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�� ��� � � �& Learn 
Windows: Introduction  

 
 
Objectives 
 

·  Define an operating system 
·  Learn the layout of the Microsoft window 
·  Introduction to file management in the Windows environment 

 
A computer cannot do anything without exact instructions. A program or application is a set of 
instructions that makes a computer perform a certain task.  If, for example, you wish to type a 
resume on your computer, you need to use a word processing program. If you wish to go on the 
Internet, you need an Internet program. The general term for computer programs is software. 
 
Definition of an operating system 
 
Before your computer can do anything, it needs a very important program called an operating 
system. This program runs everything: managing the drives, taking input from the keyboard and 
mouse, keeping track of where data is stored, and making sure all the other applications work 
together. In other words, it operates the system.                                                                                            
 
The most common operating system is Windows, by Microsoft®.  A new version comes out 
every few years, so a computer with “Windows” might use Windows XP, Windows 98, Windows 

2000, Windows ME, Windows 95, or one of several other versions! Luckily, 
these different versions function in more or less the same way. 
 
Although this focus is on Windows, be aware that there 
are other operating systems. Apple computers use 
Macintosh, or Mac OS. Another is Linux, which is slowly 

growing in popularity. 
 
After you turn on a computer, it performs a series of self-tests to check the hardware, and then 
loads the operating system into the memory from the hard drive. This entire process is called 
booting up the computer.  
 
 
Layout of the Microsoft Windows Screen 
 
After the computer boots up, it displays the Desktop, a screen consisting of some small, labeled 
graphics on a background.  As you work with different applications, the Desktop will remain 
behind them. 
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The small graphics are icons that represent programs or files. You can see icons for many of 
the programs on your computer. Most of the icons on the Desktop do not directly stand for the 
applications themselves, but are shortcuts that let you quickly open the programs without 
having to search for them on the hard drive. If you were to remove these shortcuts, the 
programs themselves would be unaffected (but harder to find). 
 
Just like an actual desktop, you can arrange these objects to your liking, moving them around, 
organizing them, and even removing them completely. 

Click on an icon and hold down the button on the mouse. 
Move the mouse around; you will drag the icon around the Desktop. 
Let go of the button; the icon will drop into place. 

 
You “select" things in Windows, most of the time, simply by single clicking, which means to click 
on them one time.  If you wish to open a program or file, however, you will need to double-click 
on it.  To open Microsoft Word: 

Hold the cursor over the “Office” folder, and click on it two times quickly.  Then find the 
“Word” icon and do the same.  
If you have done it correctly, Microsoft Word will open. If not, try again. 

 
Along the bottom of the screen is the Task Bar. A button will appear on the Task Bar for every 
active program or file.  Looking at it right now, you will see a button for the program you just 
opened (“Document 1 – Microsoft Word”). 

 

 
 
The icons at the left of the Task Bar are single-click shortcuts.  
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At the very left of the Task Bar is the “Start” button. This gives you easy access to all of the 

programs on your computer as well as “My Computer,” a help guide, and a few 
other things.  Note: Library computers are set up a bit differently. 

Click on the Start button to see the Start menu. 
Click it again to close the menu. 
 

You can turn the computer off by clicking Start and then choosing “Shut 
Down.” In fact, this is the only way you should turn it off, since the 
computer goes through certain important processes when it shuts down. 
 
How do windows work? 
 
Each program runs within its own frame, called a window.  The Desktop remains behind the 
windows while you use them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Windows can be reduced, resized and moved, or closed entirely.  
You make these adjustments with the three buttons at the top right-hand 
corner of the window. 
 
The first button will minimize the window without closing it.   

Click on the first button. The window will shrink to a button on the Task Bar. 
To view this window again, click on the Task Bar button. 

 
The last button will close the window completely.  

Click on the last button. The program will close entirely; there is no                
Task Bar button remaining. 
Re-open Microsoft Word by double-clicking the icon. 

 
The middle button is the resize button. Click it once and the window will adjust to a 
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smaller size.  

Click the middle button. The window should shrink. 
Click on the blue Title Bar at the top of the window and drag the window around the screen.  

