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Unit 1: Introduction to AutoCAD and Working
with the Windows Environment

Overview

In the textbook that this workbook accompanies, AutoCAD and the Windows Environment were
introduced. In this supplement, features of AutoCAD and Windows that will assist the Mechanical
Drafter/Designer in becoming a more efficient user are presented.

In general, AutoCAD will not be the only tool that is used by a mechanical drafter/designer. There
are many occasions when a word processor is used to prepare memos, a spreadsheet to prepare a
manufacturing budget, and presentation software to prepare sales or design presentations. The
Windows environment allows the creation of folders that will group the shortcuts to the software and
the files needed to complete a project. As projects are created and completed, it will be necessary to
save and archive files for later editing.

Objectives

e Create project folders

e Create mechanical specific folders

o Create file shortcuts to project folders
e Use Find to locate lost files

o Create sequential files

¢ Understand file archiving and compression

Introduction

Using AutoCAD to create mechanical drawings can be a very rewarding and enjoyable experience.
But, in order to make the experience pleasant, there is a fair amount of preparation that should be
accomplished to avoid such frustrations as lost and corrupt files. Although lost files are not “show
stoppers,” it is very frustrating and time consuming to locate files. On the other hand, corrupt files
can be the source of many hours of lost work. Used together, AutoCAD and Windows provide very
efficient tools to ensure that these frustrations are minimized.

Section 1: The Basics of Windows for Mechanical
Users

There are many occasions when it is necessary to use other software to complete a project. It may
be necessary, for example, to insert an AutoCAD drawing into a word processing document or
electronic presentation, or a bill of materials may need to be created in a spreadsheet so that the
total cost of the part can be quickly calculated and then inserted into the AutoCAD drawing. While
this section does not describe the procedures for these tasks, it does show how to group computer
application shortcuts into a folder so that immediate access is available for all of the applications
required to complete a project.



Creating Project Folders

One of the/most unused features of Windows is the desktop. The desktop, as described in the main
text, is the area that appears on the screen when Windows is started. A typical desktop is shown in
figure 1.1.

The desktop is a great place to create project folders. Project folders allow files to be grouped for
quick access. The creation of project folders is very easy. Follow these steps for creating a project
folder on the desktop.

Ensure that the Windows desktop is displayed as shown in figure 1.1.

Place the cursor anywhere on the desktop except on top of an icon or the taskbar.

Click the right mouse button once. A menu will appear as shown in figure 1.2.

Move the cursor to the New selection. Another menu will appear as shown in figure 1.3.

o oo N

Move the cursor to the Folder option and click the left mouse button to select that option. A new
folder will appear on the desktop as shown in figure 1.4. The New Folder default name will be
highlighted. This name should be changed to the name of the project that will be contained
within this folder.

6. With the New Folder name highlighted, enter the new name for the project and press .
The name will be changed as shown in figure 1.5. The project file has now been created.

Once this folder has been named, determine which computer applications will be necessary to
complete the project. For this example, AutoCAD and Microsoft Excel, an electronic spreadsheet,
will be necessary to complete our project.

Figure 1.2 Clicking the right mouse button

on the desktop causes this menu to
Figure 1.1 A typical mechanical draftsman's Windows. appear...
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Figure 1.4 This New Folder icon will
appear when the New Folder option is
selected.

Figure 1.3 The New flyout menu.
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Figure 1.5 The named project
folder.

SKILL BUILDER

Don't worry if you are unsure which applications are necessary at the beginning of a
project. It is very easy to add application shortcuts at a later time as they are
needed.

The complete application is not stored in this folder, only the shortcut to the application’s executable
file. The executable file is simply the file that starts the application. The shortcut is a pointer to the
location of that file. Executable files usually have the .exe file extension. While locating this file
may at first sound like a daunting task, Windows has already done so upon installation of the
application. When Windows installs an application it places a shortcut on the taskbar. Copy the
shortcut to the project file using the following method if a shortcut to the application is found on the
taskbar.

1. Move the cursor to the Start button on the taskbar.
2. Right-click on the Start Button. A menu will appear.



3. Select the Explore option. The Windows Explorer will be started as shown in figure 1.6. The
Windows Explorer is a file management tool that is included with Windows to allow for easy file
management. There are many functions and features of this tool. Consult a Windows manual
for more information on its use. On the right-hand side of the Windows Explorer are all of the
folders that are contained on the taskbar.

