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Beginning Windows

The whole area is the D@SKtO P for Z Windows

Mouse Action
e Click is always a single click on the left mouse button.

The Background or wallpaper is
just for looks. There are many
different backgrounds from which
to choose. See page 5 for how to
change the background.

On many new computers, the
only ICON on the desktop is the
Recycle Bin.

Icons are shortcuts to
programs or files or
commands on your computer.
Double click a desktop icon to

open.

¢ Double Click is always two quick clicks on the left mouse button.
¢ Right Click or click on the right mouse button to see a pop-up menu of context sensitive

choices or to see a definition in a What’s This? box.

The TASK BAR is on the bottom
of the screen.

o Drag and Drop to move icons or objects on the screen. Point at the object with the mouse.

Click and hold down the left mouse button. Continue to hold down the left mouse button
as you move the object to the desired location. Release the left mouse button.

Try this at home (this doesn’t work on a public computer):
Right click in the center of the desktop. A menu pops up.
Point at Arrange Icons by

Notice the right facing triangle.
Whenever you see this symbol in a menu, it means that another
menu is underneath. This is called a nested menu.

To choose an option, move directly across to the next menu. Left
Click on Name to put your icons in alphabetical order.
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Beginning Windows

Start button Task Bar

Notification Area

Try this at home (this doesn’t work on a public computer): Double click on the time in the

Notification Area

Chanqe the Date Date and Time Propertics
Date & Teve | Tims Zone | Irkermet Time
Month—click on the * to
the right of the month to orerrt - R SR
see all the months. This EEEEE=E
is called a drop-down L 23 456
7 8 9 10 @ 12 13
menu. 415 16 17 18 19 20
21 2 23 M 25 20 0
28 29 X

Year—click on the = to |
the right of the year. Click
Up tO make |t 2004 CI|Ck Current bire zone: Centradl Dayight Time

71X Change the Time

down to go back to 2003. —

|| cacel |

Drag the hands of the clock
to the correct time, or

Click in the digital time
L display box. Click in the

. / area that you wish to
- . change—often the minute’s

area. Use the = to
increase or decrease the
time.

If you made changes, the Apply button will be dark. To make
the changes take effect, click Apply. When you complete all

your changes, click OK.

Open Programs
Calculator

Click on Start

Point your mouse at All Programs. Move
directly to the right into the Program
menu. Move your mouse up the list.

Point your mouse at Accessories. Move
directly to the right into the Accessories
Menu. Move your mouse down the list.

Click on Calculator.

Note: Try to stay in the middle of the
words on these menus and try to
stay off the icons to the left of the
program names.

File Edit Wiew Inser
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Becky Hinton
N Internet
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E Microsoft Word
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ﬁm Horizon 7.2
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E» EM3 Professional

,"—
-é Procey Masker w40

all Pragrams B

To make Calculator a shortcut on the desktop:
Follow the steps above but instead of Left clicking on Calculator, Right click on Calculator.
Point at Send to then left click on Desktop (create shortcut). Click outside the Start menu to
close it. The new shortcut will appear on your desktop. Double click the icon to open it.
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Beginning Windows 3

Control Boxes

Title Bar B calculator BEIES]  -vinimize the Calculator
Drag the Calculator to Edit Yiew Help by C”Cking on the

the upper left corner. P o | T~~Minimize button.

=Click on Calculator in the
NMenU Bar ’_ Backspace CE || C task bar at the bottom of

the screen.
Click on View.
Click on Scientific.

A 7 g 9 £ 20t
You can use the Number

MF 4 5 5 - % Keypad instead of clicking
on the screen.

Click on View.
Click on Standard WG 1 2 3 ; 104

To find what the buttons
on the screen do or to find
the keyboard equivalents,
right click on a button on
the screen. Left click on
the What’s This box.

Open another program:

Click on Start. Point at All Programs. Point at Accessories. Click on WordPad.
WordPad is a simple word processing program that comes with all Windows computers. If
you have a better word processor such as Microsoft Word or Microsoft Works or
WordPerfect, use it and not WordPad.

