Exploring Series: Getting Started with Windows XP
What is Windows XP?
The primary operating system for personal computers
What is Windows Vista?
The newest version of the Windows operating system. 
Windows XP is available in several versions:
What is Windows XP Home Edition?
Focuses on entertainment and home use. In includes a media player, support for digital photography, and instant messenger.
What is Windows XP Professional Edition?
Is designed to support business systems. It has all the features of the Home Edition plus additional security to encrypt files and protect data. It includes support for high-performance multiprocessor systems. It also lets you connect to your computer from a remote station. 
What is Windows XP Media Center Edition?
Coordinates multimedia elements. It enables you to enjoy video, audio, pictures, and television on your computer monitor. Along with a remote control, the simple layout and intuitive menus enhance the multimedia experience.
What are individual user accounts?
They retain individual desktop settings, a lists of favorite and recently visited Web sites, and other customized Windows settings (such as desktop background).
What is fast user switching?
A Windows feature that allows you to quickly move from one user account to another. Multiple users can be logged on simultaneously through a feature known as fast user switching.
What is the desktop?
Contains icons and a taskbar. It is displayed when a computer first boots up. You can place physical objects, such as folders, a dictionary, a calculator, or a phone, on a desk. The computer equivalents of those objects appear as icons (pictorial symbols) on the desktop. Each object on a real desk has attributes (properties) such as size, weight, and color. In similar fashion, Windows assigns properties to every object on its desktop. And just as you can move objects on a real desk, you can rearrange the objects on the Windows desktop. There is a common functionality that is present on all desktops.
What is an icon?
An icon is a pictorial element representing a program, file, Web site, or shortcut

What is the taskbar?
The horizontal bar that allows you to move among open windows and provides access to system resources. At the bottom of the desktop. The strip contains the Start button, the Quick Launch toolbar, button area, Windows Desktop Search, and the Notification area
What is the Start button?
It is where you begin. Click Start to see a menu of programs and other functions. Provides access to programs and other system resources.

What is the Start Menu?

Is displayed when you click the Start button. It is divided into two columns. The left column displays the pinned items list, typically an Internet browser program and an e-mail program that are “pinned” to the top of the column, and a list of the most recently used programs. As you work with programs, the recently used program list changes based on the frequency of usage. The bottom of the left column also contains the All Programs option. Position the mouse over All Programs to see a list of all programs installed on your computer. The right column of the Start menu provides access to Windows folders such as My Music, My Documents, and My Pictures. The right column also contains entries for the Control Panel, Help and Support, and Search.
How can you get the Start menu to be displayed without pressing the Start button?
You can press the Windows button on the keyboard.
What is the Quick Launch toolbar?
It is located just to the right of the Start button. Each button on the Quick Launch toolbar represents a program that you can quickly launch with a single click.

If the Quick Launch toolbar is not visible on your taskbar, you can right-click a blank area of the taskbar, select Toolbars from the shortcut menu, and then select Quick Launch

What is the notification area?

Found at the right side of the taskbar, it displays buttons for such items as volume control, wireless network connections, Windows updates, and background programs (programs that are active when your computer is on, like anti-virus software). It also provides a button that enables you to safely remove hardware, such as a flash (USB) drive. 
What is Windows Desktop Search?

[bookmark: _GoBack]If you have installed Windows Desktop Search, the search bar will appear to the left of the Notification area. Using Desktop Search, you can quickly find files, folders, programs, e-mail, and calendar appointments. It can locate all files containing a specific phrase and of a certain type. 

What is a window?

A window is an enclosed rectangular area representing a program or data. Each window displays a program or a folder that is currently in use.
What is multitasking?
The ability to run more than one program at a time. It is a major benefit of the Windows environment. 
What is the task pane?
A bar that provides support for a currently selected item or window. Displayed at the left of the window, provides easy access to various commands such as viewing information and adding or removing programs. 
What is the title bar?
The shaded bar at the top of every window. The title bar appears at the top of every window, displaying the name of the folder or application. The icon at the extreme left of the title bar identifies the window and also provides access to a control menu with operations relevant to the window, such as moving it or sizing it. Three buttons appear at the right of the title bar:
What is the minimize button?
The Minimize button shrinks the window to a button on the taskbar but leaves the window open in memory.

What is the Maximize button?
The Maximize button enlarges the window so that it fills the entire desktop. 

What is the Restore Down button?
Appears instead of the Maximize button after a window has been maximized, displaying the window in its previous size. Returns a window to the size it was before it was maximized.

What is the Close button?

Closes the window and removes it from memory and the desktop.
What is the menu bar?

It appears immediately below the title bar. When you click an item on the menu bar, you will see a drop-down menu.

What is a drop-down menu?

It displays more selections pertaining to the menu item.

What is a menu bar?

Horizontal bar at the top of a window containing options to enable you to work with an application

What is a tool bar?

Below the menu bar, usually found at the top or side of a window, contains buttons that are accessed more quickly than menu selections. 

What is a status bar?

At the bottom of a window, displays summary information about the selected window or object. 

What is a scroll bar?

A vertical (or horizontal) scroll bar appears at the right (or bottom) border of a window when the window’s contents are not completely visible. It provides access to unseen areas. Enables you to control which part of a window is in view at any time.  The vertical scroll bar along the right border of the contents pane implies that additional items are available that are not currently visible. A horizontal scroll bar does not appear because the display of objects in the currently selected folder extends out of view vertically, but not horizontally, on the screen.
What is a thumbnail?
A miniature display of a folder or page. 