 
In this mode, you can change the size of the window. 

Place the cursor on an edge of the window. 
When the cursor turns into a black, two-way arrow, click and drag 
the edge to change the window’s size. 

 
If you click the middle button again, the window will maximize to fill the screen. You 
cannot drag or resize the window when it is at the maximum size. 

Click the middle button. Try to drag the window now – you cannot! 
 
You can have more than one application running at the same time, each in its own window; this 
is known as multi-tasking.  

Minimize the window (with the first button). 
Open “Internet Explorer” by double-clicking its icon. 

There are now two buttons on the Task Bar, one for each program. 

To switch to a window, click on its button. 
When finished, close the Internet Explorer window but leave Word open. 

 
 
 
Do not forget about the scroll bar! Many files are too large for the screen, so you may have to 
scroll down to see everything.   
 
 
 
File Management 
 
What is a computer file? 
 
Any set of information on your computer is stored as a file. A file can contain any kind of 
information, whether it’s a document used by a program (such as a letter typed in Microsoft 
Word) or a part of the program itself. 
 
You can see all of the files on your computer by using My Computer. 

Double-click on the “My Computer” icon to open it, or 
Click on the Start button, and then click on “My Computer.” 

 

“My Computer” lists all of the drives on your computer. You may also see icons for 
several folders. The computer keeps files organized by storing them in folders, just as 
you might with paper files. Their icon resembles a manila folder.  

Double-click “C-DRIVE (C:)” to view its contents. 
 
This is a list of the contents of the hard drive. Note that the “Address” bar at the top shows what 
we are looking at, in this case the contents of the “C:” drive.  
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Double-click on the “Program Files” folder to open it.  
 
As you can see, folders can hold other folders as well as files. If you look at the Address bar, 
you will notice that it shows that we are looking at the “Program Files” folder inside the C: drive. 
This is the file path, which is the full, exact location of a file or folder.  

 
 

Remember the program “Internet Explorer?” It has its own folder here. 

Double-click on the “Internet Explorer” folder. 

Inside this folder, you can see an icon representing the actual program. If you were to move or 
delete this icon, you would affect the program itself. Never delete or move a file if you do not 
know what it does. Windows puts lots of important files and applications in many different 
folders, and may stop working properly if those files disappear. Close the window. 

 
How do I work with files? 

 
Since we do not want to delete any important files, let us create one for 
practice. We will have to enter some information into the computer and then 
save it as a file.  

Return to Word and type in a few words.  
To save this file, click on File at the top of the window. 
When a menu drops down, click on “Save As.” 

Remember, the computer works from the temporary RAM, so to retain the information the 
computer must save it onto a drive. When you save a new file, you must do two things: select its 
location, and give it a name. 

To select the location, click on the triangle at the right of the “Save in” box.  
Then, in the menu that drops down, click on “Desktop.” 

 
 

To name the file, highlight the name shown and type in a new one. For this exercise, name it 
“Exercise.” 

 
 

Click the Save button (close the window when finished). 
 
You should now see your file (or rather, the file’s icon) on the Desktop. The exact icon used 
depends on the file; since it is a Word document, Windows uses a Word icon. 
 
You do not want to store all of your documents directly on the Desktop, which would get 
crowded very quickly. You can create folders in which to store your files.  

Right-click on an empty area of the Desktop.  
Click “New” on the menu that appears.  
Click on “Folder” in the sub-menu. 
Type in a new name (no need to click first). For now, name it “My First Folder.” 

 
Now you only have to put the file in the folder. It is as easy as dragging and dropping. 

Drag the file onto “My First Folder.” 
Release the mouse button.  
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Open the folder to view its contents.  
Close the folder when finished. 

 
We can also copy files and folders to other drives by dragging and dropping. 

Insert a diskette into the floppy drive. 
Drag “My First Folder” onto the “3 ½ Floppy (A:)” icon. 

 
You can give existing files and folders new names. 

Right-click on the folder and then click on “Rename” on the menu that appears. 
Rename the new file “Practice.” 

 
How do I get rid of old files? 
 
