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1. Introduction

HPC Solutions training courses are designed to introduce the functions available within windows or related software. I believe that during training it is not necessary to remember every keystroke or mouse click, just the functions that are available. Our training methods will include instructions to show you how to investigate the windows software and help in order to find the right option which is required.

The most valuable way to develop the windows knowledge obtained during this course training is to use your notes over the next few months, after the course, every day when using your computer. Take the example of passing your driving test: you know very little about driving on the road once you have passed. Most of the learning is achieved during your regular driving after you have taken the exam.  In the same way you will learn far more about using Windows during your day to day use of your computer. Even if it is not necessary, try an internet search, visit a website, create a document, spreadsheet or send an email every day, just to reinforce the required windows steps. This is also a useful method to find out in advance if any automatically applied software updates have changed or moved required menus, buttons or options.

Important note

The duplication of these course notes, other than for personal use, is strictly forbidden, as they are copyright material of HPC Solutions Limited.

We cannot accept responsibility for computer errors or data loss which occur as a result of using any instructions obtained during the course. We advise anyone using a computer to make sure data is backed up on a regular basis to avoid such problems.

2. Links or Hyperlinks

Links to Websites, Email addresses and Files

What is a link?

A link is usually a file, website or action on your computer, on another linked computer or on the internet.

If you type a website address or an email address into word, excel, email and some other programs like these below:-

Iris.bailey@hpcsolutions.co.uk
www.hpcsolutions.co.uk
the characters are underlined usually automatically.
To create a folder name or  file name as a link click Insert ( hyperlink   (or press <ctrl> K)

Insert the name of the file or folder into the “Text to Display” box then insert the same text into the “Address” box, then click “ok”

This creates a link to that folder or file like this:-

c:\windows
c:\windows\ie7.log
Look what happens to the cursor when you move the mouse so that the mouse pointer hovers over any of these links, go on try it now…….
Iris.bailey@hpcsolutions.co.uk
www.hpcsolutions.co.uk
c:\windows
3. Links or Hyperlinks (continued)
What happened?
Depending on your settings in word it either changed to a hand or displayed instructions in bold to press the CTRL key (bottom left or right of the keyboard) and click on the text with the mouse.

Read this first
To return here just press the white cross in the red box in the top right hand corner of the window which opens when you click.

Iris.bailey@hpcsolutions.co.uk
www.hpcsolutions.co.uk
If it changed to a hand, click on one of the links above now.

If it displayed CTRL and click, hold down the ctrl key (bottom left or bottom right of the keyboard) and then click on one of the underlined links.

Links or hyperlinks show references to other folders, files, websites or email addresses. 

For example if you want someone to look at a page on a website, type or cut and paste the website address (this is shown in the address box when browsing the internet), into an email.

Send them the email and tell them to click on the link below.

This saves the user from having to open another program or application and type in the website address, email address or file name to view or send information.

Every computer can set the program which is going to open depending on the structure of a link.

Advanced users can look at help on filetypes.

The File type is how windows decides which program to open when a link is clicked or a file is double clicked.
End of lesson

See extra test work below

3. Tests
1. In word or email try typing in your own favourite website address and then click the link once it is underlined to go to that website.

2. Type in an email address and send an email by clicking on the address once it is underlined

3. Advanced

Click on Insert  (top of page) and select Hyperlink  (or press CTRL K) then find a file on your computer, (hint use the box marked “Look in” that appears on the pop-up).
Double click on the file with the mouse to insert a hyperlink to it.

If you are interested in having one of these sent to you on a regular basis for a cost of £10.00 per lesson (Weekly, monthly or quarterly) please contact me?

What did you think of this lesson?

Please email pc@hpcsolutions.co.uk with your comments.
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