Identify Dialog Box Components 
[image: ]
What is a dialog box?
A special window that requests input or presents information. Appears when additional information is necessary to execute a command. Ex. A dialog box will appear when you are printing a document. The dialog box requests information about precisely what to print and how to print it. The information is entered into the dialog box in different ways, depending on the type of information that is required.
What is an option button?
Sometimes called radio button, is a mutually exclusive selection in dialog box. They indicate mutually exclusive choices, one of which must be chosen, such as the page range. In this example you can print all pages, the selection (if it is available), the current page, or a specific set of pages (such as pages 1–4), but you can choose one and only one option. Any time you select (click) an option, the previous option is automatically deselected. Check boxes imply that multiple options may be selected. 
What is a text box?
Enables you to give an instruction by typing in a box. 
What is a spin button?
A dialog box feature with an up or down arrow to increase or decrease a value. For example, clicking the spin button (or spinner) beside Number of copies enables you to increase or decrease the number of copies of the document to print. You also can enter the information explicitly by typing it into the text box beside the spin button.


What is a check box?
Enables you to select one or more items that are not mutually exclusive. Check boxes are used instead of option buttons if the choices are not mutually exclusive. The Collate check box in Figure 1.9 is checked; Print to file is not. You can select or clear options by clicking the appropriate check box, which toggles the operation on and off. 
What is a list box?
Displays some or all of the available choices, any of which can be selected by clicking the list item. 
What is a command button?
A dialog box item that you click to accept or cancel selections. 
What is the Help and Support Center?
It provides assistance on Windows topics. The Help and Support Center combines such traditional features as a search function and an index of help topics. It also lets you request remote help from other Windows XP users, or you can access the Microsoft Knowledge Base on the Microsoft Web site. Access Help and Support by clicking Start and Help and Support.
Help and Support also provides a broader search tool that includes information from the Microsoft Knowledge Base, a collection of support on Microsoft tools. Type a topic in the Search box and click the green arrow to the right. Results are presented in order of relevance, with the most relevant shown first.

What is a file?

A collection of data or information that has a name. 

Two basic types of files exit:

A program file: a part of a software program, such as Microsoft Word and Excel. A program file is executable; it contains instructions that tell the computer what to do. 
A data file: is an item that you create and to which you give a name, such as a document. A data file is not executable; it can be used only in conjunction with a specific program. In other words, by using a program file, such as Microsoft Word, you can create data files, like documents that are important to you.
What is a filename?
Every file has a filename that identifies it to the operating system. The filename can contain up to 255 characters and may include spaces and other punctuation. Filenames cannot contain the following characters: \, /, :, *, ?, “, <, >, and |. Rather than remember the characters to avoid, you might find it easier to limit the characters in a filename to letters, numbers, and spaces.
What is a folder?
An object or container that can hold multiple files and subfolders. Windows stores its files in electronic folders that are located on a hard drive, CD, flash drive, or other storage device. 
What is Windows Explorer?
A program that displays a hierarchical (tree) structure of the devices and folders on your computer. 
What is a shortcut menu?
Displays a list of commands when you right-click an item or screen element. 
What is a backup?
A copy of a file.
What is the recycle bin?
Holds the files and folders deleted from the hard drive. Files are not actually removed from the hard drive, but they are instead moved to the Recycle Bin. You can retrieve discarded files and restore them to their original locations as long as it hasn’t been emptied. The Recycle Bin enables you to restore a file that was deleted from Drive C. 
What is the background? 
The area of a display screen behind the desktop icons. 
What is a screen saver?
A moving graphic or image that takes over the display screen when the user is idle. 
What is the control panel?
It enables you to change system settings, such as your background, screen saver, screen fonts, and accessibility options. It also provides information about system configuration and hardware performance. The control panel can be organized as categories or as folders. 
What is a wizard?
A set of guided instructions. 
What is a user account?
Specifies a user’s settings, permissions, and customizations. 

What is a shortcut? 
A special type of file that points to another file or device. It is a link to any object on your computer, such as a program, file, folder, disk drive, or Web page. A shortcut may be created for an application or a document, and a folder or a drive. 
What is a search companion?
A search tool option in Windows XP. 






















