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I. Windows basics 

A. The mouse

1. Hardware and software

a) The mouse is hardware, the thing you hold onto. It is an example of a "pointing device." Other types of pointing devices include the trackball, touch screen and touchpad.

b) The thing on the screen is called the "mouse icon," "pointer" or "mouse pointer" (and sometimes for shorthand the mouse, but this can be confusing). However, the mouse icon can have other shapes than the pointer or left arrow shape ([image: image1.png]


), such as the right arrow or hourglass. The screen is also hardware.

c) The icon position on the screen is generated by software that reads the physical position of the mouse, and moves the icon correspondingly.

2. Mouse actions (on a Windows mouse, normally we use left button)

a) Point. Place the mouse cursor or "pointer" over a feature on the screen by using the mouse. The active part of the pointer is the extreme point of the arrow. In many cases, when you point to an icon, a text box pops up with its full name and often some status information. 

b) Click. Point the pointer and click the left mouse button once. Use this to actuate buttons and menu items, and to select (highlight, getting ready for action) icons.

(1) "Click on" means to point at the feature named and click the left mouse button once. Example: "Click on the Netscape icon."

c) Right-click. Same as Click, except use the right mouse button. Used to bring up a menu of actions from all menus that you can use in the current situation.

d) Double-click. Point the mouse and click the left mouse button twice, rapidly. Use this to open icons (can also Click on the icon to select it and then tap <Return>).

(1) Double-click on Clock to open it

e) Drag. Point the mouse at a screen feature, hold the button down and move the mouse with the button held down. Use this to move windows and icons, and to change the size of windows, to select a range of text in a word processor or a range of cells in a spreadsheet.

f) Right Drag. This is unusual, but similar to the right-click. You can drag something with the right button, and when you release the right button, you get a pop-up menu of things to do with the object you dragged.

NOTE: Be careful any time that an icon, text, or other screen function is selected, or highlighted. If you hit the <Delete> key, even by accident, the selection is gone (deleted).

B. Windows desktop. This has the Start button, taskbar and tray at the bottom, with desktop icons above. 

1. Task Bar - applications that are running, click on icon to make that application active and bring its window to the front

2. Tray - applications that are started automatically, on bottom right of screen.
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C. Active elements of windows
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1. Border - use it to resize -- mouse cursor changes shape to double-headed left-right arrow - drag on the border (left-right or up-down only) or resize box in lower left corner (both directions) [image: image4.png]



2. Title bar - uses are see what the window is (its title), to show if window is activated (blue for activated, grey for inactivated) and to move the window by dragging on it

3. Minimize / Maximize / Close boxes at the right end of the title bar

a) Minimize = reduce window back to an icon

b) Maximize = make window take up whole screen

c) Close = leave the application

d) When a window is maximized, its maximize button turns into double overlapping boxes. Click this button to return the window to its original (smaller) size.

4. Control box at left end of title bar, duplicates actions of close and other boxes at the right.

5. Menu bar - usually just below title bar, holds menu items; its use is to make window do work for you

a) Menu - a list of written options that drops down when you click on the text on the menu bar. Click on the option you want to choose it.

b) In the newer versions of Windows, menu items that you do not use regularly are hidden (not shown). This can be confusing,e specially if the textbook says to select a menu item that you do not see! If menu items are hidden, there is a double down-pointing arrowhead at the bottom of the menu list ([image: image5.png]


). To display the hidden menu items, either:

(1) Hold the mouse icon on the menu item at the top for five seconds or more,
OR

(2) Click on the down-pointing arrow

c) If there is a key combination shown for a menu item, that key combination is a keyboard shortcut, a key combination that works just as if you had selected the menu item. For example, <Ctrl>S is usually a substitute for File > Save. <Alt> and <Shift> are also used in key combinations. To type in a key combination:

(1) Hold down all of the keys except for the last one (usually there are just two keys, so in that case, hold down the first one).

(2) Tap and release the last key. This carries out the action.

(3) Release the first key(s).

6. Tool bar - a bar of buttons with icons, usually just below the menu bar, that are shortcuts for menu items. Toolbars are often a way to work more efficiently. For example, [image: image6.png]


 do exactly the same things as the File > Open and File > Save buttons, and let you work faster. Clicking on diskette icon on the left is exactly equivalent to the File > Save menu action.

a) Icon - a small picture indicating a file that can be started or run with a double-click or alternately, use a single click and then tap the <Enter> key

b) Button - a rectangular picture that looks like a button, often with a label or icon, that takes an action when it is (single-)clicked. A button changes color and shape slightly when "clicked" or "depressed."

7. Status bar – a bar along the bottom of the window that carries status information specific to the application, such as page number for a Window for Microsoft Word.

8. Dialog: a collection of active elements to accomplish a multipart task. Dialogs are windows, so they have title bars. We will identify dialogs by their title -- the text on the title bar. When you save a file for the first time in Word, you use the "Save As..." dialog.

a) Pull-down list - a line of text with a down-pointing arrowhead to the right. When you click the arrowhead, a list of options drop down. Click on the option you want to choose it.

(1) On the Save As... dialog, you used the pull-down drive list to choose drive a:

b) List box - a list of choices inside a box, with the chosen item shown above the list.

(1) On the Open dialog, you used the list box of file names

9. Scroll bars - bars at the right side and/or bottom of the screen with up and down arrowheads and an "elevator box." These are for moving ("scrolling") through a long text or graphics file. The elevator box shows your location within the file. Click on the arrowheads for small movements. Click on the bar near the arrowhead to move one full screen at a time. Drag the elevator box for large movements. Try all three.
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D. Managing windows - double click on the time in the tray (bottom-right corner of the screen). This will open up the clock window. 

1. Open an icon into a window - double-click the icon

2. Moving - drag on title bar

3. Resizing - drag on border -- dragging on a corner can change height and width at once

4. Closing 

a) Click on the close box

b) If the Window has a menu bar, alternately you can choose File > Exit.

E. Maximizing / minimizing – click on the maximize / minimize  boxes

F. Bring to front, same as activating -- single click on a window anywhere to activate it

G. Windows usually gives you several methods for doing anything. For example, to close or exit from a program, you can do any one of the following:

1. Click the program's Close Box (X) in its upper right corner

2. Choose the menu item File, and then Exit

3. In some cases, <Ctrl>Q (means to hold down the <Ctrl> key and tap Q while <Ctrl> is down).
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