If you do not need certain files anymore, you can remove them by deleting them. Your hard 
drive can only hold a limited amount of information, so it is a good idea to get rid of things you 
no longer need.  
 
Deleting an item does not remove it immediately.  It moves the item to a folder 
called the Recycle Bin, from which you can retrieve the item if you changed your 
mind or if you deleted it by mistake. If you look at the Desktop, on most 
computers, you will see that the Recycle Bin icon resembles an actual bin. 
Note: Library computers are set up a bit differently. 

 
There are several ways to delete an item. One is to right-click on the item and select “Delete.” 

Open the “Practice” folder. 
Right-click on the file “Exercise,” select “Delete.” 
The computer will ask, “Are you sure you want to send ‘Exercise.doc’ to the Recycle Bin?” 
Click “Yes” then close the window. 

 
You can also delete an item by dragging and dropping it onto the Recycle Bin. 

Drag and drop the “Practice” folder into the Recycle Bin. 
 
The Recycle Bin icon now looks like it is full of paper, showing that something has 
been placed in it. Since sending a file or folder to the Recycle Bin only relocates it, it 
will continue to take up space on your hard drive or disk. You will need to empty 
the Recycle Bin to permanently remove the files. 
 
You may wish to view the contents of the Recycle Bin before you delete them. If you wish to 
save any of the items, you can right-click on them and select “Restore” or simply drag them out 
of the Recycle Bin folder. 

Open the Recycle Bin. You should see the file and folder you just deleted. 
Click File�  “Empty Recycle Bin.” 
When asked, “Are you sure you want to delete these items?” click “Yes.” 
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Category view Classic view 

 
 

� ��� � �   & Learn 
Windows: Control Panel, Files, and CDs 

Objectives: 

·  The Control Panel 
·  Finding files 
·  Properties 
·  Installing and removing software 
·  Writing to CDs 

Control Panel 

The Control Panel is a feature in Windows that lets you control many settings and options in 
your computer. You can access it from “My Computer.” 

Click the “Start” button. 
Open “My Computer.” 
Click “Control Panel” in the Other Places menu at left. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Control Panel may be in “Category” or “Classic” mode; simply click “Switch to 
Classic/Category View” to switch between them. Both access the same options; this handout 
will only refer to the “Category” view. 

A large number of settings are available from the Control 
Panel. Some of these can be rather technical, so it’s best not 
to change a setting if you don’t know what it is.  

One group of settings that you can easily change is 
Appearance.  

For instance, to change your desktop background: 

Click “Appearance” in the Control Panel. 
Click “Change the desktop background.” 
When the “Display Properties” window appears, select a new 
background picture from the menu. 
Click OK to make the change and close the window. 
Minimize the Control Panel to see the new background. 
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Try changing other display properties using the tabs along the top of the “Display Settings” 
window. Other settings available include screen savers and color settings.  Remember to click 
“Apply” or “OK” to save the new settings. 
 
If you want to see if your computer meets certain hardware 
requirements, you can see them through the Control Panel. 

Open the Control Panel. 
Select “Performance and Maintenance.” 
Click “See basic information about your computer.” 
 
 
Other simple changes you can make in the Control Panel include 
correcting the date and time and adjusting the audio settings. 
 
 
 

 
Finding files 

If you forget where a file is located, Windows can search the computer for 
it. 

Click on the Start button and select “Search.” 
Select the type of file. If you are not sure of the file type or it is not shown, 
select “All files and folders.” 
Enter all or part of the file name and click the “Search” button. 
 
 
Properties 
 
You can view certain properties of a file including its type, size, 
and date of creation:  

1. Click the Start button and select “My Documents.” 
2. Find a file and click on its icon to select it. 
3. Click “File”� ”Properties” on the Menu bar.  

Properties shown include the file type, the date it was created, 
and the file size (the amount of storage space it takes up.) 

All file names in Microsoft Windows end with an extension. 
This extension tells Windows what kind of file it is. For 
instance, if you type a document in Microsoft Word and name 
it “Hello,” it will be shown as “Hello.doc,” with the “.doc” indicating that it should be opened with 
Word.  