Lesson 4: Software
What is a software?
The most basic definition of software is “a set of instructions that tells a computer what to do”. These instructions are also known as programs. Software is essential if a computer is to be useful to anyone other than a skilled programmer. 
How is software different from computer hardware?
Software is different from computer hardware. It does not need any physical connection to the computer. There is no need for cables, jacks or connectors. Ultimately, software is just data - files (instructions) that are in computer memory and are executed upon command. 
Name examples of software:
Some examples of software are Microsoft Office (Word, Excel, etc.), Internet Explorer, Windows Live Messenger, Notepad, Paint, Adobe Photoshop, Solitaire, even Windows Vista and Windows XP. Basically, anything that allows you to do anything on the computer is software.
There are many different types of software, but generally they are categorized in one of the following groups:
· System Software (Operating System)
· Programming Software (Computer Science and Engineering)
· Application Software (User)
What is system software?
System software actually interfaces with the hardware. It allows the computer’s hardware to work with application software and in turn work for you. 
This category is mostly made up of Operating System software. 
What are operating systems?
Essentially, an Operating System (OS) is a complex program that manages all of the system files used by your computer. It manages the flow of data in your computer. Operating systems make working with a computer much easier. They help you use the computer and avoid typing computer code and they have user-friendly interfaces (mouse, keyboard, icons, etc.). Without these systems we would be stuck typing programming or machine language in order to get anything done. Operating system software does most of this work for you. Not only does it make the computer’s inner workings easier to handle, it also gives you faster performance by categorizing everything in human terms. It also manages all your files for you.
Other software, such as drivers (software you need to download so that your hardware works correctly) and utility programs (disk deframgmenter, disk clean-up, etc.) are also in this category.
Operating System functions:
·  Allow the user to interact with the computer 
· Manage the CPU 
· Manage memory and storage 
· Manage system hardware and peripherals 
· Manage applications software and memory allocation (coordination)
What are examples of System Software?
· Windows Vista
· Windows XP
· Mac OS X
· Linux
What is a Programming Software?
Programming software is used mainly by programmers and computer scientists. This type of software allows programmers to create other software. This software includes compilers, editors, interpreters, debuggers, and more. We won’t focus on these, but you should know that they exist. Programmers use different languages such as Java, C++, or PHP to use these tools.
Examples: 
· Visual studio
· Eclipse
· MySQL
What is Application Software?
This is the software you will use the most. This includes utility programs, word-processing programs, spreadsheet software, digital image-editing, games, workplace-specific software, databases, medical software, business software, and more.
Examples: 
· Microsoft Word
· Excel
· PowerPoint
· Access
· Solitaire
· Frogger
· Call of Duty
· Adobe PhotoShop
· FrameMaker
· InDesign
· Windows Media Player
· RealPlayer
· iTunes
How does software work?
When the operating system boots up, it organizes the storage and all of the files for you. When you use a computer for any task, your instructions (keyboard typing, mouse click) are interpreted by the operating system. What we think of as simple tasks are considerably complicated for computers to translate, but in the end, the computer performs them much faster than we could. The simple act of entering text and printing a sheet requires long lines of programming code. 
For example, imagine that you simply want to start Microsoft Word. That’s a system task in itself (even moving the mouse is a task). 
1. Click on the Microsoft Word icon or shortcut. 
2. The CPU processes the instruction and activates the Microsoft Word executable file (in memory). This starts the Word program.
3. The Operating System interprets this as “input” and sends the instruction to the computer’s CPU (brain). It also saves this action.
4. Now you are able to use the program, which interprets your keystrokes and displays the letters you type. 

The previous example was a very simplified example of a basic action. Just imagine what goes on in your computer when you ask it to save, copy, paste, play videos, and so on. 
In essence, what computer software does is interpret your actions when using input devices in order to hopefully do something useful.
The operating system, therefore, is the interface in between you and the CPU. It receives your input and saves it in storage while the CPU carries your instructions out. The CPU reads all these actions as machine code (a very low-level computer language). Today, CPUs are extremely fast. The second you click on a software icon, the software activates. 
Application software does the same thing, but the tasks it lets you perform can be much more specific, such as display the letter ‘T’, or play this exact music file, or load this web page. 
What happens when you turn on the computer?
Step 1: The CPU activates the basic input/output system (BIOS).
Step 2: BIOS conducts a power-on self-test (POST) to check that all attached devise are in places and in working order
Step 3: BIOS loads the operating system from the hard drive to RAM
Step 4: the registry is checked for further configurations and customizations. If everything has checked out and is loaded properly, the desktop appears on the monitor, and the system is ready to accept your first command. 
When you turn on your computer, a process called bootstrapping starts up and loads the operating system into memory (such as Windows XP, Windows Vista, Mac OS, etc.) Most operating systems are stored on the hard disk. 
Often when you turn on the computer you see a black screen with gray or white writing running down the page very quickly. Nowadays this only lasts for a couple of seconds before you see the Windows splash-page. Once upon a time, computers had no operating systems and users worked in that black screen.
After your operating system loads you are in control of the computer. You can sign in or begin opening applications.
What are you doing when you reboot your computer?
When you reboot (or restart) your computer, you are restarting this bootstrapping process. If this is done correctly (‘Soft’ or ‘Warm’ reboot - click start and then click restart) then the computer will save all of your data at that time. If you reboot your system through the power button (also known as a ‘Hard’ or ‘Cold’ reboot - not recommended ), then you can lose data easily because you are abruptly stopping the process without any warning.
How does the operating system translate the computer’s languages into a language you can understand?
The OS does this by displaying a Graphical User Interface (GUI). This system is the one that lets you use the mouse and keyboard for your desired actions. It also includes the icons displayed on the desktop.
Evolution of OS interfaces:
· Command Line Interface 
· Type commands to communicate
· Very complicated for most users
· Menu-driven Interface 
· Select tasks from a list displayed on the screen
· Still not easy enough for most people
· Graphical User Interface 
· Graphics and point-and-click technology 
What does the Operating System allow you to do?
The Operating System also allows you to manage your files by creating hierarchies of folders and files within drives. This lets you store your data in an organized and efficient way. 
The OS also multi-tasks different programs so that it seems like the computer is doing more than one or two things at a time. It allows you to have many programs running at once (depending on how much memory the computer has). What is really happening is that the OS manages how the CPU handles all of these tasks so that it is constantly busy completing different tasks for different programs. 
Types of Operating Systems
Windows XP, Windows Vista (by Microsoft):
Microsoft Windows dominates the operating system world market share. 
It is based on MS-DOS which was a Command Line OS created in the 1980s. 
Later versions of Windows used…windows. It is simple enough so that any user is able to use a computer without having to know commands. 
Windows XP and Windows Vista are the most common operating systems for PCs today, in homes almost all libraries, schools and businesses.
Mac OS X (by Apple):
Mac OS X runs on Mac computers. Because the Mac market share has increased in recent years, so has the popularity of Mac OS X. Mac OS was the first OS to have a GUI (1984).
In general, Macs are used less in schools and businesses, but are popular with artists and students in non-science programs. 
Mac OS X has a completely different navigation system than the Windows systems, and Leopard (the latest version) is based on the Unix operating system.
Ubuntu (by Linux):
Ubuntu is currently the most popular of all Linux-based operating systems. 
Linux is mostly used by computer science professionals and companies specializing in computers. 
It is a stable and more efficient OS, but it is more difficult to use than Windows.
Linux is an open source OS, which means that it is freely available and can be modified by users as they wish. 


