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INTRODUCTION TO WINDOWS® 95/98

I. The desktop
The DESKTOP, the Windows 95/98 workspace, appears as a colored background or picture (wallpaper), and contains ICONS which open programs and data files.  The icons may appear different from computer to computer depending on installation but will always include My Computer, Recycle Bin, Inbox, and Internet.

A. Using the Mouse

In Windows 95/98, you can use your mouse in different ways: 

· POINTING: Moving the mouse, and pointing to an item on the screen with the mouse pointer.

· CLICKING: Pointing to an object on the screen, holding the mouse still, and clicking the left button of the mouse once.  Clicking once selects or highlights an object on the screen.

· DOUBLE-CLICKING:  Holding the mouse still, and double-clicking with the left mouse button on an icon, windows, etc.

· DRAGGING:  Positioning the mouse on an object, holding down the left button of the mouse, and dragging the object without releasing the button.

Practice Exercise:

1. Point to the My Computer icon. 

2. Click once with the left mouse button.  Notice how the name and icon are highlighted.

3. Press the left mouse button, hold it down, and drag the My Computer icon to a new location on the desktop.

4. Release the mouse button.  The icon is now placed in a different place on the desktop.

5. Drag the My Computer icon back to its original location on the desktop.

6. With the left mouse button, double-click on the My Computer icon. The My Computer window appears on the desktop.
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parts of a window
A. TITLE BAR
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The colored bar at the top of the open window is the TITLE BAR.  The title bar gives the name of the open program or document.

B. Menu Bar and Viewing Options
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The row beneath the title bar is the MENU BAR. When a word is clicked a drop-down menu of additional choices appears.  

· Some commands are black while others are grayed out. A grayed command is not available.

· A right-pointing black arrow appears next to some menu commands. This indicates another menu will appear for that command.

· An ELLIPSE (set of dots . . .) indicates another window of options will appear for that command.

Commands that have been activated may be indicated with either a checkmark or a dot.

Note: If you have mistakenly opened a menu and want to close it without making a choice, simply click on the menu name or on a blank space within the window or desktop. 
· Most windows have a VIEW menu with a variety of choices for viewing the icons in the window - SMALL ICONS, LARGE ICONS, LIST and DETAILS. These choices allow you to custom each window the way you choose. 

C. [image: image4.png]{iGiohaY  Acoead  Adsbe  AmeicaOrlne AZZ Cardle
Pholoshop 40
Imageind  Kpems e Mo Meiput
OidataPiiier PoweTops  ProgiamFles  Pforts Quake
Diver

37 obiect(s) (plus 17 hidden) | = My Computer




CONTROL BUTTONS

· MINIMIZE: The first button on the left. When this button is pressed the active window is reduced to a button the Taskbar.

· MAXIMIZE: The middle button. When this button is pressed the active window enlarges to fill the entire desktop area.
· RESTORE:  After a window is maximized the middle button changes to Restore. When this button is pressed the active window is restored to the original size.
· CLOSE: The third button. When this button is pressed the active window is closed.
practice Exercise:

Note: Use the left mouse button throughout this exercise.

1. Continuing with the My Computer window, click the Minimize button. (The My Computer window appears as a button the Taskbar).

2. Click the My Computer button on the Taskbar one time. The window is restored to the desktop.

3. Click the Maximize button. The My Computer window enlarges to fill the entire screen.

4. Click the Restore button. The My Computer window returns to its original size and position on the screen.

5. Click the word View from the Menu Bar. The drop down menu appears.

6. Notice the placement of checkmarks and dots. This indicates options that are currently active.

7. Click the word View from the menu bar. The View menu closes.

8. Click the View menu. Choose Small Icons. The icons in the active window are changed to small icon view.

9. From the View menu choose List.

10. Change the icons to Detail view and then back to Large Icon view.

11. From the View Menu, click the words Arrange Icons. Notice the options available.

12. Experiment with different icon arrangements returning to the View Menu each time.

13. Click the Close button. The My Computer window closes.

III. Resizing a Window
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At times you may want to resize a window. Move the mouse pointer to the bottom right edge of the window until it becomes a double‑sided arrow. To resize one side of the window only, move the mouse pointer to one edge of the window until it becomes a double-sided arrow.  Click and hold the mouse button down, then drag that side of the window to a new size.

Practice exercise:

Note:  Use the left mouse button throughout this exercise. If the window is in the maximized position click the Restore button to reduce the size of the window.