There are thousands of different file extensions, but a few common ones include: 

                    
.doc Microsoft Word files 
.pub Microsoft Publisher files 
.ppt Microsoft PowerPoint files 
.xls Microsoft Excel files 
.txt Plain text files 
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.htm, .html Web pages 

.jpg, .gif, .bmp Picture files 

.exe Programs 

.wav, .mp3 Audio files 

You can also view the properties of your computer’s 
hard drive.  A pie chart will indicate how full your hard 
drive is. 

Click the “Start” button, then “My Computer.” 
Click on “Local Disk (C:)” to select it, then click 
File� “Properties.”  

This is also works for other drives, including flash 
drives, CD/DVDs, and floppy disks. 

 

Installing and removing software 

You can get new software on a CD-ROM or you can download it, which simply means moving 
a copy to your computer from the Internet. Many programs are available for download on the 
Internet, some of which are free.  

A new program will need to be installed, a process that loads it onto your hard drive in a way 
that your computer can use. If it came on a CD-ROM, simply putting it in your CD drive will 
usually start the installation automatically. If you downloaded the program, you can simply open 
it and follow the directions. 

To install a program: 

Insert the installation CD or double-click the 
downloaded installation file. 
Follow the instructions that appear, clicking “Next” 
to continue to each new step. At one point you will 
also have to agree to an End User License 
Agreement by click “I accept…” or “I agree…” 
At the last step, click “Install.” 
When installation is complete, run the program by 
doubling-clicking its icon. 
 
When a program is installed, it leaves traces 
throughout the computer system, so to remove it completely you must uninstall it. There may 
be an “uninstall” icon in the program’s Start menu directory. If not, you can uninstall the program 
by opening the Control Panel and using “Add or Remove Programs.” 

Open the Control Panel and click “Add or Remove Programs.” 
Find the program you wish to remove in the list of currently 
installed programs; click on it to select it. 
Click the “Remove” button that appears and follow the 
instructions. 
 
Writing files to a CD 

Saving files to a CD-R is a bit different from saving to the hard drive or a floppy disk. Windows 
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XP has a simple CD burning function. (Your own computer may call the D: drive something 
other than “CD-RW Drive” as shown in the steps below.) 

Right-click the file(s) you wish to write. 
Select “Send to �  CD-RW Drive (D:)” in the menu that appears.  
Open “My Computer �  CD-RW Drive.” 

Windows will show the files waiting to be written to a CD. Note that these files are not actually 
on a CD yet. 

Click “Write these files to CD.” 
Follow the instructions in the CD writing 
wizard, clicking “Next” as needed to 
proceed. 

 
This method of writing to CDs is limited. A number of CD writing programs that provide many 
more options are available. 
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� ��� � �   & Learn 
Windows: Troubleshooting 

                                          
Objectives 

·  Windows Task Manager 
·  Checking a Disk for Errors 
·  Diagnostic Mode 
·  Selective Start Up 

 

Windows Task Manager 

What is Task Manager?  Windows Task Manager is a task manager application 
included with Microsoft Windows operating systems that provides detailed information 
about computer performance and running applications, processes, network activity, 
logged-in users, and system services. The Task Manager can also be used to set 
process priorities, forcefully terminate processes, and shutdown, restart, hibernate or log 
off Windows.   (source: http://www.wikipedia.com) 

 

 
 

Windows Task Manager in Windows XP 

When to use Task Manager? For troubleshooting purposes, Task Manager is most 
often used when a specific computer program freezes, locks, or otherwise ceases to 
function while remaining actively on the screen and unable to be shut down by normal 
means. 

Accessing the Task Manager: You can access the Task Manager in Windows XP or 
Vista by pressing the CTRL, ALT, and DELETE keys simultaneously. 

Using Task Manager to terminate a program: 
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Press CTRL+ALT+DELETE on your keyboard to access the Task Manager.   

Click on the “Applications” tab at the top of the manager window. 

From the list of programs available, find the one listed as “Not Responding.” 

Click on this program once to highlight it. 

Press the “End Task” button at the bottom of the manager window to terminate 
the program. 