What is the most used operating system in the world? 
Windows is the most used operating system in the world. It was developed by Microsoft and derives its name from the on-screen "windows" that it uses to display information. 
If you buy a brand new PC today, it will almost surely be equipped with Windows Vista, the latest version of the Microsoft operating system. Older versions that you might encounter include Windows 95, Windows 98, and Windows XP. Many handheld devices also run an adapted version of Windows (such as Windows XP Tablet). 
Windows is a Microsoft product which allows users to control and manage the computer, software and files.
· Windows Vista
· Windows XP 
· Windows XP Home Edition
· Windows XP Professional Edition
· WIndows XP Media Center Edition 
When did Windows first hit the market and what changes has it gone through between then and now?
Windows first hit the market in 1985. In the time between then and now, Windows has undergone many changes. 
· The most recent versions of Microsoft Windows are Windows Vista and Windows XP. Vista was released for general use in the early part of 2007. 
· Windows XP was released in 2001. Windows XP will continue to be used by people who are satisfied with its performance. Windows XP is available in many editions, each of which serves a different group of computer users. 
· The Home Edition is intended for entertainment and home use.  It features a media player, support for digital photography and an instant messenger. 
· The Professional Edition is designed to support business systems with additional security, the ability to connect to the computer from a remote station, and by supporting high-performance microprocessors. The Professional Edition also has a media player, instant messenger capability and digital photography support. 
· The Windows XP Media Center Edition features multimedia capabilities for video, audio and photography. Using Windows XP Media Center Edition, you can even watch television on your computer monitor.
Windows Vista/Windows XP
	Versions
	Description
	Windows XP Comparable Version

	Windows Vista Home Basic
	This version is for low-level, budget home users who do not require advanced media support.
	Windows XP Home Edition

	Windows Vista Home Premium
	This version combines the media features of Window XP Media Center Edition with the Windows XP Home Edition to support advanced home media uses such as HDTV and DVD authoring
	Windows XP Home Edition with features from Window XP Media Center Edition

	Windows Vista Business
	As its name implies, this version is aimed at the business market. Similar to Windows XP Professional, this version has added support for networking capabilities. This product comes bundled with a new version of Internet Information Services (IIS), one of the most widely used web servers for corporate websites.
	Windows XP Professional 

	Windows Vista Enterprise
	This edition is aimed at the enterprise segment of the business market and is not available through retail stores or OEMs (Original Equipment Manufacturers). It comes with Microsoft Virtual PC, which enables it to run on any platform, and has a multilingual user interface.
	

	Windows Vista Ultimate
	This is the "ultimate" operating system for high-end PC users, gamers, multimedia professionals, and PC enthusiasts. Vista Ultimate comes with RSS (Really Simple Syndication) support for easy access to podcasts and weblogs, a game performance tweaker, DVD ripping capabilities, and other online capabilities for downloading media.
	



What is a window?
A window is an area of the screen that the Operating System sets aside for a specific task. You can run several programs at the same time, each in its own window. You can choose to have one program's window occupy the entire screen to display as much information as possible, or you can display all of the windows simultaneously. Each window can also be hidden in the background while you work with one program in the foreground. 
What is application software?
Application software is software that you use on a daily basis to do most tasks on your computer. Unlike Operating System software, you have some control over these programs (at least when and if they are run). Application software makes it possible for you to use your computer for work or for entertainment.
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Application software is usually organized into different categories:
· Utility Programs
· Productivity Software
· Multimedia Software
· Entertainment Software or Learning and Leisure
Some popular application software:

-  Microsoft Office (Word, Excel, PowerPoint, Access, FrontPage, Outlook, Visio, etc.) 
-  Windows Media Player, Real Player, VLC Player, iTunes, etc. 
-  Internet Explorer, Mozilla Firefox, Safari, Opera, etc. 
-  Calculator, Notepad, Paint, Solitaire, etc. 
-  Adobe Photoshop, InDesign, FrameMaker, Reader, Illustrator, etc. 
-  Many more

When might you need to use different types of software?