4. Double-click the folder that contains the application’s shortcut.
Once the application’s shortcut icon is found, single-click the icon.

Select Edit Copy from the Windows Explorer pulldown menu. The shortcut is copied to the
clipboard. The clipboard is a temporary storage location and is used to allow easy exchange of
information between applications.

Close Windows Explorer. The desktop should be displayed.

Double-click the project folder. The folder will open. Notice that there are no application
shortcuts for files.

9. Select Edit Paste from the project file's window pulldown menu. The shortcut copied will appear
in the project window as shown in figure 1.7. The application’s shortcut icon has a curved arrow
on the bottom left. This arrow indicates that a shortcut has been copied and not the actual file.

SKILL BUILDER

If the application shortcut cannot be found on the taskbar, that does not mean that
the application has not been installed, it simply means that a shortcut has not been
created. To create a shortcut, locate the executable file. Refer to the software’s
documentation for more information.

Section 2: Working with Folders

Once a project folder has been created and shortcuts to applications created, it is time to get to work.

} Deskiop

B My Computer 3 : %
% 1y TaFlosoy A1 B ConkolPanet  Irtemet Piriens
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33 3 Popoy M) COROMOsc  Hard Dive

& C \WINDOWS\Profiles\Steven\Desklop\Pulley Asscmbly

Figure 1.7 The project window with an application
Figure 1.6 The Windows Explorer. shortcut.
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Figure 1.8 A sample project window for the widget ~ Figure 1.9 Displaying the filenames in the
working drawings Details View.

As mentioned in the main text, it is important to store files in folders with proper naming conventions
for both the files and the folders. Once files are saved in folders, then shortcuts to these files can be
created in a project folder on the desktop for easy access. If you do not use the desktop and proper
naming techniques, it may be necessary to use the Find function within Windows to locate a file.
This is an extra step that takes time away from drawing and designing.

Creating Mechanical Specific Folder and File Names

With 256 characters and spaces, Windows allows very descriptive file names. Make use of this
feature. It can save time. However, do not overdo it! Too many characters will clutter the windows
and crowd icons. An example of a typical project may help to illustrate.

A mechanical firm is creating a set of working drawings for a new widget. The widget
contains 6 different components and three C-size sheets; one sheet contains two of the six
parts, one sheet contains the other four parts, and the last sheet contains an exploded
assembly drawing as well as the bill of materials. The draftsman might use the folder and
file names shown in figure 1.8.

By using descriptive folder names and file names, anyone in the mechanical firm can locate these
files quickly for later viewing or editing. Dates in file names are not necessary since they can be
displayed using the Details View as shown in figure 1.9. To choose the Details View select View
Details from the folder window’s pulldown menu. The dates and times shown in the Details View
indicate the last date and time the file was modified.

Folders can be created on a storage device (hard drive, floppy, etc.) or on the desktop as described
in the example project folder above.

Adding Files to Project Folders

Once a file has been created and saved to a storage device, a shortcut to that file may be added in
the project folder as well. By including this file in the project folder, not only are the applications
used to complete a project listed, but also the files. This is also handy if the project files themselves
are located in various folders on a storage device. The project folder consolidates the files in a
single location without affecting their actual storage location. To copy a file shortcut to a project
window, use the following procedure:

1. Ensure that the desktop is displayed.
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Figure 1.10 Creating a file shortcut in the project
folder. Figure 1.11 The Find Window.

2. Double-click on the My Computer Icon. A window that contains all storage devices will be
displayed.

3. Continue working through the storage devices until the file to be included as a shortcut in the
project folder is found.

4. Open the project folder.

5. Move the two folders, if necessary, so that both can be viewed on the desktop as shown in figure
1.10.

6. Using the right mouse button, drag the file from its storage device location to the project folder.

7. Release the button when the file icon is located in the project folder. A menu will appear as
shown in figure 1.10.

8. Select the Create Shortcut(s) Here option. A shortcut icon for the file will be created in the
project folder.

9. Close both windows.

Once the project folder has been created, and applications and files have been created within the
folder, there is no longer a need to search the taskbars and storage devices for the applications and
files; they are now conveniently on the desktop and may remain there until the project is completed.
To continue working on the project, double click one of the files in the project folder. The file and the
application used to create the file will be loaded automatically.

