- Technology Handbook

- Module 4

Getting St arted in Windows XP

The Graphical User Interface (GUI)

Onceyour computeiis turned on, you wilsee thelesktop
In a graphical user interface (GUI), thesktopis the visual

k . :
_des top representation of the file system on a computer. All of the
feei files and applications on a computer candecessed throug|
Start button the desktoplcons are graphic representations of filas
- applications.
menu The Start button opens theStart menu, whichdisplays
task bar files and applications. Anenuis a list of optionsThe Task
shortcut menu bar shows what files and applications are open. Rajjok

My Documents once on the mouse to opeslertcut menu.

D Doubleclick onthe My Documentsicon to open a list of
scroll bar your documents.
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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.

Doubleclicking on a folder opens it. The contents of the

folder are displayed inwindow, which is a box that show:
what is inside a folder or file. A different window can be

opened for eachlé or folder you want to use.
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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 do\
the mouse button and moving the mouse is called drggg

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 th
button again.

You canminimize a window to take the window off the
desktg without closing it. To minimize a window, click th
minimize button in the upper right corner of the window.
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Often, the entire contents of a window are not visible. Tc
view the rest of the window, grab tkeroll bar and drag it
downward. The box thahoves inside the scroll bar is
called thescroll box

Icons can be placed Toresizea window, or to make it larger or smaller, place
in a grid by choosing the pointer over one of the corners of the window. When
Align to Grid. You the small black arrows appear, drag the corner outward
can also choose to make the window larger. Drdbe corner inward to make

hide the icons by .
deselecting Show the window smaller.

Desktop Icons. ) o ]
You canrestore a window that was minimized to make it

visible again. To restore a window, click the title of the
window in the task bafl o close a window, click the Close
Window button.

My Documents

. 8

My CompUter A Name

Refresh Size
Type
Modified

Paste
Paste Shortout

Show in Groups
— | Auto Arrange
Properties v Align to Grid

W=

v Show Desktop Icons
Lock Web Iterns on Desktop
Run Desktop Cleanup Wizard

Minimized
Window

Recycle Bin
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Icons on the dégop can be arranged to fit your needs. If
you rightclick the mouse on the desktop, a shortcut men
offering different options opens. If you scroll over an opti
with an arrow a submenwill open, offering more choices.
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TheRecycle Bindeletes files oapplications 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 tF
Recycle Bin, but does not delete the item.
Icons on the desktop
f:;‘r:)aiggg?g?g and To delete the item, right click the Recycle Bin. Locate an
SANEHEEH Y OTEAn pllck E_mpty Recycle Bln.to permanently delete all of the
click and drag icons items in your Recycle Bin.
to various places on
the desktop. You can
also right-click the v’ Tech Check
mouse and choose Answer the questiors on a separate piece ofgper.
Arrange Icons By. A
submenu will open . .
e youﬁo 1. RecallList three parts of the Windows desktop.
arrange the icons by
klnarg'?" %‘Ze, Type, or 2. ReproduceMake a sketch of a window. On the
e sketch, label the following items: Maximize button,
Minimize button, Scroll bar, and Title bar.
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Windows
Explorer

directory
parent directory
subdirectory

shortcut

Working with Files and Folders

Windows Explorer is a program that shows the entire file
system on a computer. To open Windows Explorer, you ¢
chooseStart>All Programs>Accessories>Windows
Explorer.

At thetop left of the window, click the Desktop icon. All of
the files and folders on the desktop will be displayed on tl
right side of the window.

To sort the files and folders, open the View menu and che
Arrange Icons by. Then choose how you want totbert
files and folders.

One of thedirectories, or containers for files and folders, o
the desktop is called My Documents. To view the files of
this directory, click the My Documents icon on the left. Fil
can be data, text, programs, and more.
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