If you want to write an essay, or plan your budget, you may need to use different types of software in combination. For example, writing an essay would require word processing software (such as Microsoft Word or WordPad) and perhaps a Web browser (like Internet Explorer or Firefox) or reference software (such as Encarta) to do your research. There are an infinite number of tasks that you can do with the various application software available.
What are utility programs?
Utility programs are application software that help you maintain and manage your computer’s software and hardware. Most of these programs have very specific functions and can help your computer run more efficiently.
Some examples of utility programs:
Some examples of utility programs are Winzip (a file compression program), Disk Defragmenter (a system utility), and even the computer Calculator or Volume Control (accessory programs).
Utility software can:
· Let you alter how your computer’s desktop (screen) looks
· Help you manage (add or remove) other application software
· Compress files (make them smaller) for easier storage or transfer
· Help you carry out regular system maintenance
· Let you schedule maintenance tasks so that they are done automatically
· And much more

What are some utility programs that are very useful when it comes to maintaining your computer’s performance?
Disk cleanup and Disk defragmenter.
Disk Cleanup: Disk Cleanup cleans unnecessary files from your hard drive. These are mostly files in the Recycle Bin and Temporary files created by your Operating System or temporary Internet files. The Disk Cleanup program is found in the System Tools folder within the Accessories folder of the Start menu. When you run Disk Cleanup, it calculates how much hard drive space might be gained by deleting certain files, and it then lets you choose which files (if any) you would like to erase.
You should perform a Disk Cleanup fairly regularly (once per month) depending on how much you use your computer.
Disk Defragmenter: Because your computer does not necessarily store related information in the same areas of the hard disk, over time, locating the scattered pieces of a file may take more time (it takes longer to open a file). Disk Defragmenter tries to regroup related data so that your operating system works more efficiently. 
Disk Defragmenter is found in the System Tools folder within the Accessories folder of the Start menu. It has an analyze feature which will tell you whether or not defragmenting your hard drive is necessary.
What is productivity software?
Productivity software helps you complete tasks or create documents for school or work. Usually these documents can be output (to a printer). 
What are the most popular productivity programs?
The most popular Productivity programs are probably those in Microsoft Office. They include Word (a text processor), Excel (spreadsheet for numerical calculations or tables), PowerPoint (for presentations), Access (database software), and Outlook (Personal Information Manager and e-mail).
Open Office is a free software package that is quickly becoming very popular. It offers a suite of programs similar to those in Microsoft Office: www.openoffice.org. 
What is multimedia software?
Multimedia software is a diverse category of software that enables you to create, organize and edit music (audio), movies (video) and pictures (image).
While actually viewing or playing files with this software is usually quite easy, editing multimedia files (videos, music or images) usually requires more advanced knowledge of the programs. Many of these programs have online tutorials that can help you learn how to use them, and forums where other users may be able to answer your questions. They are usually supportive of beginners.
Multimedia software is closely related to entertainment (leisure) software, since most programs used to edit or create media such as music or video can also play those media files.
Photo-editing software:
  Microsoft Photo Story 
  Picasa 
  Adobe Photoshop (any version) 
  Corel Paint Shop Pro
Video-editing software:
  Adobe Premiere 
  Microsoft Movie Maker 
  Blender
Audio-editing Software:
  Audacity 
  Sony Sound Forge 
  Adobe Soundbooth
What is the learning and leisure software?
Learning and Leisure (or Education and Entertainment) software is a very broad category of applications. There are an almost endless number of programs out there that either let you relax and enjoy yourself or help you buckle down and learn something new.
Learning software is usually subject-based, but general reference software is also available. While much learning software is geared toward younger computer users, there is a lot to choose from for adults. 
Language software is very popular and can help you learn just about any language you can think of. 
You can even find software that will teach you to cook or to use a computer. Various test preparation software can also be found (SAT, MCAT, etc.).
Reference software has replaced those bulky books that no one ever read. Encyclopedias, dictionaries, even atlases are now available as software. These reference applications are much easier to use than their paper counterparts, especially since they offer search and cross-reference functions. Just remember to cite them as your sources!
Leisure (entertainment) software is everywhere; includes games and applications to let you listen to music and movies, or even programs to let you draw.
What does a computer usually come with when you buy it?
When you buy a computer, it usually comes with software to play media files (music, video) and a few games. Most media files are viewed or played with the default application that is installed on your computer. For example, when you want to listen to a sound file (a song), clicking on that song might start Windows Media Player, clicking on a picture file (a photo or drawing), might start Adobe Photoshop or Windows PictureViewer. 
The computer games industry is huge. Billions of dollars are spent in development and thousands of new titles are released every year, so there is a good chance that you will find something you like. The industry has come a long way since Pac-Man, so make sure your computer is powerful enough to run the application. Most titles display their system requirements, making this simple to do. 
When you buy a computer, what programs are usually already installed?
The Operating System, some simple games, some other media software, and often some productivity applications. Most other software products that you might want will need to be purchased separately.
What are the two ways to buy software?
There are two ways to buy software - in a retail store or online. Online orders usually add shipping charges, so they may be more expensive (and there will be a delay before the orders are delivered). Nevertheless, many applications can now be bought online and downloaded directly to your computer. Now that is convenient.
Software can be expensive, especially professional use software (such as Photoshop), but there are some alternatives available. Some software can be used or downloaded for free. 
Make sure you read and understand the copyright and licensing agreements that come with all software. 
What are web-based applications?
Web-based applications are programs that are run directly from your web browser. They can include things like Mapquest (a mapping application - www.mapquest.com), or Google Docs word processor, spreadsheet, and presentation application – http://docs.google.com/), or even online tax-preparation applications. Web-based applications are usually free to use.
What is freeware?
This is software that is available at no cost (usually on the Internet) although it is copyrighted. There are all kinds of freeware programs just waiting to be downloaded on the web including games, screensavers and more. Just search for freeware in any browser and you will see. 
Also looking for Open Source applications is a good way to find software that is free to use.  
What is a screensaver?
A moving graphic or image that takes over the display screen when the user is idle.
What is a toolbar?
Usually found at the top or side of a window, contains buttons that are accessed more quickly than menu selections.