Using Find to Locate Lost Files

There are occasions when specific drawing files cannot be located. AutoCAD provides a search
function that allows files to be found, but because of its many options it can be very intimidating to
use. A quick and easy method of locating drawing files is to use the built-in Windows Find feature,
located on the taskbar. Find will search for files, folders, or computers on a network. Selecting the
Files or Folders option will display the Find: All Files window as shown in figure 1.11.



If *.dwg (all AutoCAD files have this extension) is entered in the Named text edit box, select the
appropriate storage device, and select Find Now. Windows will locate every file with the .dwg
extension as shown in figure 1.11.

Section 2: Saving a Drawing

As mentioned in the main text, there are many commands that save drawing files. Mechanical
Draftsman/Designers must save drawings frequently and make constant back-ups. One technique
that decreases the likelihood of lost files is to use a method known as Sequential File Saves.

Using Sequential File Saves

Sequential Files Saves (SFS) is a method whereby files are saved in numerical and chronological
order. As any good CAD operator knows, files should be saved regularly during their creation and
modifications. Exactly how often depends on the amount of time the CAD operator is willing to lose.
But a good CAD operator should also save multiple copies of drawings at various stages. This
procedure offers two advantages:

¢ A drawing can be retrieved at various stages during its development for further
experimentation.

¢ If the present file happens to become corrupt (unusable) when being modified a backup file
from a previous stage can be reloaded and the object recreated.

An example of the utilization of SFS can be found in the following example. Suppose that a file, My
Drawing.dwg, is being created. During the next hour of work, the CAD operator issues a QSAVE
every 15 minutes. After the first hour the CAD operator executes the SAVEAS command. The CAD
operator saves the file as My Drawing(01).dwg. There are now two files. My Drawing.dwg contains
the first hour of work, and My Drawing(01).dwg will contain the next hour of work. The CAD operator
will continue doing this until the project is complete. If storage space becomes low, the CAD
operator can then determine the need for retaining previous versions of the project and delete them
accordingly.

File Archives and Compression

Once a project is complete, it is generally not needed again unless new hard copies are needed or a
change in the initial design is needed before the drawings are used again. These unused files and
projects take up valuable space on storage devices. When the files are no longer being used on a
regular basis, they should be considered for archival. Archival simply means that the file will be
moved from a primary storage device onto a floppy disk, tape, removable hard drive, or other
device. Once archived, the file can be stored in a separate and safe location such as a vault or lock
box. This allows for added security of critical files from damage and theft.



To further save space on the archival storage media, compression may be used. Compression is a
technique for making file sizes smaller. A typical AutoCAD drawing can be compressed by as much
as 75%. An advantage of compression is that multiple files may be compressed within a single file.
This allows all files of a project to be stored in one small file. Once files are compressed, they cannot
be used again until they are decompressed. A popular compression software for Windows is WinZip.
Using the drag-and-drop technology of Windows, files can be compressed and decompressed with
ease. A sample of the interface and a project file that has been compressed is shown in figure 1.12.

Neanps 4L =
‘Widget-Exploded Assembly.dwg 02/22/97 1454 4624 1,846
Widget-Detail Sheet #1.dwg ~ 02/22/97 1454 4278 58% 1.791
Widget-Bill of Materials.xls 07/11/95 0950 5632 81% 1,093

Widget-Detail Sheet #2.dwg 02/22/97 1454 4453 59% 1,828

Figure 1.12 The WinZip compression software.



Name

Unit 1 Review

1. is the operating system that is necessary to run the Windows version of
AutoCAD.

2. The is used to issue commands via the keyboard.

3. and are used to issue commands with the
mouse.

4. In Windows, are used to group files on a storage device.

5. The The command allows drawing to be loaded in Read-recto Only Mode.

6. The command allows utilization of a prototype file.

7. command saves a drawing file without displaying a dialog box.

8. The technique for storing frequently used files is known as

9. is used to make files smaller and conserve space,

10. The command is used to close AutoCAD without saving the current drawing.



