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Key Terms 

The Graphical User Interface (GUI)  

 

Once the computer has turned on, you will see the desktop. 

In a graphical user interface (GUI), the desktop is the visual 

representation of the file system on a computer. All of the 

files and applications on a computer can be accessed through 

the desktop. Icons are graphic representations of files or 

applications.  

 

The Start button opens the Start menu, which displays 

files and applications. A menu is a list of options. The Task 

bar shows what files and applications are open. Right-click 

once on the mouse to open a shortcut menu. 
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You can have many 
windows open at 
one time, but you 
can only work in one 
window, the active 

window, at a time. 

TIP
P 

Double-clicking on a folder opens it. The contents of the 

folder are displayed in a window, which is a box that shows 

what is inside a folder or file. A different window can be 

opened for each file or folder you want to use.  

 

 

 
 

To move a window, place your pointer on the Title bar. 

Press and hold the left mouse button and then move the 

pointer to where you want the window to be. Holding down 

the mouse button and moving the mouse is called dragging. 

 

To maximize a window, or to make it fill up the screen, 

click the maximize button in the upper right corner of the 

window. To return the window to its original size, click the 

button again. 

 

You can minimize a window to take the window off the 

desktop without closing it. To minimize a window, click the 

minimize button in the upper right corner of the window. 
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Icons can be placed 
in a grid by choosing 
Align to Grid. You 
can also choose to 
hide the icons by 
deselecting Show 
Desktop Icons. 
  

TIP
P 

Often, the entire contents of a window are not visible. To 

view the rest of the window, grab the scroll bar and drag it 

downward. The box that moves inside the scroll bar is 

called the scroll box. 

 

To resize a window, or to make it larger or smaller, place 

the pointer over one of the corners of the window. When 

the small black arrows appear, drag the corner outward to 

make the window larger. Drag the corner inward to make 

the window smaller. 

 

You can restore a window that was minimized to make it 

visible again. To restore a window, click the title of the 

window in the task bar. To close a window, click the Close 

Window button. 

 

 
 

Icons on the desktop can be arranged to fit your needs. If 

you right-click the mouse on the desktop, a shortcut menu 

offering different options opens. If you scroll over an option 

with an arrow, a submenu offering more choices will open. 
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Icons on the desktop 
can be arranged and 
rearranged to fit 
your needs. You can 
click and drag icons 
to various places on 
the desktop. You can 
also right-click the 
mouse and choose 
Sort By. A submenu 
will open that allows 
you to arrange the 
icons by Name, Size, 
Type, or Date 
Modified. 

TIP
P 

The Recycle Bin deletes files or applications from the 

computer. To delete a file or folder, drag the item to the 

Recycle Bin and drop it on top. This places the item in the 

Recycle Bin, but does not delete the item.  

 

To delete the item, right click the Recycle Bin. Locate and 

click Empty Recycle Bin to permanently delete all of the 

items in your Recycle Bin. 

 
 

 Tech Check 
 Answer the questions on a separate piece of paper. 

 
1. Recall List three parts of the Windows desktop. 

 

2. Reproduce Make a sketch of a window. On the 
sketch, label the following items: Maximize button, 
Minimize button, Scroll bar, and Title bar. 
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Key Terms 

Worki ng with Files and Folders  

 

Windows Explorer is a program that shows the entire file 

system on a computer. To open Windows Explorer, you can 

choose Start>All Programs>Accessories>Windows 

Explorer , or you can simply right-click the Start button and 

select Explore. 

 

 
 

At the top left of the window, click the Desktop icon. All of 

the files and folders on the desktop will be displayed on the 

right side of the window.  

 

To sort the files and folders, open the View menu and choose 

Sort by. Then choose how you want to sort the files and 

folders. 
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To find out more 
about a file, right-
click the file and 
choose Properties. 

TIP
P 

One of the directories, or containers for files and folders, 

on the desktop is called Computer. To view the files of this 

directory, click the Computer icon on the left. Files can be 

data, text, programs, and more.  

 

A directory can hold other directories. A directory that 

holds other directories is called a parent directory . A 

directory that is located in another directory is called a 

subdirectory. For instance, Computer is a parent directory 

for DVD/CD-RW Drive (D:), and DVD/CD-RW Drive (D:) 

is a subdirectory of Computer. 

 

 
 

With so many places to look, finding folders and files can 

be difficult. You can search directly from the Start menu. 

Click in the Start Search box on the Start menu and key in 

your search term. Vista will instantly return results as soon 

as you start keying. 

 

You can also use the Search window to find files and 

folders when you do not know where they are. To search 

for a folder, you choose Start>Search. 
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