What is shareware?
Shareware is software that is available for free, but with certain conditions. This may mean that the application can only be used for a short amount of time before it has to be bought, or there may be no support offered for users unless the software is registered.
Using shareware after the trial period ends breaks the licensing agreement and is illegal. 
How do you install software?
Installing software these days is very easy. First of all, most software comes with an installation guide. It will guide you through the process step-by-step.
Most software comes on a CD (or DVD). Once you insert the CD in your computer, the installation process will begin. Simply follow along. You may be asked to enter an authentication key (a number that identifies the software as a legal copy). The installation wizard (a process that helps you install software) will then guide you through the complete installation. The wizard will also allow you to customize the software according to your preferences. 
Downloaded software is very simple to install. It usually requires that you simply start the executable file. This is the file that installs the software. It is identified by the .exe extension. This will start the installation wizard and the installation process.
Windows Desktop Components
What is Windows built around?
Windows is built around an office analogy. You will be able to see this in the identifying terms used. We begin with the Desktop; everything takes place on the Desktop. You can arrange documents and folders on the Windows Desktop just as you can on the one in your office. Icons are used to represent the objects on the Desktop. The Desktop shown here contains icons for the Recycle Bin, the Internet Explorer, the Microsoft Media Player, Spy Sweeper software and a Projects Folder. Your Desktop probably contains different objects. You can add and delete objects from the desktop. Each of the objects on the desktop has specific properties. 
The Taskbar contains a number of tools that you can use to load software programs and gain information about your computer. The buttons on the Taskbar will change based on what is happening in your computer.
The Start button is used to start programs and other functions. A keyboard shortcut is the Windows button. Pressing this key brings up the Start menu. This menu will be discussed in the next slide.
The Quick Launch toolbar shows program icons. Clicking on an icon in this area will cause the program to load. This Quick Launch toolbar shows an icon for America Online and the Internet Explorer. Your computer may have different programs on the Quick Launch toolbar.
The Desktop Search button helps you find things on your computer. It might not be installed on your computer. If so, it will not be visible. It is a feature that is installed with Office 2007. 
The Notification area shows some of the programs that are running in the background memory of your computer. Since these are tiny icons, you will find it helpful to hover your mouse pointer over the icons. This action will cause Tool Tips to appear so you can see what the program is. In this area you will find tools for volume control, network connections, Windows updates, and a button that allows you to safely remove a flash drive from the USB port.
The Clock displays the time. If you hold the mouse pointer over the clock, the day of the week and the date appear. 
The Start menu opens when you click on the Start button. 
There are two columns on the Start menu. Pinned items are programs that are used often and selected to be included in this area for fast access. You can change the settings to pin the most important programs to you in this location on the menu. The recently used programs appear below the pinned items. In the case of the menu shown here, we can see that the Internet Explorer is used most often, followed by iTunes. To see a full list of available programs, click on the All Programs button. 
The right column of the Start menu contains Windows folders that you will access often along with options for searching, help and the Control Panel. The All Programs button will cause this menu to be hidden behind a listing of software programs installed on your computer. If you decide you wish to use the hidden menu rather than the program menu, click in the blank space above the All Programs button.
Windows are rectangles on the Desktop that display programs or folders currently in use. 
The operating system is a multitasking system that allows multiple windows to be open at the same time.  
A window is active if the bar at the top (called the title bar) is deep blue colored and the menu items are darker. The other programs have dimmed title bars. Only one window can be active at a time. Switching between the windows is as easy as clicking the one you wish to activate. Notice the taskbar shows four programs running. Another way to bring one to the front is to simply click on the button on the taskbar.
How do you resize and change the position of a window with Windows?
To resize a window, point to any border and drag the border inwards or outwards as you desire. You may also drag a corner to change the height and width of the window simultaneously. To move the window, click and drag the title bar to the position you desire. 
The title bar, at the top of every window, contains the name of the window and buttons for changing the window. 
What does the Minimize button do?
The Minimize button shrinks the window into a button on the taskbar. This window is still open in memory, but not taking up space on the Desktop. 
What does the Maximize button do?
The Maximize button enlarges the window so that it fills the entire screen. When the screen is maximized, the Restore Down button appears in place of the Maximize button. This button returns the window to the size prior to maximizing it. 
What does the Close button do?
The Close button closes the window, closes the program and removes it from the Desktop.
What does the My Computer window do?
The My Computer window gives you access to devices, such as disk drives and folders. A task pane displayed on the left allows you to initiate systems tasks and navigate to another place on the computer. Notice that the My Documents folder is in the Other Places pane. This is very helpful because this folder is the default for storing all Microsoft Office files. 
This window also shows a menu bar. The menus are somewhat consistent between all Microsoft products. You will normally see File, Edit, View and Help menus in open windows. Other menu options may appear that are specific to the software program running in the window. When you click on a menu item, a drop-down menu with selections appears. 
The Toolbar, directly under the menu, contains buttons for manipulating objects in the window. Note that you can barely make out the Back button. This is because this function is not available. In this case, this window was opened directly and there is no “back” to go to. In contrast are the Up button, the Search button, the Folders button and the Views button. They are all available on this window. 
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What happens if you click the Folders button (on the Standard Buttons toolbar in the My Computer folder) twice in a row?
The left pane displays either a task pane or the hierarchical view depending on what was displayed prior to clicking the button initially.
What happens when the window cannot display everything available?
Often the window cannot display everything available. When this happens, scroll bars appear either on the side, bottom, or both. The additional contents of the window can be viewed by clicking repeatedly on the arrows at the ends of the status bar to move the window in small steps. You may also want to move the slider bar by dragging it with the mouse pointer for a faster scroll. You can also click on the open part of the bar to advance the window one window at a time. 
What does the status bar do?
The status bar gives you information on the contents of the window. In this window, you can see that there are 21 objects available. The files listed in this window take up approximately 2.75 megabytes of storage. 