Using Task Manager to terminate a process tree: 

When terminating an unresponsive program is unsuccessful by using the “End Task” 
function, then a more drastic measure can be applied.  This measure is terminating the 
program’s process tree.  This forcibly terminates any program as well as programs 
associated with it. 

 Press CTRL+ALT+DELETE on your keyboard to access the Task Manager.   

Click on the “Applications” tab at the top of the manager window. 

From the list of programs available, find the one listed as “Not Responding.” 

Right-click on this program. 

Select the “Go to Process” option.  This should take you to the application in the 
“Processes” tab. 

Right-click on the process highlighted in blue. 

Select “End Process Tree.” 

Checking a Disk for Errors 

It is usually a good idea to check your hard disk for errors whenever Windows 
inexplicably crashes.  Crashes can include completely freezing up, rebooting for no 
apparent reason, getting the Blue Screen of Death, or any other instance where your 
computer ceases to function properly.  It is also a good idea to check your disk for errors 
if a power surge or black out causes your computer to shut down or lose power. 

Executing a disk scan 

Open “My Computer.” 

Right-click on your primary hard disk drive.  It is usually, but not always, labeled 
as drive “C:” 

 
Your hard disk icon might look something like this 

 

Click on the “Properties” option on the menu that appears.  The Disk Properties 
window should open. 

 

Click on the “Tools” tab at the top of the window. 
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Look for the section labeled as “Error-checking."  Click the “Check Now” button in 
this section.  This should open the Check Disk utility. 

 
Click the check boxes to “Automatically fix file system errors” and to “Scan for 
and attempt recovery of bad sectors.” 

Once these boxes are checked, click the “Start” button to begin scanning your 
hard disk for errors. 

 Diagnostic Mode 

What is Diagnostic Mode? Diagnostic Mode is a utility in Windows that allows you to 
boot the computer with minimal devices, modules, and start up utilities loading.  This 
allows you to run diagnostics and scan for errors, spyware, and viruses without other 
programs interfering with the diagnostic. 

Accessing Diagnostic Mode: 

Close out all programs and save any open files before beginning. 

To access Diagnostic Mode, click on your start menu. 

Click on the “Run” function.  A small window with a single command prompt 
should appear. 

Make sure 
these boxes are 
checked before 
beginning your 
scan 

Once your 
boxes are 
checked, 
click here to 
begin your 

Click here to 
open your 
Check Disk 
utility 
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Type the command “msconfig” into the command line and then click “OK.”  This 
will open the System Configuration Utility. 

 
Click the button for “Diagnostic Startup.” 

Click “Apply” and then click “Close.”  You will be prompted to reboot your 
computer. 

 
Click “Restart.”  Your computer will reboot itself into Diagnostic Mode. 

 

Selective Start Up 

What is Selective Start Up?  Selective Start Up is the process where you disable the 
automatic launching of certain programs that load with Windows. 

 

 

When to use Selective Start Up:  

You use Selective Start Up when your computer’s boot time is too long.  It should 
take no more than 30 seconds to 2 minutes for your computer to boot up when 
you first turn it on.  On older PCs this time may increase.   

When you use Selective Start Up, you can disable many of the programs on you 
computer that try to load themselves automatically on Start Up.  Keeping excess 
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programs from loading on Start Up can drastically decrease the amount of time it 
takes your system to boot up as well as increase its performance once it is up 
and running. 

Implementing Selective Start Up:  

First save any files that you might have open and close out all programs you may 
be running. 

Selective Start Up is accessed the same way Diagnostic Mode is accessed.  You 
run the “msconfig” command from the Run option on your Start Menu. 

Once the System Configuration Utility has opened, click on the “Start Up” tab at 
the top right of the window. 

 
You will now have a list of all applications that are set to automatically load when 
Windows boots up.  You may disable them by un-checking the check box next to 
the program’s name 

IMPORTANT!  Be careful that you avoid disabling your system’s antivirus 
software with this process. 

Click “Apply” and then click “Close.”  You will be prompted to restart your 
computer.   

Click “Restart” and you’re done! 

 

 
 


