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CONCEPT


To describe Windows 3.1. and be able to manipulate and setup your Windows Desktop.


OBJECTIVES


To identify the parts of a window.


To demonstrate your knowledge of windows by minimizing, maximizing, restoring, moving, and resizing a window.


To describe some of the features that comes with Windows.


Materials List


IBM PC/ Compatible computer


Software List


MSDos 3.1 or higher


Windows 3.0 or higher


What is windows?  


Windows fits over and works with the computer's operating system (DOS--disk operating system). 


Advantages Of Windows


Easier--can click on an application and use without knowledge of DOS.


Multitasking--can work on more than one application without closing or exiting.


Desktop


The overall work area on the screen with Windows.  It is similar to your desk surface in that you can put things on your desk, take things off your desk, and move things around on your desk.  See the sample desktop below.  It may or may not be exactly like yours, but can be redesigned to fit your needs.  The number of group windows and application icons that you have varies with the number of applications on your computer. 
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Parts of a Window


�
Program Manager


Appears as the top window and controls all your other windows. 


Title Bar


Contains the name of the application running that window.


Menu Bar


Contains all the lists of choices that go with that application you are running.  Each choice has a pull-down menu of choices.


Icon


Small pictures that represent something.


Control-Menu Box


This box controls the window itself allowing the user to close, move, resize, etc.


Minimize


Reduces the window to an icon.


Maximize


Enlarges the window to fill the screen.


Borders


The four lines that define the limits of the window.  You can enlarge and reduce a window by moving its borders.�
Mouse Commands


�
Clicking


Pressing and then releasing on the mouse button (usually the left side, but may vary with your application).


Double-Clicking


Clicking twice very quickly.


Dragging


Holding down the mouse button while moving objects to a different location and then releasing the mouse button.


Selecting


Pointing on and clicking the mouse button.�
complete the following EXERCISE 


Move a window--click on the window title bar and drag it to another location.


Resize a window--click on any of the window's borders and the pointer changes so that it has pointers on both sides.  Drag the window in or out to the size you want. 


Minimize a window--double-click on the minimize button.  The window changes into an icon. NOTE:  Do not minimize the Program Manager window, since it controls all the other windows.  Although if this is done, it can be restored as directed below and no harm has been done.


Restore a window that has been minimized--double-click on the Icon.  Or click on the icon and drag down and choose Restore.


Maximize a window--click on the Maximize window and the window now takes up the entire screen. NOTE:  The button on the right of this window (not Program Manager) has changed into what is called the Restore Button.


Restore a window that has been maximized--double-click on the Restore Button of that window (not Program Manager).  Or you can click on the Control Menu Box and choose Restore.


Locate a window that is not visible on the screen.  Choose Window from the Menu Bar of the Program Manager and drag down and find the name of the missing window. 


Get into an application and then close the application.  To get into an application--Double-click on the application's icon.  To close an application--Click on the Control Menu Box and close.  Or from the Menu Bar choose File-Exit or Game-Exit.   NOTE:  All applications must be closed after they have been opened unless you want to do some multitasking or plan to return to this opened application later.


Get out of Windows to shut down--There are many ways to close the entire Windows Program.  Here are a two:  From the Control-Menu Box, choose Close.  Then click on YES to end the session.  From the Menu Bar, choose Exit Windows.  Then click on YES to end the session.


Get back into Windows--at the C:\, type in WIN and hit ENTER.


Tile your Windows .  Before practicing the difference between tiling and cascading a window, you will need to restore all your group icons into their original window size (refer to #4 above).   Go up to the Menu Bar and click on the Windows pull-down menu and choose Tile.  Your windows are now arranged in a tile format.


Cascade your Windows--go up to the Menu Bar again and click on the Windows pull-down menu and choose Cascade.  Your windows are now arranged in the cascade format.


Set up your desktop.   Using the commands above, you can now set up your desktop as you prefer.  


Main Group Applications


**Listed below are some of the Main Group Applications you may want to investigate.


�	File Manager:  Is used to help you manage your computer files.  It permits you view all your directories and files and to find, move, copy, delete, rename, print a file, or create a directory.  This is also where you can format or copy your diskette.


�	DOS Prompt:  Permits you to access DOS.  To return to Windows, type in EXIT and press ENTER.


�	Print Manager:  Monitors the printing activity.


�	Control Panel:  Lets you adjust the appearance and performance of Windows; such as changing the color of your background, wording, window titles, adjusting the time on the computer’s clock, adding a screen saver, installing a new printer, etc.


�	Clipboard:  Allows you to take text and graphics from one application and move it to another.


�	Windows Setup:  Can be used to help you install new applications and change hardware configurations.


Accessories Group Applications


**Listed below are some of the Accessories applications you may want to investigate.


�	Write:  An easy-to-use word processing program although it has a very limited range of features.


�	PaintBrush:  Drawing program that allows you to create color images that can be placed in documents.


�	Calendar:  A daily appointment book or monthly organizer with an alarm.


�	Clock:  Provides a time display either in analog or digital.


�	Cardfile:  Provides an electronic “Rolodex” file for storing, sorting, and selecting.  


�	Calculator:  Used for mathematical calculations using either on a standard or scientific calculator.


�	Notepad:  Mini-wordprocessor for jotting down short notes and message.  


Getting Help


If you need assistance while working in Windows, from the Menu Bar of that window choose Help.  This is a built-in facility designed to provide you with information about Windows and its application.  The Windows Help looks and acts the same in each application, but the information is specific to that application.  Some applications even have tutorials which are invaluable for new users.  


HINT:  If you had any trouble with these exercises, then go to the Menu Bar of the Program Manager and choose windows tutorial for more help. 
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