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This document covers basic compute r and network  operations, terms  and 

standards. It also briefly introduces the policies and guidelines for all computer 

users at Fayetteville State University.  

Network Passwords  
 

New employees  are required to attend  a network training s ession in order to 

receive a netwo rk user name  and password . If you have not completed this 

training, please contact I nformation Technology and Telecommunication Services at 

910 -672 -2085  immediately to  set up an appointment  do so.  

Once you have your network user name  and password, log in using these steps:  

1.  Turn the computer on.  

2.  At the Acceptable Use Policy Acknowledgement  screen (Figure 1) click 
OK.  

 

Figure 1  

 

The log in  dialog window will appear (Figure 2).  

  



4 Network Passwords  | Fayetteville State University  

 

Figure 2  

 

3.  Enter the user name in the text field marked User name . 
4.  Enter the password in the text field labeled Password . Type exactly as 

given  -  log in  information is case -sensitive.  
5.  Click OK .  

 

The Windows Desktop will appear after the log in procedure has completed.  

Keep your network user name  and password private. Do not share your network 

information with others and do not allow others to log in using your credentials. 

Failure to comply may result in loss of network privileges.  
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The Windows Desktop  
 

The Windows Desktop is  the screen you see when the computer first comes on after 

you have successfully logged in. An example of a Windows Desktop is shown in 

Figure 3.  

Figure 3  

 

 

Your  desktop backgr ound may be different than shown. Most desktops have a 

number  of different icons on them. Icons  (small  pictures)  are shortcuts that you can 

double -click to open  programs and files. Most of the programs you use will  have an 

icon on the desktop  for this purpose.  
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File Storage and Organization  
 

If you are new to comput ers you may not know what  a file is  or what it is used for. 

The term definitions that follow may be helpful to  you . 

A file  is an item you can create, store, and edit  on your computer. Electronic f iles 

are the equivalent of paper files that are stored in folders in a file drawer . Normally 

what we create on a computer is an electronic document of some type ï a word 

processing document, a spreadsheet, or an email. Each of these item s can be 

referred to as a file.  

Electronic f iles are most often stored in fol ders . Folders on a computer are the 

electronic equivalent of folders in a filing cabine t. Folders can hold files,  folders , a 

combination of both , or nothing at all. The  Windows computer system is based on a 

file s-within - folder s hierarchy , so your computer was made to manage your files and 

folders in this way .  

All information  stored on a  computer is kept on a  drive . A drive is an electronic 

storage device . There are a number of different types of drives you can use to store 

files and folders (also known as data )  on. The basic types are:  

 Hard Disk drive  

 USB drive  

 CD-RW drive  

 Network drive  

 Floppy drive (nearly obsolete)  

To access different drives on a  computer :  

1.  Double -click  the My  Computer icon on the desktop (Figure 4 ) . 

 Figure 4  

 

A window opens that lists  all the drives that are currently available on the 

computer . Figure 5 shows an example of a drive list .  
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Figure 5  

 

The Hard Disk D rive (Local Disk (C:))  

 

The hard disk driv e, also known as the local disk  or C :  drive, is the main drive on 

your computer. It holds the operating system  and the programs you work with .  

The hard drive  can hold a lot of information, but if it  ócrashesô (fails), all of that 

information will be lost. The possibility of a hard disk failure makes it  a good idea to 

save  your files onto a dif ferent drive . 

The CD - RW/DVD - RW D rive  (DVD - RW (D:))  

 

The CD-RW/DVD -RW drive (in the list shown in Figure 5, it is labeled  DVD-RW) is 

the drive used to play and record CDs and/ or DVDs. CD-RW and DVD -RW drives are 

great for backing up large amounts of data. A standard CD holds up to 700 MB of 

data. A standard DVD holds 2 GB of data. They are also frequently used to install 

programs onto your computer.  
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The USB D rive(s)  

 

USB drives come in a variety of sh apes and sizes . Usually  they  are  small , portable  

device s less than two inches in length.  

Figure 6 shows an example of some of the USB drives available (discovered using a  

quick Google search ) :  

 

Figure 6  

    

 

When  you purchase  a USB drive, get one with t he largest capacity you can  (the 

capacity of a drive is the amount of data it can hold).  Do not  use USB drives  for 

storing sensitive material. Student information, personnel informatio n, or any 

personally identifying data  should never  be stored on a portable drive for any 

reason.  

