Working with Windows

One of the reasons why Microsoft Windows is so popular and easy to use is
that almost every application is consistent in appearance. When a program or
application is opened in a “window”, repeated features can be seen. What
follows is an explanation of those repeated features, using the following

window as an example.

@ Ms Office Class (D:) -0l x|
File  Edit View Favorites  Tools  Help ‘ ;','
O Back - \_’) - ? ‘ /.. ) szarch Falders m -
Address I\‘_} [=H j Go
:EIDESUQIFIQIF b s, Action Butbon Presentation.pps il
File and Folder Tasks ® o | 500 x 413 e | Microsoft Office PowerPaint 9.,
alf Image. .. |&3] 122 KB
@ Publish this Folder ko the S
Wb i€ “ pdvanced Excel s @ " heatexercise.doc
e Share this Folder Microsaft OFfice Excel 97-200,., Microsaft OFfice Word 97 - 20...
1l | 31 KB 21 KE
Other Places o @ B coverletherere. doc east iberty.jpg
Microsoft OFfice wiord 97 - 20, r" 23 % 502
_|+ My Camputer 21 KB #| IPEG Image
= |
MJ My Dacuments @ s, ExerciseMagazine, xls @ s Formatting Practice, doc
\3 My Network Places | Micrasaft OFfice Excel 97-200... Micrasoft Office Ward 97 - 20...
1L | 16 KE 26 KB
Details 2 @ ™ Furniture Fackary. xls @ BN grocery  doc
Microsoft OFfice Excel 97-200.., Microsoft OFFice Word 97 - 20..,
M5 Office Class {D:) R 21 KB ckE
C,D Drive ) @ Y Group Cne,xls @ sy Group Summary . xls
File: System: UDF Microsoft OFfice Excel 97-200..., Microsoft Office Excel 97-200...
Free Space: 0 bytes 1l | 14 KB 1l | 14 KB
Tokal Size: 576 MB
@ s, Group Two,xls @ % hoed.doc
Microsoft Office Excel 97-200... Microsoft Office Word 97 - 20..,
1l | 14KE 24 KB j
|31 objects 1.33 ME | 4 My Computer 4
The Title Bar
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The Title bar in Windows lets you know what program you are using and lets

you control the window in which the program appears.

e First you will notice the words MS Office Class (D:). This is the title of the
window. It contains the name of what is currently being shown in the
window, the contents of a CD. This bar also always lets you know the name
of the program in which you are working, such as Microsoft Word.

e Second you will notice three buttons at the right end. These allow you to
control the window.

Minimize closes the program window and stores the window as a
button on the Task bar. It DOES NOT close the application.
E Maximize allows you to make the window as large as the screen.

Restore Down When the screen is maximized the middle button
becomes a double box. This allows reduction of the window size.

Close shuts down the program.



The Menu Bar
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The Menu Bar contains drop down menus that allow you to access all the
functions of a program. Anything you can do in a program is contained in one
of the menus on the Menu Bar. Each menu’s title corresponds to what type of
operations it contains. For example, in this window, the File menu contains
things you can do to your file, like opening, saving, and deleting.

The Shortcut Toolbar
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The Shortcut Toolbar contains buttons or shortcuts that when clicked on, will
perform some of the same functions that are contained in the menus on the
Menu Bar. Both can do the same thing. The shortcuts were developed to save
you time. They will not be available for every program you use. (For
example, Solitaire and Notepad do not have Shortcut Toolbars.)

The Scroll Bars
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The Scroll Bars allow you to move the screen viewing area. Scroll Bars can be
horizontal or vertical. They correspond to the direction they are going. For
example, by using the arrow buttons to move the horizontal view you can see
what is to right or left on the screen. For a vertical scroll bar, you would use
the up and down arrow buttons.

The Status Bar
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The Status Bar gives you the current status of your window. For example, how
many files are displayed, their total size, if the program is in the process of
saving, etc.

The Task Bar
Wistan ceEeD@mEER (B cess | O working wkh Wi Microsoft Photo ..,

The Task Bar stores any open programs in the form of labeled buttons. In the
above example, Microsoft Access, Microsoft Word, and Microsoft Photo Editor
are all currently open. As soon as you close a program its button disappears
from the Task Bar. Another important feature of the Task Bar is the Start button.
The Start button menu is another way you can access all programs or your
computer’s hard drive at home or work. Although on the library’s computers,
the Start button menu has been deactivated for security purposes. Next to the
Start button is the Quick Launch Bar, which gives easy, one-click access to
open other programs or return to the Desktop.
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