1. Double-click the My Computer icon.

2. Move the mouse pointer to a bottom right corner of the window until it changes to a double-sided arrow. 

3. Click and hold the mouse button down and then drag the window to resize it.

4. Release the mouse button.

5. Move the mouse pointer until it rests on the left edge of the window. The pointer changes to a double-sided arrow.

6. Click and hold the mouse button down and then drag the window to the right to resize the left edge.

7. Practice resizing the window using the resize box at the bottom right corner and by resizing each side of the window individually.

IV. Navigating with Windows
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When a window is too small to view its contents automatic SCROLLBARS appear. This allows the user to scroll through the window to view items that are hidden. The Scrollbar consists of ARROWS and a SCROLL BOX.

PRACTICE exercise:

1. Continuing with the My Computer window, double-click the hard drive (C:).

2. If scroll bars do not appear, resize the window until it is approximately   4" x 4".

3. Locate the vertical scroll bar.

4. Click the down arrow one time. The content of the window moves up and the scroll box moves down.

5. Continue clicking the down arrow until the scroll box is at the bottom next to the down arrow.

6. Press and hold down on the up arrow. The content of the window moves down and the scroll box moves up to meet the up arrow.

7. Close the hard drive window.

8. Close the My Computer window.

V. The Start Menu

The START MENU is located at the bottom left corner of the taskbar.  Programs and documents may be accessed here as well as settings, find, help, run or shutdown.  The small triangle located next to a word such as Programs, indicates another menu.  It is called a NESTED MENU.

A Closer Look at the Start Menu:
· PROGRAMS:

Clicking on Programs will provide a list applications/programs initially installed on the computer. Clicking the left mouse button once on one of those program names will open the program. This is one of the easiest ways to access programs that are installed on the computer.

· DOCUMENTS:
Clicking on the word Documents will reveal the last fifteen Windows 95/98 documents which were recently accessed. Clicking the left mouse button once on a document name will open that document, provided that it is still at the same location on the computer.

· SETTINGS:
Settings provides access to the Control Panel where hardware configurations are located, as well as settings for the software which enables the computer to operate. The Printers folder is also located here, as well as options for the Taskbar and programs menu.

· FIND:
Find allows a search for programs, files and folders on the computer.  If the Microsoft Network is installed on the computer, the user may use Find as a search on that service. Other options for searching on the Internet may also be installed here.

· HELP:
Help provides a variety of means for getting help with Windows 95 and its accessories.

· RUN:
Using Run, a program from the hard drive or a floppy disk may be started using a traditional MS-DOS command. 

· SHUT DOWN:
Shut Down has several options for shutting down and restarting the computer. You should always use shutdown when exiting Windows 95. Simply turning off the computer without shutting down properly can damage programs. 

SHUT DOWN OPTIONS:
· Choose Shut down the computer? when you are sure you are finished with the computer and want to turn the power off.

· Choose Restart the computer? after installing software that requires a restart or when necessary.

· Choose Restart in MS-DOS mode? to restart the computer in MS-DOS.

Note:  In the event a program is not responding or the screen becomes frozen Shut Down may not be accessible.  Instead, press and hold the CONTROL then the ALT key and then tap the DELETE key. Choose End Task to shut down the offending program or Shut Down to exit Windows 95/98 altogether. If this does not work, press the reset or reboot button (not the power button) on the computer.

Practice exercise:

Note:  Use the left mouse button throughout this exercise.

1. Click the Start button.

2. Without clicking the mouse button, move the mouse up the menu stopping on the word, Programs.

3. Without clicking the mouse button, move the mouse straight over stopping on Accessories.

4. Move straight over stopping on Games.

5. Click once on Solitaire. Leave the Solitaire game open on your screen.

6. Click the Start button.

7. Without clicking the mouse button, move the mouse up the menu stopping on the word, Settings.

8. Move the mouse straight over to the right and click once on           Control Panel.

9. There are two windows active on the desktop.  Notice the two buttons on the Taskbar.

10. To switch to the Solitaire game, click once on the Solitaire button on the Taskbar.

11. Close the Solitaire game by clicking the Close box (X) located on the title bar at the far right corner of the window.

12. Close the Control Panel by clicking the Close box (X) located on the title bar at the far right corner of the window.

13. Click on the Start button. 

14. Click on Shut Down.

15. Review the options for Shut Down.  Click No or Cancel.

16. While holding down Control and then Alt, tap the Delete key and read the message on screen.

17. Click Cancel.

VI. Shutdown the Computer

1. Click on the Start button.

2. Click on Shutdown.

3. A shutdown dialog box will appear.  Make sure the option, Shut down the computer?, is selected.

4. Click Yes or OK.

5. Turn off the power to the computer.

6. Turn off the power to the monitor.
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