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INTRODUCTION

The Desktop

THE TASKBAR

The Start Menu icon
Quick Launch

The Background Programs
section

4. The Clock (Time/Date)

Icons

THE DESKTOP | CONS

® N o 0

My Computer
Recycle Bin
My Network Places

Program Icons

Start
Button M m

'4 start o w e
Quick
Launch

Background
Programs

Looking Into Windows



Opening & Closing Programs

OPENING A PROGRAM

To open a program, locate a program icon and double click on
the icon.

1 Notice: the program starts and a new icon appears on the
active programs section of the taskbar.

CLOSING A PROGRAM

To close a program, click on the file dropdown menu and select
exit.

1 You can also click on the Close button E]
on the top right hand corner of the window to
close the program.

You may be prompted to save your work.
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Manipulating Windows

MINIMIZE D T
1 Click on the Minimize button in the upper
right corner of the window.

1 Or click on the program icon on the taskb ar.

MAXIMIZE
M Click on the Maximize button
right corner of the window.

in the upper

1 Right click on the program icon on the taskbar and choose
Maximize.

1 Or click on the program icon on the taskbar.

RESTORE
1 To restore a window to its original size, click the Restore

e i
button L ol in the upper right corner .

V
1 Or right click on the program icon on the taskbar and click on
Restore.
CLOSE

M Click on the Close button
corner of the window.

in the upper right

1 Or right click on the program icon on the taskbar and click on
Close.

omplete Exercise 1
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Window Structure

Minimize,
Maximize, and

Title Bar Close Buttons
Menu Bar

4 untitled - Paint mEx

Fila Edt Wiew Image Colors Help
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‘ Scroll
Bars
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|Formh,dd-u-up Topics on ths Help Menu.,

Status Bar

L
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. ) Empty Full
Using the Recycle Bin '

f |
~
7 *)
DELETING A FILE
R =0

1. Right click on a file to display the shortcut menu, click on
Delete |, and click on AYeso.

2. Double click on the Recycle Bin icon on the desktop.

1 Notice the file is in the Recycle Bin. Files in the Recycle Bin

cannot be used unless they are P —
restored.

j Are you sure you wank to send ‘Letter to Jim' to the Recycle Bin?
w

3. Click on the file to select it, click on
the File dropdown menu, and select

Delete.

1 The file is now irretrievable 7 it is really GONE. Using the
Empty Recycle Bin command will delete all files in the Recycle
Bin.

RESTORING A FILE

1. In the Recycle Bin, select the file to restore
2. On the left side menu choose Restore this item

1 Notice the file is no longer in the Recycle Bin. The file is back
in its original location. It can now be used.

3. Close the Recycle Bin

# Recycle Bin E]@
File Edit View Favorites Tools  Help ;?
7 ? 7~ Search Folders m -
address | 2] Recyde Bin v a 5o
{ycle Bin Tasks

= Letter ka Jim
L= Microsaft Office Word Document
12 KB

< 2 Empty the Recycle Bin
BJ Restare this kem

el

Other Places

{E} Desktop
[ My Documents
o My Computsy
&) My Netwark Places

<

Details
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Customizing Settings

The Control Pane/

The Control Panel is used for modifying many computer settings. To
open the Control Panel:

1. Click on the Start menu at the bottom left corner of the
screen.

Click on Control Panel.

On the left side of the screen is a menu you can switch from
Category View or Classic View.

Pick a category

% ®
@' Jope wante and Theres ‘!-’ Froders and Dtter Handware
e

. -
"f Metpanrk aml Buberuet Comedtnie ¢ v Aver Acciunds
-

w A e Hemaree e ograms
L e s
9 =

Y ‘/j Soutls, Speed, mid b Devkes AccessBity Dptans

Diake, Tieos, Longuage, tnd Regoest
Ogtome

— Perliemand 1 ol Motk eiiance ) Secerdy Conler

® G Hiriisin,

B i "
ook wdew  Adwes
s e ¥
oy G \ Yo
D @ @
Mo owoh. et S0

Comecon ~iwd

E e =
Bt P e ol

Lapge .. G

¥ 9 d
Soweh Svee  Tebte od
Dot ey

i
{

B
a0
L
L{/
Prider Coterns
”
e
Q
i
@
=

x
s

!‘2& Ty
i
. Sews
< =

P Opten Padors ard

Paaw

* =2
Tovter R
@ <
Ao Wy
Toemdl  Satwon S

Looking Into Windows 8



Customizing the Desktop

The Appearance and Themesis used to modify the monitor settings,
such as color, wallpaper, screensavers, and general appearance.

Pick a task...

‘i Chonge the compater's theme
[3 | Thange te desktopn background
31 Choase a scroen saver

F; Change the screen resalution

or pick a Control Panel icon

Deplay m Tolder Options

| Taskbior and Staet Meswt

......

Background
|&5) Stream ~ | B:owﬁ... I
Vortec space Position:
) Wind [swech v
E\Mndows)(? o
=) Zapotec - :
(— -
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Customizing Mouse Settings

The Printers and Other Hardware allows you to select Mouse that is
used to modify the mouse settings, such as button configuration,
motion, and mouse pointer.

Mouse Pro

Bx]

\

Buttons Paointers | Pointer Options | Wheel | Hardware | SetPaint Settings |

Buttarn confiquration
[ Switch primary and secondary buttons

Select thiz check box to make the buttan o the
right the one vau uze far primary functions such
az zelecting and dragaging.

Double-click speed

Double-clizk the falder ta test your setting, |f the
folder does not opern or cloze, ty using a slower
zetting,

Spead:  Slaw J Fast l_l

ClickLazk
[] Tumn on ClickLock

Enables vou ta highlight ar drag withaut halding down the mouze
buttan. To set, brigfly press the mouze buttan, To releaze, click the
maouze button again,

[ 0K, ] [ Cancel
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Adding & Removing Programs

The Add or Remove Programs isused 4
for installing or uninstalling software l[ Add or Remove Programs

on the system.

Currently instaled programs:

Change o | |@ Merosast Woriowide Teescope
PO || MobleMe Cortral Panel
5 Modera Heler
& Move Netwerks Madka Playe for Irtermet Explorer

Size
Size
Size
Add Niew -
Progras | @) Moaila Firefox (3.0) Size
E’ 19 Mo 4.0 5P2 (<B927978) Size
MSXML 4.0 SP2 (KBI36181)
AddRemaove g g bt
windows | {8 MSIML 4.0 P2 (KB%54430) Size
Components
15 Netfx Movie Viewsr Size
O £ Netwaiting Size
setprogam G OpenOffice.on
Access and
Defauks

Size
Se  19.81M8

see 11428 ¥
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Modifying Clock Settings

The Date, Time, Language,
and Regional Optionsis used
to modify the computer date
and time, as well as language
settings.

Date, Time, Language, and Regional

Dptions
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