[image: ]
Using Display Menu 
Menus display commands that are available in the application program. When you click on a menu, a drop-down menu appears. 
A shortcut is to press the Alt key and the underlined letter on the menu you wish to open. For instance, if you wanted to open the Edit menu, you would press Alt E. Once you have opened the menu, you may select a command by clicking on it, or by using the Alt key and the underlined letter for the command.
Ghosted commands that are dimmed (not in bold) on the menu mean that they are not available at the time. Usually you forgot to select something before opening the menu when you see ghosted commands. Cut, Copy and Paste are currently unavailable on the Edit menu shown.
The different menu appearances/components
On the File menu, notice the word Open, followed by an ellipsis (…). This indicates that additional information will be needed to execute the command. A dialog box will open when the command contains an ellipsis. You will make setting selections in this box and usually click the OK button to proceed.
A check (√) next to a command, as you see for the Status Bar, is a toggle switch. This command can either be on or off. A check indicates that is it on.
The bullet (●) next to Tiles indicates that this setting is selected from a group of settings. In this menu, there could be a bullet next to Thumbnails, Tiles, Icons, List or Details. Note that the gray lines separate these options from the rest of the menu. Only one bullet point can be marked in a group at any one time. 
An arrow after a command, as you see here on Toolbars, Explorer Bar, Arrange Icons and Go To, indicates that a submenu will appear when this command is selected. You will be able to choose commands from this cascaded menu.
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Dialog Box Components
When do dialog boxes open?
Dialog boxes open when additional information is needed to complete the command sequence. You will remember from the last slide that an ellipsis indicates that a dialog box will open when that command is selected. In this case, the Print command was selected.
Different settings have different selection methods:
A drop-down arrow, when clicked, will display options. In this case, it would be the names of the printers available to the computer. You would select one by clicking on it. 
The check boxes are again toggles, representing off or on. There can be more than one check box selected. So in the Print menu, you could check both the Print to File option and the Manual Duplex boxes. 
The spin button is where you can select an option by clicking up or down. Often these are used for selecting a number. In this case, you can select the number of copies you wish to print. 
The option buttons are in a group. With option buttons you can only select one option at a time. That option is indicated by a darkened button. Sometimes option buttons are called radio buttons. 
The text box allows you to type information. The only text box on the Print dialog box is to list the page numbers you wish to have printed. In this case, as soon as you start to type in the text box, the option button for Pages will turn on.
Some dialog box selections will cause yet more dialog boxes to open. Note the Options button with an ellipsis as an example of this, as well as the Find Another button.
The command button selection tells the computer to accept the settings you have made and run the command, or cancel the command. All dialog boxes contain at least two buttons, one for accepting the selections and one for canceling them.
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How does Windows and all Microsoft products offer many ways to get help?
The Help and Support Center is available by clicking on the Start button and selecting Help and Support. When using this help menu, you will be able to request information from other Windows XP users and access the Microsoft Knowledge base on the Microsoft website. You may search for specific data using the Search text box.  For general information, select a Help topic. If you are trying to complete a certain task, like updating your Windows software, select from the Pick a Task list.
Keyword Search
What does the Index button do?
By using the Index button and typing in a search term, a more complete list of help topics is available. 
If you find yourself going to the same topic many times, you can save it by clicking on the Favorites button. This way you will not have to remember the keyword you used to find the topic. This topic will be saved for reference and available by just clicking on the Favorites button and selecting the topic.
What does the History button do?
The History button shows all of the help topics visited during the current help session. This is helpful because you might read a topic and jump to another, only to realize that the answer was on the first topic you read. Using History can get you back to topics you have visited quickly.
What is a file?
A collection of data. A file is a set of instructions or data that has been given a name and stored in a storage location on the computer. Every file on the computer has a name. This identifies it so that the operating system can find it. You may name files with up to 255 characters, including spaces and punctuation. There are some characters you cannot use in naming a file, so even though you can use punctuation, it is best to avoid it and use only letters, spaces and numbers. Be sure to name your files with descriptive names so that you know what they contain by looking at their names.