The drive list  shown in Fig ure 5  show s a USB drive labeled Removable Disk (F:)  

because there was a USB drive plugged in to the computer. If there is not a USB 

drive plugged in to the computer , you  will not see one in the drive list .  

Network D rives  

 

Network drives are drives that were created on your organizationôs network, so 

they donôt exist on your computer at all but on the network system itself. You will 

only see network drives in the drive lis t if:  

1.  Your computer is on a network  AND 

2.  You have permission to access  those drives.  

 

As an FSU employee you will see a number of network drives. Your department 

(O:)  drive and personal  (T:)  drive s should be used for storing your files . 

http://www.sandisk.com/Products/Catalog(1225)-SanDisk_Cruzer_Contour_USB_Flash_Drive.aspx
http://www.sandisk.com/Products/Catalog(1379)-SanDisk_Cruzer_Snap_USB_Flash_Drive.aspx
http://www.sandisk.com/Products/Catalog(1356)-SanDisk_Cruzer_Fleur_USB_Flash_Drive.aspx
http://www.sandisk.com/Products/Catalog(1168)-SanDisk_Cruzer_Micro_USB_Flash_Drive.aspx
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Floppy D rive s 

 

The f loppy drive is named for  the disk inside t he hard outer  sleeve that we normally 

see. The outer sleeve is a square plastic casing that comes in a variety of colors 

and transparencies . The flop py disk itself is a small disk that is co ated with 

magnetic material. Floppies only hold about 1.44 M b of information. You probably 

will not use floppies, as m ost computer manufacturers no longer include floppy 

drives on computers . But if the drive is available on your computer  it will show in 

your drive l ist as the A :  drive (Figure 7 ).  (Note: The computer used to create this 

document did not have a floppy drive so it doesnôt appear in the list.)  

Figure 7  

 

  

The A: drive would 

be located in this 

area, if there were 

a floppy disk drive 

on this computer.  
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Navigating Drives  

 

Now that you know where  and what drives ar e, getting around inside of your 

computer will be much simpler. You can open any drive by double -clicking on its 

icon or name in the drive list. Once you have a drive open and can see the folde rs 

and files inside , double -click on the item you want to open . If you open a file this 

way, the computer should open the program that was used to cre ate the file on its 

own. Double -clicking on a folder will open that folder and show the folders and files 

it has inside.  

A common problem with drives is determi ning which one is used for storage. If you 

create a file on your computer and save it  and  you do not r emember where you 

have saved the  file or folder but you remember the name of it (or part of the 

name ), you can search for it using the Windows Search function.  

Searching  
 

Follow these steps to search for a file or folder  using Microsoft Windows operating 

system :  

1.  Click on the Start  button . 

2.  Click Search . 

A new window will open  (Figure 8) . 

Figure 8  
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3.  Click the link you want to use to search (normally this will be All files and 

folders ) . 

4.  A search criteria screen will open (Figure 9). Type in the items you want to 

search by ( All or part of the file name  is a good choice). You may also 

choose other option s. Once you have set up your search the way you want it, 

click Search . 

Figure 9  

 

5.  A list of files found will be displayed in the right pane of the window as 

displayed in Figure 10. Once you have found the item you want in the list, 

double -click it to open it and work with it. This would be a good time to save 

it into a folder so you wonôt have to search for it again. 
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Figure 10  

 

The Folder Storage System  
 

Folders on your computer  are the electronic equivalent of folders used to sto re files 

in a filing cabinet. What  would happen if you removed all the files from their folders 

in your filing cabinet and just dropped  them in a  drawer?  How would you find the 

files you needed again? Or how would you tell someone else where a file was?  

Something similar happens if you donôt use folders to store files.  If you have a 

number of different files that will all go in the same folder ( in other words, they are 

all related  to each other)  it makes sense to keep them all in one location . 

Itôs a good idea to n ame your folders with meaningful names . For example, if you 

deal with many different vendors, you can create folders for each one . That way, 

even if you donôt remember the name of the file you want, you at least know what 

folder it should be in.  

The file list  




































