workgroup ['wa:k'gru:p] T4

3 user account ['ju:ze] [e'kaunt] il S

4 hidden file ['hidn] [fail] B

5 e-mail account ['izmeil] [o'kaunt] LT R
6 visual effect ['vizjuel] [ifekt] PARR

7 My Documents [mai] ['dokjumaent] RISCRY

8 Quick Launch bar [kwik] [lo:ntf, la:nt[] [ba:()] HREPsHE
9 screen resolution [skri:n] [reza'lju:fen] FRSHE

10 Windows Update ['windsuz] [Ap'deit] Windows %




Unit 1: Configure Your Operating System

Part 1: Listening

1. Choose the Proper Words or Expressions

Listen to a short passage. Pick out the underlined words or expressions
which are the closest to what you have heard.

Alex is (Dvery satisfied with; @quite familiar with Vista Ultimate,
(although; @in spite of problems getting it to work with the scanner (74
%) and security software on his three-year-old desktop. The 54-year-old
weather forecaster accepts such glitches (/%) as a normal part of

moving to a new operating system.

&

E§ ¥
Windows ? Windows Vist

E Home Basi

|

o 5

P

Eric, a 19-year-old university student, is somewhere in between. He loves
the slick 3D (Dappearance; @watch of Vista Premium, but (Dis upset

about; @is confused about the software and hardware incompatibilities (A

3%%) he encountered when he upgraded his nearly new Dell (Dnotebook
computer; @desktop computer.
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2. Answer the Questions

Listen to a short passage. Try your best to understand the lines and answer
the following questions.

1) What did David buy the new Toshiba Satellite notebook for?

2) What operating system was originally installed on David’s new PC?

3) How was the performance of David’s new laptop under the original

operating system?

4) Please list the problems that David had encountered before he switched
to Windows XP.

3. Dictation

Listen to the following two short passages and fill in the blanks with the
words you have heard.

3.1 Specify(#iE) Computer Name and Workgroup in Windows
XP

A computer name is used to (O in Windows

network. It’s especially useful for @ . Each computer must

©) also. A workgroup is a group of computers on

your network that @




Unit 1: Configure Your Operating System

Follow the instructions here to set your computer name and workgroup.

1) GotoStartand ® My Computer. Click Properties (J&1f).

2) The System Properties window will appear. On the Computer Name

tab, click Change. You can type the ® asan

option also.

System Properties

System Restore | Automatic Updates | Remote |

General ComputerName | Hardware | Advanced |

Windows uses the following information to identify your computer
on the network. 1

Computer description: [ !

For example: "'Kitchen Computer*' or "Mary's

Computer".
Full computer name: refresher.
Workgroup: WORKGROUP
To use the Network |dentification Wizard to join a
domain and create a local user account, click Network NowaiolD

ID.

To rename this computer or join a domain, click Change.

- M eh i W e e B e ™ e A -

3) In the Computer Name Changes window, type your Computer
Name and also Workgroup. Click OK at last. Please make sure the
computer name is @ , and there are no more

than 15 ® in it.

4) The System will ©® you to restart computer. Click OK

and restart your computer
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Computer Hame Changes

‘You can change the name and the membership of this
computer. Chmw&fedmbmw«kmces

Computer name:
Leo Wang

Full computer name:
LeoWang.

Member of
O Domain:
| » k
S I
(® Workgroup:
[wORKGROUP

3.2 Create and Customize (%) User Accounts

There are two types of Windows XP user accounts. (D

can change all computer settings (for example, installing

software and creating new user accounts).@ can

only modify the passwords for their own accounts.
If you have a Windows XP computer in your office and you are the @

: the user account will be created before you get the computer.

You will only need to @

if other people in your office

want to use your computer.

Follow the instructions here to add user accounts.

1) ® as an administrator (&F#5) . Click

Start, and then click ®




2) Under Pick a category, click User Accounts.

€ Control Panel

File Edt Yew Favortes Tools Help

Q- QT Poseach [rdes | |F 5 X ) [F- &

Address |3 Control Panel

ﬂ Control Panel

Pick a category
ﬁ'@. Appearance and g :::;:,::r:ndmney

See Also - N>

B switch to Classic View

Q) Windows Update Network and -1
@) Help end Support Internet y UserAccounts

Connections y
© Other Control Panel
Options

*  Date, Time
Add or Remove : ”
uage, ar

* lser Accounts

Ele Edt Yiew Favorkes Tools Help

oaxk - Q) &} ‘pSearch L"‘ Folders 1_.} J x Q’ “1

address |3 User Accounts

See Also User Accounts

5 Appearance and Themes

Pick a task...

Learn About [ thange an account

i
[-¥ Create a new account

m Usér accounts
[@) user account types
Switching users

[ hange my picture

4) 1In the User Accounts wizard (i), on the @

Unit 1: Configure Your Operating System

page, type the name for the user. Then click Next.
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5) The User Accounts wizard ® the Pick an account
type page. Click Limited, and then click Create Account.
Qo= © Miome

‘ e Learn About
i
(@ user account types

Pick an account type

© Change or remove
® Change your picturs, theme, and ather desktop settings
® View fles you
® View fies in the Shared Documents folder
Uisers with kmited Dependng
a user might need administrator privileges to install k.
Also, programs Windows 2000 might

with imked accounts, For best resuks, choose programs bearing the Designed for
Windows XP 1ogo, or, to run older programs, chooss the "compuber administrator”
account type.