Control Boxes

Title Bar 59]E3[E3 Minimize

Menu Bal’ File Edit Yiew Insert Format Help MaX|m|Ze/ReStOfe
= - Close

Standard Tool Bar DEE & i) By

Formatting Tool Bar [ v| [10 v [westem v/ Bru@(s=s=s =

Ruler Bar =

¢

Body - this is where
you type. S

VERY IMPORTANT—remember that the blinking cursor, the flashing vertical line you see in
the typing area, is the most important thing on the screen. It shows where you are and where
you will type next.

Try this:
Point at an icon in the Standard Tool Bar. Notice that a label or screen tip appears.

In the Format Bar, click on the * to the right of Arial. This is called a drop-down menu.
This menu allows you to select the font or style of type.

In the Format Bar, point at the B, I, and U buttons. Notice the screen tips that appear.
Click on the Font Color button. Click on a bright color. Type a few letters.

In the Menu Bar, click on File. Click on Save As.
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Beginning

Windows

Save As Dialog Box

My Documents is the best
place, most of the time, for your
documents. If you don’t see My
Documenwmr/
click on n the right edge of
the box to find My Documents or

click on the icon on the left side
of the screen.

In the center of the Save
dialog box, see a list of folders
and files saved previously.

iy Recent
Documents

7=

&

Dezktop

%

by Documents

Type the new name for your
file in the File name box.

If the file name is highlighted
blue, just start typing and your
typing will replace what is
blue.

Click on Save.

5
tdy Computer

..
2

by Metwork,

.

Save in;

£} My Documents

My Data Sources
dMy Music

.ﬂMy Pictures

()0 Class Docurnents

Save az type:

l,jlggeql_.l';ntlv Called Murbers_Ffiles

Document

Fich Tesxt Format [RTF]

Folders & Files
listed here

Type your file
name here. Then
click on Save.

Save
Cancel

Try This:
Copy and Paste

Click on Calculator in the Task Bar

Calculator Title Bar is blue

Click on WordPad — Title Bar is blue
Press Enter 2 times for extra spacing
Click on Edit — Paste

Click on Standard Tool Bar — Save
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Do a calculation. Click on Edit — Copy
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Drag and Drop Calculator and WordPad so both visible (click on the Title Bar)
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Beginning Windows 5

Change the background on the Desktop

Try this at home (you cannot change the background on public computers):
e Go to the Desktop (remember that is the first screen you see when you turn on your computer)
e Right-click in the center of the desktop.
e Click on Properties at the bottom of the menu.

Arrange Icons By

Refresh <
Therses  Hekp | Scomen Saver  Appestsnce  Settngs
Save As Scheme... DeSktOp tab.
Graphics Opkions r
Display Modes 3
e 3 sy
Froperties Backoound
ome 8| (o
2 Ascaed
] Auduen
Click on the Desktop tab at the top of e 5
the Display Properties dialog box.  ronirai v —
[ Cuntorem Destivg .|
Click on one of the items in the scroll T | T
menu.

Hint: Use the up M and down W arrow keys on your keyboard to look at all the background
options in the preview monitor.

Click on Apply. Click on OK.

Shut down the computer properly:

Click on Start. At the bottom of the Start Menu, click on the option to Shut Down or Turn
Off Computer.

Click on the * to see options.
Shut Down Windows 1 » J Click on

bt down to completely power off the
computer. Do not use Shut down if you plan to use
r computer on and off during the day.

Click on Restart to turn off the computer and then

@ ‘What do you want the computer to do? turn the CompUter back on again.

?Re“";;tbh, ] The other options are not as useful. Log off is
il used mostly in networked environments. Standby
Standby leaves your computer on in power-saving mode.
Hibernat T Hibernate saves anything in memory to the hard
LEIDoe T R T =T T 1 ﬁelp drive y g ry

Click on OK after you select the desired option.
Shut down or Restart your computer at least once a week to keep your computer operating efficiently.

Shut down if you will not use your computer for an extended amount of time such as over night or if you
will not use your computer for several days. Try to turn off or, even better, unplug your computer during
thunder storms.

Do NOT turn off a computer with the button on the computer. Over time, that will corrupt the computer’s
hard drive.
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