Filename Extensions
	Extension
	Type of Document
	Application that Uses the Extension

	.doc
	Word-processing document
	Microsoft Word 2003

	.docx
	Word-processing document
	Microsoft Word 2007

	.wks
	Word-processing document
	Microsoft Works word processing

	.wpd
	Word-processing document
	Corel WordPerfect

	.xls
	Spreadsheet
	Microsoft Excel

	.slr
	Spreadsheet
	Microsoft Works spreadsheet

	.mdb
	Database
	Microsoft Access

	.ppt
	PowerPoint presentation
	Microsoft PowerPoint

	.pdf
	Portable Document Format
	Adobe Acrobat or Abode Reader

	.rtf
	Text
	Any program that can read text documents

	.txt
	Text
	Any program that can read text documents

	.htm or .htlm
	Web page
	Any program that can read HyperText Markup Language

	.bmp
	Bitmag image
	Microsoft Paint

	.zip
	Compressed file
	Winzip



Types of files:
Program file: a part of a software program. Program files are software applications that help you to complete tasks such as word processing or crunching numbers in a spreadsheet. The files you create with the software applications are data files. This might be a letter to your family or a budget for your department.
Data file: a file created with a program file
File name: identifies a file

What is a folder?
Holds multiple files. It can also hold other folders. In a similar fashion as a file, folders are named and stored on the computer. The storage location can be the hard drive of the computer, flash drive, or even a CD. 
The folders in the computer help you arrange documents so you can find them again. There can be thousands of files on a computer and it is important that your work be accessible when you need it. You can create and maintain folders on all types of storage devices.
Certain folders are automatically created by the operating system. 
What are the best known folders?
The best known folders are the My Documents and My Computer. 
Software applications that you add to your computer often add folders to the system. Even though there are folders doing their work on the computer, it is a good idea for you to make decisions about what personal folders to create and where to store them. 
How do you create a folder?
In order to arrange your files, you will need to know how to create folders. 
The first step is to decide which storage device you will use for saving your folder. Open My Computer by clicking on the Start button and selecting My Computer. Storage devices have icons that look like the device. Select the storage device by clicking the device icon. 
With the storage device selected, click on the File menu. Select the New command. The cascading menu will have an option to create a new Folder. Select this option. A New Folder icon will appear, ready for you to type in the folder name. After you have typed the name, press Enter.
If you ever need to change the name of a folder because you have misspelled the name or the purpose has changed, right-click on the folder name and select the option to Rename it from the shortcut menu. Key the new name and press Enter. Another way to rename a folder is to click on it and press the F2 key on the keyboard. Again you will key the folder name and press Enter. 
Deleting a Folder
Just as you can create new folders, you can delete folders that you no longer need. It is important to know that if you delete a folder, you are also deleting the contents or files within that folder. To delete a folder, select the folder you wish to delete by clicking on it. Right-click and select Delete. You will be prompted to make sure you really wish to delete the folder. Click on Yes and the folder will be deleted.
Folders and files deleted from the hard drive of the computer can be recovered from the Recycle Bin. If the folder or file was deleted from any other storage device, such as a flash drive or CD, the work cannot be recovered. More information on this concept will be covered later in this lesson.
How can Folders be viewed?
In various ways; in tile view, list view, as Icons, Tiles, Details and Thumbnails or Filmstrip, if you have photographs in the folder. To change the view of the folder, click on the Views button on the toolbar and select the view you want to see.
How does Windows Explorer display your folders and files?
In a hierarchical structure. This slide displays the contents of the E: drive, which is a flash drive, including the folders in the left pane and the files in the right pane. You can change what you will see in the panes by clicking the Folders button on the toolbar.
Some of the folders in the left pane have a plus sign to indicate that there are subfolders in the folder. If you click on the plus sign, the contents will expand so that you can select other folders. A minus sign will then appear next to the open folder. By clicking the minus sign, you will collapse the folder. 
The selected folder in the slide is Reports. Note that the name of the folder appears on the title bar and address bar of the Windows Explorer. Only one folder can be open at a time and display the contents in the right pane. While the folder is open, the right pane can be used to manipulate the contents of the folder, as discussed in the next slide.
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What is the easiest way to move or copy a file?
To drag it from one folder to another as needed in the Windows Explorer. When you drag a file or folder to the same storage device, for example the flash drive, the file or folder will be moved. If you drag between storage devices, a copy will be made. When you move a file or folder, there will only be one copy of the file or folder on the storage device. When you copy, there will be a copy on each storage device. 
If for some reason you want two files with the same name on the same storage device, press and hold the Ctrl key as you drag the file to the new location. 
You may also right-click and drag the file to the location you select. When you release the mouse button, a shortcut menu will appear. Select Copy Here or Move Here from the shortcut menu as you desire.
What is the best way to avoid data disaster?
To have a backup copy of your work. You need to plan for it before it happens. Most people keep important data in two storage devices. You can see two different storage devices in the graphic in this slide. Both contain the same file. One is a flash drive and the other is the hard drive.
The rule of thumb for backing up data is that if it will take more time to re-create than it takes to back up, then back it up. Data is generally the only thing you have to back up because you can reinstall application software from the CD. 
What two options do you have if you deleted something and you decide you want it back?
The first is to use the Restore all items option in the Recycle Bin task pane. You may decide that you wish to restore only one or two files. Locate the files in the Recycle Bin, right-click on the file name, and select the Restore option from the shortcut menu. 
An alternative is to select the file and open the File menu. You will find a Restore option there too. 
Need a smaller Recycle Bin? Right-click the Recycle Bin and select Properties from the shortcut menu. You can adjust the percentage of space reserved for the Recycle Bin on the dialog box.
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