(o) (estecimnt ) (Gonal)

In these steps, you created a limited account. Limited accounts ®

accounts cannot make system-wide changes or

than Computer administrator accounts. However, limited

4. Operate and Retell

Listen to the following instructions on How to display hidden files and do
the operations on your own computer according to what you‘ve heard. Try
to retell the whole process after the operation.

Key words:
icon

Folder Option
View

hidden file
Apply

['aikon]

[foulda] ['opfanz]

[vju:]

['hidn] [failz]

[e'plai]

n Bz

SO IR
n uE

5P »eis
V. N



Unit 1: Configure Your Operating System

Part 2: Speaking

1. Follow the Samples

Please read the three conversations below and learn how to raise a question
and how to solve each problem. Some possible steps are illustrated as follows.
A sample is also available for your reference at the end of each conversation.

1.1 Add a New E-mail Account in Microsoft Outlook

Leo:  Tony, AESSVRIRMIMAIAE B HX_EIC MOMEID? B | 1. receive
TEAREK 2000, THIFEE 3 FRIRHSTEAR | 2. check
AT . 3. web site
Tony:  AHERHZERB] * Wk LB, M LUH | 4. logonto
Microsoft Outlook .
Leo: s R RIZE AWM ? — S A, 5. the Tools menu
Tony:  /Gi&T Outlook, Tfids “TA” 5 1y “f | 6. E-mail Accounts
i 7 6, “WIN—A BB ETHEH: | 7. Add a new
| i e-mail account
Leo:  WI{H. FeisikPeftarEiompe:-Rsas 8 ke 8. server
Tony: RE%HE POP3. 7E F—TUEMHIRHEE O L, | 9. (dialogue) box
FiEEE A P ARINER, LLIRIGHEEAE 1, | 10. administrator
JH P 45, 8555 12 F POP3 L% SMTP R4 88 fyithhi. | 11. address
Leo: BT o ANILIEAT —AN ) 8, FEIREMCHR A (BT 4%, | 12. Password
HIS Ay N A g e 2
Tony: AW, YRATAZEHEFDSHE TSNS, Fikd “Id | 13. Remember
fER 137 GHEAE 14, xR, Outlook Mfgidf: Password
PREVERD, R IRB AR R AN LA T o | 14. check box
Leo: HREKTHYT . #WiR, Tony.
Tony:  AREA. AHARE, BE " knEE. 15. don't hesitate to
Leo: AR Bh. do something
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Sample: 1.1 Add a New E-mail Account in Microsoft Outlook

Leo:

Tony:

Leo:
Tony:

Leo:
Tony:

Tony, could you tell me how to receive e-mails on my own
computer? It takes too much time to check e-mails on the web
site, since I do it quite often.

You don’t have to log on to the web site every time. You can
receive your e-mails with Microsoft Outlook.

Can you tell me how to do that? I have no clue at all.

After running Outlook, you can first click E-mail Accounts on
the Tools menu. And then select Add a new e-mail account.

E-mail Accounts

This wizard wil llow you to change the e-mail
accounts and directories that Dutiook

(® Add a new e-mail account
O View or change existing counts
Directory

(O Add a new directory or address book:
O View or change existing directories or address books

Mg
I see. What type of e-mail server should I choose?

In this case, you need to choose POP3. And on the next page, in
the appropriate boxes, you need to type the information our
administrator gave you, such as your e-mail address, user name,
password, and the POP3 and SMTP server addresses.

i S rs N B, i teen 88 g

E-mail Accounts @

Server Type
You can choose the type of server your new e-mail acount wil work with.

OMicrosoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and share
documents.

PGPS
Connect to a POP3 e-mal server to download your e-mail.
IMAP

ch(t to an IMAP e-mail server to download e-mail and synchronize maiibox
olders
Onurre
Connect to an HTTP e-mail server such as Hotmail to downioad e-mail and
synchronize mailbox folders.
O Additional Server Types
Connect to another workgroup or 3rd-party mail server.

R D P e PR o



Unit 1: Configure Your Operating System

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information

YowName: [ Incomngmalserver(POP3: | |
E-mail Address: ‘ | Outgoing mall server (SMTP): [

Logon Information Test Settings

| After filing out the information on this screen, we
= ~ recommend you Myw:zmbyddhgth
Password: | button bebw (Requires network connection)

[¥JRemember password

User Name:

e —

[JLog on using Secure Password
Authenticaton (S9A)

S D T W SUNNPSWPE

Leo: I got it. But one more question, do I have to type the password
every time I check my messages?

Tony: No, you don’t. You can type it in the Password box and select
the Remember password check box. In this way, you can have
Outlook remember your password and you don’t have to type it
in next time you check your e-mails.

Leo: That’s very helpful. Thank you very much, Tony.

Tony: You're welcome. Don’t hesitate to ask me if you have any
questions.

Leo: I won't. Thank you.



